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Let’s go to the app....




ReCAP




Reassign Accounts to Vendors

Accounts can be reassigned to a different vendor. This will update the data on the account to be
attributed to the new vendor.

**New suppliers are brand new accounts & vendors - should not have accounts reassigned from
‘old’ suppliers

Vendors & Rates = City of Green Shamrock [CITYOFGRESHAM]

» City of Green Shamrock [CIT...
> Clark Public Works [CLARKPU.. = New Vendor Choose new V

& new Vend
> Comcast [COMCAST] | Clark Public Works | - | Move Selected Account(s)

Delta Airlines [DELTAAIRLINES]

ol A

ENC Corporate Sustainability ... Accounts -1

R D Account Number 1| Account Name Service address

lor, select Account(s) and click to

Heller's Gas [HELLERS_GAS]
HYDRO_ONE [HYDRO_ONE] 0 B 98479063 2707 Parkway West - WAT SEW STO 2701 Parkway West Happy Valley, PA 12345
Internal - Happy Valley Univer...

Internal Solar [INTERNAL_SO...

Meter Billing Systems [MBS]

MNational Weller Natural Gas [...

PA Commonwealth Power [P...

PA Gas Electric Co. [PGE]

Port and Land Water [PORTL...

A " A . A A . . * A

Public Utility District [PUD]




Move & Delete Objects

Objects, such as accounts, cost centers, meters, buildings, and organizations can easily be moved by
selecting from list and reassigning. These objects can also be deleted by selecting and clicking ‘delete’.

Buildings & Meters = All Meters

B, Facilities [FACILITIES] Meter Topmost place Meter group Commaodity

> i@ City of Happy Valley [HAPP... f 3rd & West Parking | + « | All Commodities v ‘ {ResetFHters]
> EcoChampions [ECOCHAM... ‘ '

> (B EnergyCAP LLC [ENERGYC... [=] 3 meters selected

v i Global Manufacturing Solut...

[ ] X 3rd &West Parking Garage-CO... [ 3rd & West Parking Garage Compost Inactive s
v [ GMS North America [G...
o ﬁ Bellefonte Plant [25] 3rd & West Parking Garage-ELE... ﬁ 3rd & West Parking Garage Electric Active "
Bellefonte Plan... @ 3rd & West Parking Garage-ELE..  [fJ 3rd & West Parking Garage Electric Active V4
® Bellefonte Plan.. G [] 3rd & West Parking Garage-ELE.. [ 3rd & West Parking Garage Electric Active P
L] — R
2 Bellefonte Plan... (& L 3rd & West Parking Garage-ELE... ﬁ 3rd & West Parking Garage Electric Active [’
& Bellefonte Plant - ... - ‘ , , , .
r est Parking Garage-ELE... r est Parking Garage ectric ctive

] 4 3rd &West Parking Garage-ELE.. [ 3rd & West Parking Garag Elect Act y,

& Bellefonte Plant - ...
@ 3rd & West Parking Garage-NG.. [ 3rd & West Parking Garage Natural Gas Active P

& Bellefonte Plant - ...
5 ﬁ North America Head \:\ 25 3rd & West Par@g Garage-RE... ﬁ 3rd & West Parking Garage Recycle Inactive ,’
> ﬁ North Toronto Wareh... \:\ T 3rd & West Parking Garage-REF... ﬁ 3rd & West Parking Garage Refuse Inactive ”

> B West Toronto Wareh...

All Buildings and Organizations
All Meters Learn more about managing meters Use setup spreadsheets to edit multiple meters




Update Account Numbers & Meter Serials

Account and Meter Serial numbers can be updated, or changed, while retaining the previous account

or meter serial numbers. These most recent two, with effective date of change, can be viewed in the
update sheet.

Accounting / EnergyCAP, LLC

@ 360 Discovery Drive - ELE [100 133 338 556] Actions &

Bills  Billing Period Data  Properties  Flags Edit Account

Change Account Number
Account = Chargebacks

Stop Auditing Bills on this Account

Download Account Bills to Excel

Enter New Bill b

Meter Serial number | Parent locat.. | Rate sched.. Effective I

v Linked Meters - 1

360 Discovery Drive, Boalsburg,
PA 16827, United States

DISTRIBUTION AND SUPPLY
Vendor
> Energy... ﬁ EnergyCAF General Po... since 01/01... ,’ West Penn Power

Service effective

> Linked Summary or Sub Accounts - 0

Create relationships between accounts with summary and sub Get
accounts. s started.




Move Bills

Bills can be moved to a different account-meter by selecting the bill from the account bill list, choosing
move bills, and then identifying the destination account and meter from the dropdowns.

** Notes: Can only move bills to ‘like’ commodities or families.
Can NOT move bills from meter bill list; must be account or bills module.

. (@ CarbonHub records generated from selected bills will be moved if
More actions & Downloads w the destination meter is linked to an emissions source. Otherwise,

they will be deleted.

Not Approved
PP Destination account is required
Void A B
F Not Void Destination meter

| Mark as Payment Not Exported B
[ | Update each meter GL Record on the moved bills to reflect
t Mark as GL Not Exported the destination meter GL Records

[_] Update the account GL Record on the moved bills to
reflect the destination account GL Record

Update Bill Headers...

Delete [ ] Update scope category and GHG factor of each record
generated from the moved bills to match the default
Move Bills... scope category and GHG factor of the emissions source

linked to the destination meter (if applicable)




Update Bill Headers

Bills headers, such as billing period, statement date, and due date can be updated by selecting the bill(s)
from the account bill list, choosing update bill headers, and then populating the fields to update.

Update Bill Headers

Cancel Save

More actions & Downloads »

: Not Approved

[ Void
: Not Void

| Mark as Payment Not Exported
: Mark as GL Not Exported

Update Bill Headers..

Delete

Move Bills...

@ Only headers configured below will be updated.

Start

| o |
End

| o |
Billing period

| dl d
Due

| o |
Statement date

| o |

Control code

Accounting period

Invoice number




Commodity Categories

Commodities can be grouped in categories for filter commodity families in reports and dashboards.

System Settings

Subscription Details . .
. Edit Commodity

Users and Roles

Name Abbreviation @) Icon

Data Reporting Settings
— { Electric ] [ ELE ] 3

Commodities and Units

Description

Cost Categories

Target Comparison Settings

Send Notification to Users

Default Notification Settings REPORTING AND ROLLUPS

Category @ Rollup unit
{ Electricity ‘ v ] [ kWh

Setup Spreadsheets Log




Create Custom Commodities

Custom commodities can be created to track a variety of ‘custom’ commodities, including, but not limited
to pizza slices.

System Settings Add Commodity

Subscription Details

Name is required Abbreviation @

Users and Roles [ A ] [ "

Data Reporting Settings -
Description

Commodities and Units 7
Cost Categories

Target Comparison Settings

Send Notification to Users REPORTING AND ROLLUPS

Default Notification Settings Category ® Rollup unit @
[ Choose or add... v ] [ %k Choose

Setup Spreadsheets Log

[] This commodity can be converted to energy.




Create Units of Measure

Create units for tracking data that may be unique or not available in system defaults.

« Created and managed via spreadsheet

Unit ID

r
1024

r
1025
r
1027

028

Unit name

Commodities and Units module

Unit code

Unit symbol

Unit Category and Primary Unit

Conversion to Primary Unit
for the selected category

Delete unit

Add or edit a unit name
(required)

Block (100kwh)
Lifts

Million LBs
Refrigeration Ton

Add or edit a unique unit code

BLOCK
LIFTS
MMLB
REFRIGTON

(required)

Add a unique unit symbol for each unit

name
(required)
Block (100kWh)
Lifts
Million LBs

Refrigeration Ton

Use the cell drop-down to select. The category
primary unit will autopopulate.
(required)

Energy | kWh
Counter | Value
Weight | Ib

Rate of Energy | Btu/h

Multiplier
(required)
Moo
000000
2000

Select DELETE from the drop-down to
remaove a unit




Questions?




Take the session survey:

| didn’t know you could do that!
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