
Energy Manager for Business Tutorial 
 

Getting Started 
 

 

 

 

 

 

 

 

 

 

 

1. When you first create a profile and add an 
account eligible for Energy Manager for 
Business you will see a screen with the 
number of hours until your data will be 
available.  Data is refreshed each morning. 

2. When Energy Manager for Business is available 
you will see the option to “View My Data”.  Click 
that link.  Upon your first time clicking this link 
you will see a welcome screen with some 
information about Energy Manager for Business 
and what to expect from the product: 



 

 

  

3. The first time you view your 
data you will see this welcome 
screen that includes some useful 
reminders about the product.  This 
is the only time you will see the 
welcome page. 



Energy Manager for Business: Home screen 

 

 

  

Tip: You will always be brought 
to the home screen.  The home 
screen shows useful reminders 
about how to navigate Energy 
Manager for Business. 

The Energy Analysis tab has 
choices to view Load Analysis, 
Usage and Variance and Trending 
reports 

Click title to access reports 

Access supporting documents  



Load Analysis 

Creating a report: 

 

 
 

Viewing the Load Analysis Report: 

1. Click on “Select Meters” to choose 
your meter or switch to a different 
meter.

2. Choose a time period.  Custom periods cannot be  greater 
than 30 days.  

Tip: Demand readings for greater than 30 days can be exported 
into an excel spreadsheet through a Trending report 

3. Select load profile view option

4. Click “Create “to create your report. 
 
Tip: each time you change one of the 
parameters you must create the 
report again. 

4. Choose type of 
days to include:

 



 

 

Top 5 load readings 
from the time period 
selected 

Summary Statistics for 
the time period 
selected 

Tip: Check the current 
Report Parameters here 



 

Load Profile – Actual daily shows all 
15 minute increments from the time 
period with a different color for each 
day in the time period. 

Load Profile – Load profile table 
supports the Load Profile graph with 
daily  average, max, % of max, 
minimum and timestamps for max 
and minimum demand intervals 



 

The Average Hourly profile 
shows average electricity usage 
for each hour of the day during 
the time period. 

Load Duration Curve shows the percentage of time 
at each level of demand for total days, weekdays 
and weekend and holiday periods. 
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The Load Duration table supports 
the Load Duration graph above 



 

 

 

 

 

 

 

 

 

 

  

Errors and warnings will highlight any missing intervals in the data.  
If you run a report ending in the current day and the current day 
data has not been loaded then it will be represented in the errors 
and warnings. 

Click the PDF link to 
generate a PDF version of 
the report you’ve created 

Use the Excel link to 
create a spreadsheet that 
includes all data but 
without graphs 



Usage and Variance 
Creating a Usage and Variance Report 

 

  

 

 

 

1. If no meter is listed you may 
need to click on Select Meters to 
choose your account 

4. Select how to display the 
results:

 

3. choose a comparison period

2. Select a time period or choose 
your own start and end dates with 
a custom period 

5. Click “Create” to create 
the report 



 

Usage and Variance 

The Usage and Variance Report 

 

 

Summary of report 
parameters here

Summary statistics for the selected 
time period show weekday, weekend 
and holiday and total usage  

Load Statistics for the 
time period selected 
display here 

Register reads from your 
meter at the beginning and 
end of time period selected 



 

 

 

Blue bars show kWh 
usage by selected 
usage totals chosen 
when creating the 
report 

Average 
Demand (KW) 

Max Demand 
(KW) 

Minimum 
Demand (KW) 



 

 

The Data Summary supports 
the Usage and Demand 
Graph above. 



 

 

  

This Usage Variance graph 
shows the period and 
comparison period from the 
report parameters that you 
selected

This Data Summary supports 
the Usage Variance graph 
above 



Trending 
Creating the Trending Report 

 

  

1. If no meter is listed you may 
need to click on Select Meters to 
choose your account 

2. Select a time period or choose 
your own start and end dates with 
a custom period 

3. Choose Demand or Usage. 

Add temperature, heating days 
or cooling days to your graph by 
selecting “Compare to weather 
data” 

4. Click “Create” to create 
the report 

Exporting Demand or Usage: 

“Green Button Download” will give you the option to 
export your data to an xml formatted file 

Excel will give you the option to export your data to a 
spreadsheet. 



 

 

How to change the account you are viewing: 

 

 

 

1. Click “Select Meters” 

2. Click “Switch Customer” 



 

 

3. Enter “0” and you’re 
your account number 
with no spaces or 
dashes 

4. Click “Filter Customers” 

Sample account name 

 

5. Check the box next 
to the account name 

6. Click “Select” 



 

 

Sample data 

7. Click button 
next to meter 

8. Click “Select Meter” 


