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Have questions?

Ask them in Sched chat on the app!
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Agenda

✓What's needed to enter a bill?

✓Hands-on practice

✓Creating items in bulk

✓Wrap-up: Q&A
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What is needed to enter a bill?

A lot of objects to be in place before you can enter your utility bill data into Utility Management.

You can think of these items in three different categories:

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Account

▪ Organization

▪ Site

▪ Meter
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System overview diagram
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Vendor and rate schedule
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Create the vendor

Hands-on exercise

1. Use the Create button and 
click Add Vendor

2. Review the bill and add the vendor's 
name as it appears on the bill

• Example: EDP's Utility Co

3. Each vendor gets a unique code,
your organization may be using
a specific code for each vendor
in your accounting system

4. The rest of the form is optional
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Pop quiz!

What two fields are required for adding a new vendor?

-Vendor Name

-Vendor Code

What is an example of one optional field when adding a new vendor?

Website, phone number, email, postal code, address/city/state
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Create the rate schedule

Hands-on exercise

1. Use the Create button and click Add 
Rate Schedule

2. Use the menu to select the Vendor

3. Select the Commodity

4. Enter the name of the rate schedule

• Example: GS-1

5. Save
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Create the cost center

▪ Vendor

▪ Rate schedule

▪ Cost center (helps organize your accounts in "folders")

▪ Your accounting tree may mirror your buildings and meters tree OR it can represent 
your organization's financial structure.

▪ You can create multiple levels by adding cost centers under cost centers. This helps 
you view subtotaled use, cost, and trends at different levels.

▪ Account
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Create the cost center

Hands-on exercise

1. Use the Create button and click Add Cost Center

2. Cost centers can be nested, just like folders on your computer

3. Select where you want to create this cost center. Let's create YOUR cost center.

4. Enter the name of the new cost center (INITIALS COST CENTER).

• Example: EDP's Cost Center

5. Add a unique code. It is created for you, but you can change it. Your accounting department 
may already have cost centers and codes that it uses.
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Create the account

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts can be vendor accounts or internal chargeback accounts.

▪ An account receives bills for one or more meters.

▪ Associated with a single vendor.

▪ Most often, one physical bill is associated with a single account.

▪ Use the utility bill when creating the new account.
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Create the account
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Create the account

Hands-on exercise

Use the Create button and click Add Account. Select the cost center you just created as the parent.
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Pop quiz!

Does an account number need to match your bill?

Yes.

Can an account be associated with more than one vendor?

No. 

What is the difference between an account NAME and account NUMBER?

Account Name: Common label for the account

Account Number: Should match the exact account number on the utility bill
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Create the organization

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Group sites together.

▪ Can represent departments, campuses, or other business units.

▪ View subtotaled use, cost, and trends.

▪ Used as filters (topmost place).

▪ Can restrict user access by assigning a topmost place.
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Create the organization

Hands-on exercise

1. Use the Create button and click Add Organization.

2. Organizations can be nested, just like folders on your computer.

3. Select where you want to create this organization. Let's create your organization (INITIALS ORG)

4. Enter the name of the organization

▪ Example: EDP's Org

5. Add a unique code. It is created for you, but you can change it. Your organization may already 
have organizations and codes it uses in your facilities management department.
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Create the site

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Site can represent a physical structure or logical place and is the parent of one or more 
meters.

▪ Primary use is used for automatic groups.

▪ Latitude and longitude help place the building accurately on the map.
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Create the site

Hands-on exercise

1. Use the Create button and click Add Site. You cannot create a site under a site.

2. Select where you want to create this building or place (select the org you just created). Let's create 
(YOUR SITE)

3. Enter the name of the site

▪ Example: EDP's Place

4. Add a unique code. It is created for you, but you can change it. Your organization may already 
have site codes that it uses.

5. Enter the Postal code.

6. Select the primary use (optional)
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Create the meter

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Site

▪ Meter

▪ Tracks the use and cost of a resource

▪ Best practice is to attach it to a site
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Create the meter

Hands-on exercise

1. Use the Create button and click Add Meter.

2. Select where you want to attach this meter (the parent).

3. Select the commodity (ELECTRIC) and use unit.

4. Enter the name of the meter and code.

▪ Example meter name: EDP's Site– ELE01

▪ Example naming convention: Site name – commodity + increment

▪ Meter code must be unique.
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Pop quiz!

What module does an organization live in?

Sites & Meters Module

Give me an example(s) of an OBJECT that can be
nested in your hierarchies?

Organizations

Cost Centers

True or False: A meter should live under an organization.

FALSE: A meter should live under a site.
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Link the account and meter

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Site

▪ Meter
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Link the account and meter

A meter must be linked to an active account before you can record billing data.
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Ready to enter utility bill data!
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Setup spreadsheets

Setup spreadsheets save time and let you create multiple items at one time.

▪ Always download a new spreadsheet before you begin adding data because the 
spreadsheet is populated with information from your database.

▪ To save time when creating many objects, you can select from the drop-down menu 
and then copy and paste the value into the other rows.

▪ Do not rename, remove, or rearrange columns.

▪ You can add sheets in the workbook, only the sheet named DataEntry is processed.
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Setup spreadsheets
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Wrap up

✓ Created all objects necessary 
to enter utility bill data

✓ Hands-on practice in EUM

✓ Reviewed setup sheets/bulk 
import
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Questions?
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We’d love to hear your thoughts!

Take a moment to share your feedback 
for this session in the Sched app.

Your input helps us make future events even better.
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