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For this session:

▪ Navigate to EnergyCAP Home: https://login.energycap.com

▪ Open the database: Catalyst Beginner Track

Housekeeping



1. What's needed to enter a bill?

2. System overview: Vendor to Meter

3. Object overviews

4. Linking accounts and meters

5. Hands-on practice!

6. Bulk setup with spreadsheets

7. Questions

Agenda



A lot of objects need to be in place before you can enter utility bill data into EnergyCAP. 
Think of them in three categories:
▪ Vendor and Rate Schedule: who bills you, and under what rate

▪ Cost Center and Account: where the cost gets tracked financially

▪ Organization, Site, and Meter: where the usage physically happens

Must be in the system to receive a bill:
▪ Vendors, rates, accounts, meters

Nice to have:

▪ Structure & hierarchy (Organizations, Sites, Cost Centers)

What's Needed to Enter a Bill?



Every object you create — site, 
meter, account, vendor, rate 
schedule — belongs to its own 
hierarchy & module, but they all 
connect at the account-meter 
relationship.

System Overview: Vendor to Meter



The vendor is who sends you the bill. The rate schedule is the pricing structure they bill you 
under. Every account and meter needs both of these objects created first.

Vendor & Rate Schedule



The cost center organizes your accounts into folders. You can mirror your site structure, or you 
can set up a different financial hierarchy. The account receives bills for one or more meters 
and belongs to a single vendor.

Cost Center & Account



Organization
▪ Groups sites together — 

departments, campuses, 
or business units

▪ Used as a filter and to 
restrict user access

Site
▪ A physical structure or logical 

place; parent of one or more 
meters

▪ A zip code, or 
latitude/longitude place it 
accurately on the map

Meter
▪ Tracks the use and cost of 

a resource
▪ Best practice: attach it to a 

site

Organization, Site & Meter



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

Linking the Account and Meter



Let's Practice!

Hands-On Work:

✓ Create a vendor

✓ Create a rate schedule

✓ Create a cost center

✓ Create an account

✓ Create an organization

✓ Create a site

✓ C1eate a meter
▪ Bonus Task: create and link a 2nd to 

the same account

Additional Areas to Review:

✓ Properties Tab

✓ Actions dropdown



Setup spreadsheets save time and let you create multiple items at once. Always download a 
fresh spreadsheet before you begin — it’s pre-populated with your current database. Don’t 
rename, remove, or rearrange columns.

Bulk Setup with Spreadsheets



Questions?
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