EnergyCAP 101
Basics and Objects

CATALYSTA




Session Agenda

This session contains hands on exercises.

* What is EnergyCAP?

« What type of information is in EnergyCAP?
» General EnergyCAP navigation

« Overview of EnergyCAP modules

= Qverview the required EnergyCAP objects for bill data

= Some objects need to be created before others.

= Hands on practice creating EnergyCAP objects

« Q&A
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Access to Training Instance

EN-RGYCAP.

http://My.EnergyCAP.com

Implementation v
“Implementation” in the dropdown
john.heinz@energycap.com
Username: Your email address S
Password: 1234 Datasource
Roadshow2023
Datasource: Roadshow2023
Remember Me Log In

Single Sign On | Support
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http://my.energycap.com/

What is EnergyCAP UtilityManagement?

What information is in EnergyCAP? EHOrganization Cost Center | ﬂVendor
= Buildings ! 3 4l ) 5
ﬁ Building @ Account dRate Schedule

= Meters “ ; ‘

= Accounts ‘ @ Meter } """""""""""" { Linked Account Meter Jé """""""""""""""""

= Utility bills

)
Interval Data AP/GL

= Vendors and rate schedules Bills fezais
m} Dashboards
—) ENERGY STAR

Report Designer Bl
[
Users Manually Entered Bill Import  Bill CAPture

Bill format

= |nterval data

Bill Images

Bill Import File EDI

XML
Excel

I
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Utility Bill Data

Utility bill data can be entered into EnergyCAP in a variety of ways. We'll cover these in more details
over the next few sessions.

= Manual Entry

= Bill Import ﬁ

=  Bill CAPture (Advanced Session) . 5\

= Chargebacks (Advanced Session)
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EnergyCAP Modules
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Dashboards

Buildings and Meters
Accounts

Bills

Groups and Benchmarks
Chargebacks

Interval Data

Vendors and Rates

Reports



Personal Settings

Preferences and Settings
Select personalized view settings

Alerts and notifications

? - Access to Help

Updated based on where you are in the
app

Access to resources

Display Preferences

Primary display

Buildings and Organizations
Meters

Accounts

Other Data Types

Bill List Page Length
100 bills/page
Trend charts

Display 5 years
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name

name

name

name

of Data

Ac

Language

code English

Date format
MM/DD/YYYY

Time zone
(UTC) Coordinated Universal Time

Time format

e 12 Hour (1:00 PM)

Q?@%

ECI
Display Preferences
Notification Settings

Reset Password

Logout




Global Settings

System Settings

Used for global and system controls
Users settings

Commodities and units of measure

Notification settings

API keys and webhooks

System Settings

License Details
Users and Roles
Common and Global Units

Send Notification to Users

Notifications

API Keys and Webhooks

q:I All Meters

EN=RGYCAP. - ©2023 EnergyCAP, LLC

General System Settings

Organization name

Cancel Save

[ Happy Valley

Organization logo

File None Browse

Happy Valley

Automatically logout after 480 minutes of inactivity.

Default country

United States v

Default meter time zone

(UTC-05:00) Eastern Time (US & Canada) v
Date format for new users
MM/DD/YYYY DD Y
Default user role for new users
DEFAULT ROLE v



Users and Roles

Active Users

= You can easily change roles.
Inactive Users
= When made inactive the user is immediately logged out.

User Groups

= You can sometimes make these on the fly.
= Can add non-EnergyCAP users, they get the Basic Contact role.

Roles and Permissions

= System roles can't be modified.

= Make a copy and then change permissions as needed.
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Search

Search

Quick and easy way to find an object.

When you search for an object, EnergyCAP
returns the first 50 of each object type.

Hall

30 meters 15 accounts (@ 7 facilities

ﬁ City GEID
2131

400 N Lincoln Ave, Happy Valley, PA 12345, United States

ﬁ David Brant [FEI

ﬁ Lindon [ZEI
LH-07

ﬁ McKenna [FEI
MH-072

Rec FEI

1 cost centers

Close
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Create

Create

Common Tasks

Enter Bills
Import Bills

Import Interval Data
Add Account
Add Meter

Creating multiple items? Try
Setup Spreadsheets

Dashboards

Q}O

Dashboard

Create a new dashboard and customize content.

Map Dashboard
Create a new map.

Buildings & Meters

B
&
AN

Organization
Organizations help you group your buildings.

Building
A physical structure having metered utility
services.

Meter
A point of service for utility vendor accounts.

Import Interval Data

Import data files containing periodic readings
from meters.

Groups & Benchmarks

L]

Building Group
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Add Dashboard

Add Map

Add Organization

Add Building

Add Meter

Import Interval Data




Three Types of Data

Billing Period data

= Uses the raw billing data as it is received from the utility vendor. This type of data is better when
working with accounting functions.

Calendarized

= Allocates use and cost to the month it occurred rather than the month it was billed. For year-
over-year COST comparisons use calendarized data. *ENERGY STAR uses calendarized data.

Normalized

» |s best when comparing USE year-over-year because it removes weather as a variable.
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Hands-on Exercise

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

2. What was the total billing period water usage in 20217

EN=RGYCAP. - ©2023 EnergyCAP, LLC




Hands-on Exercise

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 20217
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Hands-on Exercise

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

2. Click on a bill and view it.

EN=RGYCAP. - ©2023 EnergyCAP, LLC




Hands-on Exercise

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

2. Click on a bill and view it.
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Hands-on Exercise

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.
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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.

= \endor
= Rate schedule
= Cost center

= Account
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Vendor & Rate Schedule

yO ur u tl I Ity For services, call 1-800-234-2832

M-F: 8am to 5pm
Visit www.yourutilitycompany.com

Service for: Account Number 1234-56789
John Customer Bill Date 01/15/2017
123 Main St.

555-555-5555 Amount Due $49.60

Meter Information
Read Meter Reading Meter Reading Multiplier
Date Number Rate Type Previous Present Difference X Usage
01/15 22335566778 Tot units 4082 Actual | 4578 Actual 496 - 496

Service 12/15/2016 to 01/15/2017 - 31 days

EN=RGYCAP. - ©2023 EnergyCAP, LLC



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.

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.
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Add New Vendor

REMIT ADDRESS

United States




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.

Add New Rate Schedule

Vendor

City of Green Shamrock

Commodity

Rate Schedule

Meter Information

Read Meter Reading Meter Reading Multiplier
Date Number Rate Type Previous Present Difference X Usage
0115 22335566778 Totunits | 4082 Actual | 4578 Actual 496 1 496

Service 12/15/2016 to 01/15/2017 - 31 days

EN=RGYCAP. - ©2023 EnergyCAP, LLC




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
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Create the Cost Center

Hands-on exercise

1. Use the Create button and click Add Cost Center under the New folder.
Cost centers can be nested, just like folders on your computer.

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

Enter the name of the cost center.

s N o WD

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 your utility bill when creating the new account.
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Create the Account

your utility
4 company

For services, call 1-800-234-2832

M-F: 8am to 5pm

Visit www.yourutilitycompany.com

Service for: Account Number 1234-56789
John Customer Bill Date 01/15/2017
123 Main St. Due Date 02/15/2017
Anytown, PA 12345 4
555-555-5555 Amount Due $49.60
Meter Information
Read Meter Reading Meter Reading Multiplier
Date Number Rate Type Previous Present Difference X Usage
01/15 22335566778 GS-1 Tot units 4082 Actual 4578 Actual 496 1 496

Service 12/15/2016 to 01/15/2017 - 31 days
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Create the Account

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

Add New Account
Parent cost center

'& Beth Calehuff's Cost Center

Vendor

Beth C's Utility Company

Account number

( 1234-56789-BAC )

Account name

(® Use account number

Service effective

01/01/2010 . -

Description

Country

United States

Postal code

16803

Street address

City

State College

State

PA

Cancel @ Save

EN=RGYCAP. - ©2023 EnergyCAP, LLC




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.
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Create the Organization

Hands-on exercise

1. Use the Create button and click Add Organization.
Organizations can be nested, just like folders on your computer.
Select where you want to create this organization (New Buildings).

Enter the name of the organization.

s N o WD

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 Building

= Vendor v/

= Rate schedule VvV
» Cost center Vv

= Accounts \/

» QOrganization v/

» 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.

» | atitude and longitude help place the building accurately on the map.
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Create the Building

Hands-on exercise
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 (John Heinz 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
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Create the Meter

= Vendor v/

= Rate schedule VvV
= Cost center \/

= Accounts \/

» QOrganization v/
* Building v/

= Meter

= Tracks the use and cost of a resource.

= Best practice is to attach it to a building

EN=RGYCAP. - ©2023 EnergyCAP, LLC




Create the Meter

Hands-on exercise

1. Use the Create button and click Add Meter.

Select where you want to attach this meter (the parent). Let's create it (ELECTRIC).
Select the commodity and use unit.

Enter the name of the meter and code.

s N o WD

Enter the Postal code.

EN=RGYCAP. - ©2023 EnergyCAP, LLC




Link the Account and Meter

= Vendor v/

= Rate schedule VvV
= Cost center Vv

= Accounts \/

= QOrganization

= Building

= 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.

Bills Actual Data Calendarized Data Normalized Data Interval Data Savings Sustainability +: Properties Flags

Meter  Chargebacks

v Linked Accounts -0

Link at least one account to this meter to enter
bill data. Only active meters can receive new
bills. Inactive meters may not be displayed
depending on your settings.

== Add Linked Account
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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, only the sheet named DataEntry is processed.
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Setup Spreadsheets

B4 v i fx
B C D E F G H J
1 |New Account Information Account's Address
Service Address: Service Address: Service Address: Service Address: Service Address: Service Address: Service Address:

Account Number Account Name . . .

2 Street 1 Street 2 Street 3 City State / Province / Region Postal Code Country
. For US and Canada, automatically : For US and Canada, automatically
Unique per vendor - Enter as text - )
Max 50 characters Max 100 characters Max 100 characters Max 100 characters set based on Postal Code lookup - ;| set based on Postal Code lookup - L. ; Select from list
max 50 characters ) ) ) ) required if Country is R .
) (required for new accounts) (optional) (optional) (optional) max 100 characters max 100 characters P . m (default is "United States")
(required for new accounts) X ) United States" or "Canad~
3 v v v v (optional) v (optional) v v v
4
5
6
7
8
o}
B C D E F G H
1 |New Organization Information Organization's Description Parent Information New Building Information
Organization Organization Name Organizaion Organization Description Parent Organization Building Building Name
2 [code] 8 Type 8 P [code] [code] 8
Max 32 characters
Must be unique - Max 50 characters required for both new organizations
B chara‘::ters e s Select from list Max 4000 characters (required f ;n d buil di:/gs)g featt Max 32 characters Max 50 characters
d It is O izati tional wired for new buildings, wired for new buildi
T TRl (default is Organization) (optional) (req for ings) (req for ings)

: = (Defaults to User's Topmost) - -
4
5
6
7
8
9
10
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Wrap up

N Happy Valley

- -

Use v [ Day

Last 12 Months (Calendarized)

[
Use/Area (MMBtu/ft9)

Low Nedian
0.000 0.018

Mgy

0.088

- High to Low -

— N
—y N
Electric

" Electric

1% water/Sewer
{\ Natural Gas
W Gasoline

i Trash

&> Telecom

7# Solar PV

Total Cost
Med i)

Low
$1,155 $45,

Commodity Spending Trend

. Electric

I Natural Gas

I Prapane

. Water

. Sewer
Chilled Water

I solar PV

B internet

7% Recycling
& Miles Driven
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Questions?
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Session Survey

conferences.energycap.com/surveys
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