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Agenda

✓What is EnergyCAP
UtilityManagement ("EUM")?

✓What type of information is in EUM?

✓Overview & Navigation

✓Objects Required for Data 

✓Hands on practice creating 
EnergyCAP objects

✓Q&A



Access to Training Instance

• Check your email for an Invite to 
Join EnergyCAP

• Subject will read "You've Been 
Invited to EnergyCAP"

• Click Activate My Account

• Select password options, then reset 
password



Access to Training Instance 

URL: http://login.energycap.com

Username: Your email address

Password: set or enter your password

Organizations: 

• 2024 Toronto Catalyst: Read-Write

• 2024 Toronto Catalyst: Read-Only



What is EnergyCAP UtilityManagement ("EUM")?

What information is in EUM?

▪ Buildings

▪ Meters

▪ Accounts

▪ Utility bills

▪ Vendors and rate schedules

▪ Users

▪ Interval data



Utility bill data can be entered into EnergyCAP in a variety of 

ways. The data can then be validated and analyzed. We'll 

cover these in more details over the next few sessions.

▪ Manual Entry

▪ Bill Import

▪ Bill CAPture (Advanced Session)

▪ Chargebacks (Advanced Session)

Utility Bill Data



EnergyCAP Modules

Vendors and Rates

Interval Data

Chargebacks

Groups and Benchmarks

Bills

Accounts

Buildings and Meters

Dashboards

Reports

Create

Settings



Let’s go to the app….



1. Use the search box to find Happy Valley Center building. 

2. What was the total billing period water usage in 2022?



1. Go to the Accounts module.

2. Find "1st & Main Parking Garage" Cost Center and select 
Account "220 1st Ave – ELE".

3. What is the total electric cost for the year 2023?



1. In the Bills module, click on a bill list.

2. Open the PDF bill image.

3. Click on the bill record and view it.



1. Click on the Gear icon (lower left) and select Users and 
Roles.

2. Click the User Groups tab.

3. Create a User Group. Add a name and description for your 
group, add your initials to help you find it later.

4. Add people to your group. 



What is needed to enter a bill?

We need a lot to be in place before you can enter your utility bill data into EnergyCAP.

You can think of these items in three different areas.

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Account

▪ Organization

▪ Building

▪ Meter



Vendor & Rate Schedule



Hands-on exercise: Create the Vendor

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.

o "<Your Name> Utility Company" 

o Example: Beth Calehuff Utility Company

3. Each vendor is represented with 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.



Hands-on exercise: Create the Rate Schedule

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.



What is needed to enter a bill?

▪ 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



Hands-on exercise: Create the Cost Center

1. Use the Create button and click Add Cost Center under 
the New Cost Center folder. 

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

3. Select where you want to create this cost center (select the 
cost center New Cost Center). 

4. Enter the name of the 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.



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 your utility bill when creating the new account.



Create the Account



Create the Account

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



Create the Organization

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Group buildings 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.



Hands-on exercise: Create the Organization 

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 (New 
Buildings).

4. Enter the name of the organization.

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.



▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Building 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.

Create the Building



Hands-on exercise: Create the Building

1. Use the Create button and click Add Building. You cannot 
create a building under a building.

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

3. Enter the name of the building (Beth Calehuff Place).

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

5. Enter the Postal code.

6. Select the primary use. (optional)

Example: Other-Restaurant/Bar



▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Building

▪ Meter

▪ Tracks the use and cost of a resource.

▪ Best practice is to attach it to a building

Create the Meter



Hands-on exercise: Create the Meter

1. Use the Create button and click Add Meter.

2. Select where you want to attach this meter (the parent). 
Let's create it (ELECTRIC).

3. Select the commodity and use unit.

4. Enter the name of the meter and code.

5. Enter the Postal code.



Link the Account and Meter

▪ Vendor

▪ Rate schedule

▪ Cost center

▪ Accounts

▪ Organization

▪ Building

▪ Meter



Link the Account and Meter

A meter must be linked to an active account before you can record billing data.



Ready to enter utility bill data!



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, only the sheet named DataEntry is processed.



Setup Spreadsheets



Wrap up



Questions?



Take the session survey: 

EnergyCAP 101: The Basics
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