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What is an Accounting Workflow and why would
my organization use it?

Save time
Accounting Workflow Automate vendor payments
Introduction .1 Automate internal billings

. Reduce late fees
@ Reduce errors

Simplify workflow process
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Accounting Workflow



The Accounting Export license feature allows you to export bills
and prepare them for import into an accounting system.
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A sample workflow might look like this:
1. Enter bills

2. Audit bills
3. Resolve any bill flags
4. Approve bills

Example 5. Release bills for export

Automation:

6. Export bills and reformat for import to an
accounting system

7. Any error bills are marked as not exported
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Accounting Terms

rved.
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Billing Periods

= Vendor bills don't always fully align with the calendar
month.

= EnergyCAP logic helps to automatically determine
the correct billing month.

Accounting Settings

= Configure your fiscal year.

Accounting Periods

=  An additional method of tracking and reporting bills.

= Typically, billing period is when energy was

used, and accounting period is when the bill was paid.

Accounting Settings
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GL Record Subcodes
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GL Record Subcodes

= Use when exporting bills to an accounting system.

= Defined globally in the application to match your accounting system.
= Assigned at the account/meter relationship.

GL Record

Edit General Ledger Record

Cancel

Save

1635011000 | PGE | CITY HALL-ELEO1|

Subcode Value

SubCodes

Subcode Value

PO % 862333699 SubCodes
SubCode2 SubCode7
subCode3 SubCode
SubCoded SubCode9

SubCodel0




Bills Module
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Bills Module
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.+ Bills Module menu

The module menu lets you configure when to export bills.

<+ Create

@ Dashboards

Q Reports

) sites & Meters

B Accounts

Bills

> My Bill Lists
> Bill Lists Shared with Me
> My Flag Lists

UPLOAD AND REVIEW
Bil Capture
Bill imports

RESOLVE AND ORGANIZE

[E] Default Bill List
SETTINGS

Bill Workflow Settings J"‘l
8ill Import Formats
Audits

Spiit Account Charges

BiLL CAPTURE
General Settings
Bl Line Type Mappings

Edit Bill Export Settings

Export to AP

Export bills after approval.

4

Do not export bills.

Export bills after entry.

Export bills after batch closed.

Export bills after approval.

Export bills after batch closed and bills approved. @
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Bills Module Bill Lists

Bill lists

Bill lists help you find bills and take actions on
them.

There are specialized bill lists to help you
manage your bills in each step of your
accounting workflow:

= Not Approved

Held from Export
Waiting for Export to AP
Waiting for Export to GL

4 Create

@ Dashboards

[ Reports

E@ Sites & Meters

a Accounts

& Bills

= Groups & Benchmarks

s Chargebacks

@ Vendors & Rates

Bills

> My Bill Lists
> Bl Lists Shared with Me
> My Flag Lists

UPLOAD AND REVIEW
Bill Capture

Bill Imports

RESOLVE AND ORGANIZE
Batches

Batches with Errors

APPROVE AND EXPORT
v Bill Export
Not Approved
Held from Export

Walting for Export to AP

Waiting to Export for Payment
& Ready for Payment

Waiting for Export to GL
Waiting to Export for Payment
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Ready for Payment

Accruals Log
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Bills Module Bill Lists
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Waiting for Export
Bills that are ready for export, per the Export Settings.

= Accounts Payable (AP)
External payments and vendor bills.

= General Ledger (GL)
Internal allocations, often from chargebacks.

= Payment
EnergyCAP Bill Pay service.

4 Create

@ Dashboards

[ Reports

E@ Sites & Meters

a Accounts

& Bills

= Groups & Benchmarks

s Chargebacks

@ Vendors & Rates

Bills

> My Bill Lists
> Bl Lists Shared with Me
> My Flag Lists

UPLOAD AND REVIEW
Bill Capture

Bill Imports

RESOLVE AND ORGANIZE
Batches

Batches with Errors

APPROVE AND EXPORT
v Bill Export
Not Approved
Held from Export
Walting for Export to AP
Waiting for Export to GL
Waiting to Export for Payment

Ready for Payment

Accruals Log
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Bills Module Bill Lists
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& Not Approved

Bills that are not yet approved for export.

= Bills can be marked as approved
or not approved.

Approve Release
=] 3selected Vv H = More actions « Downloads w
o 1
— Not Approv
‘_V_| Mar 2021 | Hold [Automatic ot Approved
— . Voiad
W |v] Mar202 e Automatic -
= = P\J ot VC%C
lv] Mar202 Automatic

4 Create

Dashboards

[ Reports

E@ Sites & Meters

a Accounts

@ Bills

= Groups & Benchmarks

s Chargebacks

@ Vendors & Rates

> My Bill Lists
> Bl Lists Shared with Me
> My Flag Lists

UPLOAD AND REVIEW
Bill Capture

Bill Imports

RESOLVE AND ORGANIZE
Batches

Batches with Errors

APPROVE AND EXPORT
v Bill Export
Not Approved
Held from Export
Walting for Export to AP
Waiting for Export to GL
Waiting to Export for Payment

Ready for Payment

Accruals Log
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Bills Module Bill Lists
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® Held from Export
Bills that have been marked as held from export.

=  Audits can be configured to automatically
hold problem bills.

= Bills can be released after review.

Approve Release
=] 3selected v 1 = | More actions «  Downloads
lv] Mar 2021 Hold |Automatic Not Approved
(v mar2021 &) Automatic void
== e Not Void
v Mar2021 &4 Automatic

4 Create

Dashboards

[ Reports

E@ Sites & Meters

a Accounts

@ Bills

= Groups & Benchmarks

s Chargebacks

@ Vendors & Rates

> My Bill Lists
> Bl Lists Shared with Me
> My Flag Lists

UPLOAD AND REVIEW
Bill Capture

Bill Imports

RESOLVE AND ORGANIZE
Batches

Batches with Errors

APPROVE AND EXPORT
v Bill Export
Not Approved
Held from Export
Walting for Export to AP
Waiting for Export to GL
Waiting to Export for Payment

Ready for Payment

Accruals Log
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Audits
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» Audit Settings

Audits can be configured to Skip, Flag, or Flag & Hold.

v High use per day
Use per gay is higher tha

S 500
v High cost per day

S S00

» Flagged line item type found

N e s Late Fee
» Total cost mismatch Late Fee

F Flag & Hold
Flag & Hold
Flag & Hold
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Bills Module
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Waiting for Export bill lists

Select and export your bills (if you do the process manually).
= This formats the bills into a text file and marks the bills as exported.
= A max of 10,000 bills can be exported at one time.

Or export a sample file.
= This is helpful if you are configuring and testing your workflow.
= These bills are not marked as exported.

$10,374,546.70 / 6,685 bills

[v] 50 selected Selectall 6685bills « §} = M  Moreactionsw Downloadsw = Exporta

Jan2018  §§ Py 000192966-515719  02/01/2018 06/02/2018 Export Selected Bills to AP 104/2018
[] Dec2017 i By 000192966-515719  30/11/2017 oz/or2018 Download Sample File 103/2018
[v] Nov2017 E§ PB§ 000192966-515719  30/10/2017 30/11/2017 $131.59 20/12/2017
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Bills Module
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) Undo a bill export

You can undo one bill at a time—or the whole export.

$8,533.55 / 50 bills
-] 1selected ] = M Moreactionsa Downloads «
v] Jan2018 & By 000192966515 NotApproved $12864 0427/2018 886 kWn
Dec2017 &g By 000192966515 Void §32051 03/23/2018 2665 kWn
Nov2017 @ B 000192966515 NotVoid $131.59 12/20/2017 974 kWn
2017 @ By 000192966515 Mark as AP Not Exported $12515 12012017 916 kWn
sep2017 B By 000192966515 Mark as GL Not Exported $18903 10/18/2017 1489 kWh
Bill Export
W - w AF and GL
02287205 33 pn e exporl_ap 0¥ 03384 e 530 Enporied o AP




Accounting Interface



EnergyCAP builds an Accounting Interface based on your unique
accounting requirements.

Accounting Interface

= Exports bills that are Waiting for Export.
= Produces and delivers a file that is import-ready for accounting.
= Typically scheduled to run daily, weekly, or monthly.

= Other features are available, such as Bill Payment Data Import,
Bill Images, and Bill Pay.

© 2026 EnergyCAP. All rights reserved.



Accounting Interface
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¥ Reformatter

Provides import-ready file for your accounting system.

= Validation—checks to see if the exported bills match the rules
(required fields are entered, subcode lengths are correct).

= Reformatting—creates the import file for any bills that pass the
validation check.

Accounting Interface:

Reformatter

© 2026 EnergyCAP. All rights reserved.



Automation
Exports any bills in the Waiting for Export list

Y Processes the bills through the Reformatter
Delivers the resulting file to the SFTP

& Any bills that failed validation are marked as un-exported

Accounting Interface:

Automation A notification is delivered to subscribed users

Bill Export to AP / Payment Automation @ Show only in application v ]

Bill Export to GL Automation @ Show in application and send emalil

Show only in application
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EnergyCAP Bill Pay
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EnergyCAP Bill Pay provides automated payment of your utility
bills, for a true end-to-end utility bill management service.

= Export runsin parallel with AP
= All commmodities supported
= Bills exported upon approval — no waiting for due date

= Full visibility into payment status (exported, funded, initiated,
paid to vendor)

= Multiple payment methods supported, to suit different
vendor requirements

= Pull and push approaches supported

= Available for bills in USA and Canada



Bill Payment Data

EnergyCAP can import a bill payment file from your accounting
system, containing:

= EnergyCAP Bill ID
= Check Number
Accounting Interface = Check Date

= Pay Status

= Cleared Date

= Accounting Period

PDF Images for Accounting Import

EnergyCAP can provide PDF bill images files for import into your
accounting system.

Automated delivery to SFTP, alongside accounting file

© 2026 EnergyCAP. All rights reserved.
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EnergyCAP supports customized line-item type mappings in the

. - - app—and line-item types can be adjusted between the following
My organization Is options, at any time:

tax exempt—how is - Counted (included in AP file)

this handled in = |nformational (excluded from AP file)
EnergyCAP?

Audits and approval workflows can also be dialed in to surface bills
with taxes.

© 2026 EnergyCAP. All rights reserved.



My organization
heeds special Reformatter logic can be customized to support granular

accounting coding reporting for special charges.

for taxes or other Line-item type mappings (counted vs informational) , audits, and
special charges approvals, can also be used to manage these types of bills.

like Ia!'-e fees, This is a common requirement for many organizations in Canada
deposits, etc. and Europe.

© 2026 EnergyCAP. All rights reserved.



Reformatter logic can be customized to create multiple AP files.

My organization needs

multiple AP files. Typically, a subcode variable will be used to differentiate which
bills should be routed to which file(s).

© 2026 EnergyCAP. All rights reserved.



My organization needs This functionality is supported via Chargebacks + an AP-GL
financial percentage Interface (an interface that includes more advanced logic to

allocations for AP. validate and group bill splits).

© 2026 EnergyCAP. All rights reserved.



My organization is EnergyCAP can update or rebuild your Accounting Interface
migrating to a new to produce a new file format, suitable for your new

accounting system. accounting system.

© 2026 EnergyCAP. All rights reserved.



Welcome to Watts Al

Ask me anything about your energy usage, costs, or performance.

4
¥ Provide an overview of the 5 most expensive bills exported to AP last
month.
|
Performance Report Top 5 meters by energy cost
© 2026 EnergyCAP. All rights reserved. Create a report on energy efficiency over the past 12 Show my top 5 meters by energy cost for the last
months for a specific site or meter. quarter within a topmost.
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