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Enter utility bill data

You can enter utility bill data in a
variety of ways.

Manually Entered
Bill

* Enter manually one by one.

« With a bill import file. =] Bills

Bill Import File Bill Import
. format Audits
 Subscribe to

our Bill CAPture service.

Bill Images
EDI Bill CAPture
XML —
Excel
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Where can you find a bill?

. . Buildings & Meters =  Alpha Hotel Property > Alpha Hotel > @9 Vendor: Gas [ALPHA_HOTEL-NGO1]
You can find a bill
O ) e - Bills Billing Period Data Calendarized Data Normalized Data  Interval Data Budgets Savings Properties
mu|t|p|e ways: i Facilities [FACILITIES]
> [ Catalyst 2024 [CATALYST_2024] Void
* Go to the Buildings & v s City of Happy Valley [HAPPY_VALLE... & [ AJl Bills - || Not filtered -
. v i Alpha Hotel Property [ALPHA_H... ' '
Meters Module, click
; d click v [@ Alpha Hotel [ALPHA_HOTEL] $22,695.05 / 151 bills
on a meter, and clic 4> Submeter: Electric Ma... 4G . . . o o A i
h B ” t b — ] Billing Period Account Number | Bill Begin Date | Bill End Date 1 Total Bill Cost Use
on the bllls ta ® Vendor: Gas [ALPHA_H... G
k=1 Vendor. Sewer [ALPHA_H... [] Dec2012 [k BN 26679456 12/03/2012  01/04/2013 $1,00010 1,147
e Goto the Accounts #s Vendor: Storm Drainage [A.. [] Jan2013 [k By 26679456 01/04/2013  02/04/2013 $161192 1772
Module , click on an @ Vendor: Water [ALPHA_HO... [] Feb2013 [k BN 26679456 02/04/2013  03/05/2013 $1,32204 1417
account, and click on 2 PG SR T [] Mar2013 [k By 26679456 03/05/2013  04/03/2013 $625.27 660
. > @ city Buildings [CITY_BUILDINGS] -
the BI”S tab » . (] Apr2013 [k BN 26679456 04/03/2013  05/02/2013 $27.11 15
> @ city Services [CITY_SERVICES]
. > @ Communication Towers [COMM._... [] May2013 [k By 26679456 05/02/2013  06/03/2013 $514 0
* Goto the Bills Module > @ Parking [PARKING] [] Jun2013 [k BN 26679456 06/03/2013  07/02/2013 $15.92 0
> i Police [ACADEMY1] [] Juz2013 [k BN 26679456 07/02/2013 08/02/2013 $15.92 0
> @ EnergyCAP, LLC [ENERGYCAP] [] Auwg2013 [k By 26679456 08/02/2013  09/03/2013 $15.92 0

> #& Global Manufacturing Solutions, Inc....
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Where can you find a bill?

Bills

Vv My Bill Lists

Default Bill List

> Bill Lists Shared with Me
Batches

Bill Imports

4. Bill CAPture

Accruals Log

V Bill Export

+
®
b
i
g

B

Not Approved

Held from Export
Waiting for Export to AP
Waiting for Export to GL

F +

Default Bill List

Actionsw RENCHNETRH

Void Batch status Approved
Al Bills v ’ ] Not filtered ¥ | Not filtered Not filtered v H Filterso’
$37,225,003.97 / 19,259 bills Columns Sort
\:| Billing Period Account Number T Bill Begin Date Bill End Date Total Cost | Bill Entry Date -
\:| Jan 2024 lC a 100 133 338 556 12/18/2023 01/17/2024 $4,995.54 02/09/2024
|:| Dec 2023 @ a 100 133 338 556 11/17/2023 12/17/2023 $4,460.76 02/09/2024
[[] Nov2023 t, b 100 133 338 556 10/19/2023 11/16/2023 $3,714.41 02/09/2024
[[] oOct2023 t, b 100 133 338 556 09/20/2023 10/18/2023 $4,086.60 02/09/2024
\:| Sep 2023 l.': a 00051661-041 7 09/13/2023 10/12/2023 $172.06 12/22/2023
\:| Sep 2023 l: a 00051661-066 4 09/05/2023 10/04/2023 $1,919.99 12/22/2023
\:| Sep 2023 l: a 05125121-031 9 08/15/2023 09/14/2023 $96.50 12/22/2023
[] sep2023 k- a 05125121-090 5 08/15/2023 09/14/2023 $6,265.01 12/22/2023
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What does a bill look like in EUM?

. ° ° ~ September 2023 M| 5 k| |[F]| Moreactions w
Review a bill in EUM: v oili:anzz |
1400 N Lincoln Ave - ELE .~ PA Gas Electric Co. Baten
. . 1635011000 ses  oop 20240404_ellen.peck
([ J M a n u a | bl | | e ntry O r bl | | I‘th’lll_;hl Ave, Happy Valley, PA 12345 United States
import example
Start End Days Amount due
Account History | Timeline | Note © 09/01/2023 09/30/2023 29 $105.00
[ ) B i | | CA Ptu re exa m p | e 09/01/2023-09/30/2023 E $105.00 Billing period involce namber
08/02/2023-09/01/2023 $9,201.32 Sepiember 2023 123456
07/04/2023-08/02/2023 $8,794.34
M 06/02/2023-07/04/2023 $8,650.89
[ ]
B I | | h e a d e rs 05/03/2023-06/02/2023 $8,533.71 ~
([
Meter level charges PRS- o usae ok
CITY HALL-ELEO1 o Use
° A t | | h B poeunt P\e:n[aP*(\jdl d S0 kw
City Hall kwh
ccountilevel charges o Total Cost S san
Demand unit Vendor role
‘F o | | o . l»<Ww W Dis’tribultion and Supply C,Ha?e S 5.00
* |Informational line items A 4
s Fate Schedule Meter Subtotal 50 kWh $2.000000.. $ 100.00
AB31026247 85 Sec
Meter GL Record
1635011000 | PGE | CIT...
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Participation quiz!

re three ways to get bills into EUM?
1. Manual/hand key
2. Bill import

' 4

" - 3. Bill CAPture

. : \ e o o .
y option automatically gives you a scanned bill image?

'Bill CAPture

- . A .
_ Informational line items
E / .

/
i
|



Manual bill entry

There are many places you can start to
manually enter a bill:

1. While viewing a bill list.

2. With the Create button.

3. On the meter or account(no need to

search!)

ENZRGYCAP. - ©FnergyCAP, LLC




Manual bill entry

Hands-on exercise
1.0Open the bill you received via email.

oAccountH-2177-001-0
2.Choose a method to manually enter a new bill (Create Button, Bill List, Account, or Meter)
3.If using the Create Button or Bill List, search for the account.
4.1f you don't have an open batch you are prompted to open one or pick a pending batch.
5.Enter required bill header information.
6.Enter bill details.

/.Save.
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- On the account or meter
1 :' - From the Create button
- Ina bill list

] /
Y

HQ o you edit a bill?

il I click on the pencil icon in the top right corner.



Bill import

With bill import, you
can import multiple
bills at one time.

= Create your own
format that matches
your file and use it
each month.

* The file format
requires specific
column headers
to import data.

Edit Bill Import Format

Cancel

Save

Name Date format
“ 1900 Electric ] \ mm/dd/yyyy
Bill header information Import file column +
Account number Column A v \
Start ColumnD v \
End Column E v \
‘~ Commodity v ] Column C v \ []
‘ Meter code v | Column B v
Bill line type Labe Units +
: ‘ Use v ] ‘ Usage ‘ ‘ kWh v \ ‘ Column | v \
4 ‘ Charge v | ‘ Cost ’ ‘ $ v ‘ Column L v| ®
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Bill import steps

1. Create the bill import format.

2. Import your file.

*Remember to prepare your file following the criteria in the Help
Center.

3. Review the import log and check for errors.

4. Review any errors, fix, and upload the file. Repeat this step as
needed.

5. Summary: Use import format if you're getting a consistent file
format from your vendor each month that does not change, or if
you're creating files with static formats.
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Participation quiz!

datory bill header information fields on a bil import
format?

~ Account number, Start, End

' 4

f

F efe de % u(/ﬂnd bill import formats?

». \ 2 ! .
dule > Module Menu > Bill Import Formats

' L' L 2

!
-

u go to find more resources on bill import formats?

Help Center



Bill CAPture

Bill CAPture is a service that manages
importing your bills for you.

= You can scan the bills and upload
them to Bill CAPture.

= You can redirect your bills to
our processing center.

= Use spreadsheets you get from
your vendor.

Bill CAPture also offers managed
services to help your staff resolve
billing and account related issues.

Bill CAPtures™ Process

Utility bill acquisition
Mail reroute
Email

Secure file transfer

Website upload
Website CAPture

v

=N
l;? File formats

Paper bills

Scanned bill image (PDF, TIFF, HTML, JPG, etc.)
Electronic vendor file (EDI 810, PDF, CSV, XLS, TXT)

uality assurance checks
Quality a N heck

v

EN-RGYCAP.
|

— v

= 1 gill processing

Link bill images

Perform audits and flag issues
Email alerts and useful reports

v

< il processing & management
Link bill images
Perform audits and flag issues
Email alerts and useful reports
Resolve issues and record actions

Consult weekly or as needed

, v

==/ Bill payment options

Interface with your accounting system for bill payment
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Participation quiz!

\. .
here do you find Bill CAPture in EUM?

In the Bills Module

\

)t are some methods to deliver bills into Bill CAPture?
o | l d } o ° ° °

manual upload, email delivery, mail re-route, secure file transfer
RN \ 4 '

' e & "
{8 \p. = R S
f Sy S \ W,

i;e:ﬁ\all the ways to get bill data into EUM, who would prefer:
A\
-Manual bill entry

-Bill import
-Bill CAPture



Wrap up

v' Reviewed three ways
to enter utility bill data

1. Manual / hand key
2. Bill import
3. Bill CAPture

v" Hands-on practice entering a

bill

v' Reviewed setting up a
bill import format
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CATALYST?24

Session survey
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