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v What are bill audits

v How do bill flags work

v How do | resolve bill flags

v" Identify and report on potential bill issues

v' Hands-on exercises

v Q&A

v’ Participationraffle
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Bill audits

v" Bill audits are powerful tools for data validation,
examining utility bill data for accuracy and unusual
patterns of use or cost.

v Audits automatically flag bills for manual review and
indicate there may be a problem.

v All bills, no matter how they are entered—-Bill CAPture,
bill import, manual bill entry—are audited as they are
entered into EnergyCAP UtilityManagement.

v A bill can also be manually flagged by a user.
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Bill audits

v' In the EnergyCAP Utility Management system, each
flagged bill is assigned a single flag, which may
indicate multiple underlying issues.

v" When you filter by a particular issue and resolve the
flag, you need to make sure to address all the issues

associated with that flag.

v This is because each flag acts as a concise summary
for several issues connected to the respective bill.
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Bill audits

~ August 2023

August 2023 ; ;
Vv Bill ID: 36897 [ e ey (% Audit Exception
G ¢ q bet this bill and th dina bill () -« Due date is before the end date of the bill
@ « (Gap of one or more days between this bill and the preceding b . Statement date is before the end date of the bill
: August 2023 : :
C sp]rtl)l 32691313 M Audit Exception] Vv BilllD: 36183 [F i Exceptlon]
() =« Abnormal use
(x) « Multiple bills in the same billing period « Abnormal cost
~ March 2023 . .
C gelb[:‘t;a’:‘!32023 F e Exception v Bill I 36331 [F Audit Exceptlon]
23612
@ « Flagged line item type found on bill

@ « Cost per day is higher than previous bills

Use per day is higher than previous bills
Abnormal use
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Audit settings

Decide if you want to activate the audit by choosing Flag or turn off the audit by
choosing Skip. (Flag & Hold is available if you are licensed for Accounting Export.)

Determine if there is a minimum bill total cost for each audit. Any bill less than the
amount is not audited.

If the bill fails the audit you can automatically assign one or more UtilityManagement
users to the bill.

BILL ENTRY

v DF‘_P,“_C?“? t?_i"_ I Skip o Flag Flag & Hold
Likely duplicate bill on account
|
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bills are audited regardless of how they are entered.

- True

. ' (’/1. Skip
N\ \‘» ‘\ L2, Flag



Audit settings

Three categories of bill audits:

1. Bill entry
These audits are focused on the basic elements of the bill and help to ensure

accurate information is available for reporting and analysis.

2. Imported bills
These audits run specifically for imported bills; this includes Bill CAPture.

3. Outlier audits
These audits help you to identify abnormal bills using bill history along with past

and current weather data.
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Disable audits

v You can disable audits on

specific accounts.

January 2023

Vv BilllD: 34671

0003 24195-801206

4,682.083 kWh

1210 Grant Ave - ELE

Account History = Timeline | Note
01/09/2023-02/08/2023 Jan 2023
12/07/2022-01/09/2023 Dec 2022
11/06/2022-12/07/2022 Nov 2022
10/06/2022-11/06/2022 Oct 2022
09/07/2022-10/06/2022 Sep 2022
Doc Brown Building-ELEO1
DOC BROWN BUILDING-ELEO1
Daily Use (Calendarized) 128.0%

1210 Grant Ave, Happy Valley, PA 12345, United States

$23,294.57
$33,871.41
$23,544.58
$19,788.06
$20,932.96

Actionsw

M| p k| | (4| Moreactions &

_ Approved
.~ PA Gas Electric Co. s
United States
Void
Not Void
Start End Days
01/09/2023 02/08/2023 30 Held from Export
Billing period Released for Export
January 2023 Excluded from Accruals
Included in Accruals
Stop Auditing Bills on this Account
Reverse...
Total Cost
Total Cost S 23294.57
Electric Usage 154659 kWh
Meter Subtotal 154659 kWh $0.151 / kWh S 23294.57
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at are the three categories of bill audits?

2 1. Bill entry
_sed on the basm elements of the bill and help to ensure

o '2 mported bills
| S| emﬂc‘all forlmported bills; this includes Bill CAPture.

3 Outller audits
> you to identify abnormal bills using bill history along with
- past and current weather data.



Hands-on exercises: Have your laptops ready!

Let's explore the four ways to view and
manage flagged bills:

1. Bill Lists

Flags Tab

Dashboard Widget

SRR

Report 27
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Hands-on exercise #1: Bill lists

. Select the Bills Module and expand Bill
Lists Shared with Me

. Select City of HV - Unresolved Flags

. Use the quick filter to view Unresolved
Flags.

4. Click on month and year (e.g., Mar 2024)
to view one of the bills.

5. Review the Flag Details to see which user
resolved the flag.
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Bills list

= The Bills Module provides an in-depth view into the bill details.

Bills

City of HV - Unresolved Flags

Actionsv  ESNCENER]

March 2024
Vv BIillID: 72915

@ « Likely duplicate bill on account
« Bill overlaps with another bill
e Multiple bills in the same billing period

@ 360 Discovery Drive - FP WAT
H-2177-001-0
360 Discovery Drive, Boalsburg, PA 16827,
United States

Account History = Time

Flag Details

SYSTEM 05/14/2024
Bill flagged as Audit Exception.

e Likely duplicate bill on account

e Multiple bills in the same billing period

« Bill overlaps with another bill

0 My Bill Lists - : C g type Flag issue Flag assignee \
. . ’ Unresolved Flags + ’ ‘ v v ‘ ‘ Filterse’
Lists Shared with Me : J
ity of HV - Unresolved F.. .
Y l $11,416.46 / 20 bills Columns
Estimated Bills from Vend...
(] illing Period Account Number egin Date ill End Date Total Cost ill Entry Date
(] BillingP Bill Begin D Bill End D IC Bill Entry C
Batches
m [ ][ Mar2024 | [k H-2177-001-0 02/21/2024 03/22/2024 $72.80 05/14/2024
Bill Imports -
m [ ] Mar2024 [k H-2177-001-0 02/21/2024 03/22/2024 $72.80 05/14/2024
4. Bill CAPture o
m [ ] Mar2024 [k H-2177-001-0 02/21/2024 03/22/2024 $72.80 05/14/2024
el m ] Mar2024 [ H-2177-001-0 02/21/2024 03/22/2024 $67.80  05/14/2024
Bill Export m ] Mar2024 [k H-2177-001-0 02/21/2024 03/22/2024 $67.80 05/14/2024
Not Approved —
m [ ] Mar2024 [k H-2177-001-0 02/21/2024 03/24/2024 $72.80 05/14/2024
Held from Export -
N m [ ] Mar2024 [k H-2177-001-0 02/21/2024 03/22/2024 $67.80 05/14/2024
Waiting to Export for Pay...
. m [ ] Mar2024 e H-2177-001-0 02/21/2024 03/22/2024 67.80 05/14/2024
Waiting for Export to GL L] Mar k /21 /22 > e
m ] Mar2024 [k= BN H-2177-001-0 02/21/2024 03/22/2024 $72.80 05/14/2024
m ] Mar2024 [k H-2177-001-0 02/21/2024 03/22/2024 $67.80 05/14/2024
. |:| Mar 2024 t@ H-2177-001-0 02/21/2024 03/22/2024 $67.80 05/14/2024
m [ | Mar2024 e H-2177-001-0 02/21/2024 03/22/2024 $67.80 05/14/2024
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Hands-on exercise #2: Flags tab

1. Select the Buildings and Meters
Module.

2. Expand the Organizations called
Reporting and City of Happy Valley
within the hierarchy.

3. Select the City Buildings Organization
and click on the Flags tab.

4. Select the option to view Bills.
5. Click on magnifying glass icon @

6. Review the reason for the flag.
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Flags Tab

= Accessthe Flags tab from anywhere in the Buildings & Meters or the Accounting Modules.

Buildings & Meters = s > City of Happy Valley > [ City Buildings [CITY_BUILDINGS] Actionsw | |~ Reports
. d Data Calendarized Data Normalized Data Budgets Savings ENERGY STAR Energy Projec Flags M
i Facilities [FACILITIES]
> [ 024 [CATALYST_2024] summarvl| Bills
v py Valley [HAPPY_VALLEY]
Flag status Flag type Flag issue Assignee
: Hotel Property [ALPHA_HO... v
- — Unresolved ‘ [ Reset Filters ’ [ More Filters ’
A&, city Buildings [CITY_BUILDINGS] ‘ M M M v
Ci
> ﬁ 2y Rrlze Flag Create J, Flag Type Flag Assignee Bill Cost Start Date End Date Vendor Account Cost Recovert Flag Assignec Flag Created | NA
> B Communications Center [291 =
o 05/05/2024  Audit Exce... $0.00 05/08/2023 05/09/2023 National ... 1210 Fran... $0.00 SYSTEM
> B Doc Brown Building [2299]
> B Emergency Coordination Cente™y 05/05/2024  Audit Exce. May 2023 [F Aodic Exception]
> B Happy Valley Center [2106] (] @ 05/05/2024 Audit Exce... . Vv  Bill ID: 68997
> B Records Center and Archives [2... (] @ 05/05/2024 Audit Exce..
: - - « Bill is significantly shorter or longer than previous bills
> B strickland Building [2078] [] @ 05052024 Audit Exce. @ S Sig J o J prev o 9
> B Train Station [2215]

(] @ 05/05/2024  Audit Exce..

> B Twin Pines Mall [2815] -
. . [] @ 05/05/2024 Audit Exce.. : 1210 Franklin Road - NGO2
> i City Services [CITY_SERVICES] 4943437

1210 Franklin Road, Happy Valley, PA 12345, United States
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Hands-On Exercise #3: Dashboard widget

. Selectthe Dashboards Module.
. Select Add Widget.

. Searchfor Bill Flags Widget

. Select Add.

. Enter a Widget Title and add your own initials
(eg. Flags to Investigate - LR)

6. SetView Data By to either Account, Building,
or Meter.

7. Select Save.
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Dashboard Widget

Add Widget

Search by name or keyword Dbject Display type Data Type

[ flag All Objects ’ - ] [ All Display Types ‘ - ] [ All Data Types ‘ - ]
Bill Flags Bill Status

Add Bill Flags Widget |
Title
[ Flags to Investigate - LR
Description
‘ carch nile | = Flag Status equals Resolved Unresolved
Recommended View Data By equals [ *| ‘ v ]
[] Assigned To e
(] Bill Cost Building
[] Cost Recovery Meter

[] Flag Assigned To
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Hands-On Exercise #4: Report-27

. Selectthe Reports Module.
. Searchfor and click Bill Flags (Report-27)
. Searchfilters for:

. Date Range and check the box to add filter.

» SelectEquals from the dropdown menu
and enter January 2024.

5. Flag Status and check the box to add filter.

« SelectUnresolved to view unresolved bill
flags.

6. Goto Download and select PDF.
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Hands-On Exercise #4: Report-27

Use the filters in Report-27 to find flagged bills.

Reports

Recent Reports

Recommended Reports

Reports Library

27

| Reset Filters Filters

E b
POF

3 Bill Flags
Report-27

A report that
lists flagged
bills and their
details.

Bill Flags - Report-27

= A report that lists flagged bills and their details.

Hide instructions

Quick start instructions with popular filters:

1. Set the Billing period (current month).
= s 2. Flag status (unresolved).

[saveasw | [emfi | [ Download J

PDF

Excel

’ . 3. Option: To limit the report to a subset of data, set a filter such as Topmost place, Building group, or Commodity.

More help

| ‘ Account is active ® equals Active Inactive
Recommended Date range ® equals v ’ ‘ January v ‘ ‘ 2024
[] Cost recovery . - —

Flag status ® equals Resolved Unresolved

[] Flag Assigned to me

[ ] Flag assignee

[ ] Flag issue
Flag status
[[] Flag type

[] Flag unassigned
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it are the four ways to view bill flags?

1. Bill lists
_onfigure filters to view flagged bills.

*

. Flags tab
rs< meters, buildings, and organizations.

DN ‘~.3.\‘Dg 1board widget
- See flag types, issues, and assignees.

< ‘ 4. Report-27
nerate a list of all bills and flag details.



Wrap up

v Bill Audits
v Bill Flags

v'Identify and report on potential
bill issues

v'Four ways to manage bills:

1. Bill lists

2. Flags tab

3. Dashboard widget
4

Report-27

¥v18%

¥23%
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t'/

CATALYST? 24

Session survey
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