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Manual entry

▪ One bill at a time, full control 
over every detail

▪ Best for one-off or low-
volume accounts

Bill Import

▪ Bring in many bills at once 
with a spreadsheet

▪ Best for bulk or recurring 
monthly loads

Bill Capture

▪ An automated service enters 
bills for you

▪ Good fit when staff time is 
the real bottleneck

Three Ways to Get Bills into EnergyCAP



Manual Bill Entry



A handful of details make manual entry smoother once you've got the basics down:

▪ Every bill belongs to a batch. You can either open a new one or use an existing one

▪ You can edit a bill to add a line item that isn't on your standard entry format

▪ You can save changes for future bills or add a new line as a one-off

▪ Account-level bill lines cover charges that aren't tied to use or demand

▪ These charges won’t show when looking at a meter list

▪ Bill notes flag anything unusual for the next person who opens the bill

▪ You can upload a scanned image of the bill directly to the record

A Few Things to Remember



A great way to enter bills in bulk.

Bill Import



For historical bills or high volume, skip 
manual entry and use a Bill Import 
spreadsheet instead.

Create an import format that 
matches your file and use it for 
importing each month

Historical & Bulk Entry



Bill Import Demo



If you'd rather not touch manual entry at all, Bill Capture handles it for you.

▪ Vendor bills are captured, read, and entered on your behalf

▪ Frees up staff time for review instead of data entry

▪ Good fit for high bill volume or thin staffing

▪ Can cover all your bills or just a portion — the rest are set up the standard way

▪ Lives in the Bills module: upload bills, check upload status, and track usage

▪ If bill entry is your biggest time sink, this is the option to consider

▪ A copy of the vendor bill PDF is attached to the EnergyCAP bill

Bill Capture — The Automated Option



Editing bills and reviewing audits

Managing Bills After Entry



Try this Watts prompt!

Which bills entered in the past week have unresolved flags?

Easily find which bills may need your attention



Questions?
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