How to Add a New Site

® Via Add Site button:
1. Open a Consumption Sites record for an existing customer with sites.
Or If this is a new customer with no sites currently setup. Click the New toolbar button on the Search Consumption Sites.

Consumption Sites

Mew Open Refresh Report -~

2. On the Site toolbar, click the Site Action drop down button and select Add Site button. This will add a new row on the Address grid.

Site Action -

3. Enter the necessary information on the Site and Detail tab. Some of the fields on these tabs has a default value, but most of these are
editable. Also, please take note of the required fields (see Note section at the bottom of this page) that must be filled in when adding a
site. You can be as detailed as you see necessary.

4. Save the changes. Consumption Site for the customer will be added.

® Via Find Site button:
1. Open a Consumption Sites record.
2. On the Site Address panel, click the Find Site button. This will open the Search Consumption Sites screen.

Showing 1 Consumption Site

C, | Report Filter (F3) e
Address Description
1234 Main 5treet Tank A

3. Click the New toolbar button. This will close the search screen. A new row will be added at the end of the Address grid.

Consumption Sites

Mew Open Refresh Excel PDF Text OS5V Close
4. Enter the necessary information on the Site and Detail tab. Some of the fields on these tabs have a default value, but most of these are
editable. Also, please take note of the required fields that must be filled in when adding a site. You can be as detailed as you see
necessary.

5. Save the changes in the Consumption Sites record.

1 These fields are required —Description, Address, Zip Code, City, State, Country, Latitude, Longitude, Driver, Route, Location, Clock,
Account Status, and Product — thus the record will not be saved if any of these is left blank.

© Via Add Site button:
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1. Open a Consumption Sites record for an existing customer with sites.
Or If this is a new customer with no sites currently setup. Click the New toolbar button on the Search Consumption Sites.

Consumption Sites

MNew Open Refresh Report -~

2. On the Site Address panel, click the @ Add Site button. This will add a new row at the end of the Address grid.

Showing 0 Consumption Site

+ |Q  Filter (F3) oo

Address* Descri pt'l:un*

3. Enter the necessary information on the Site and Detail tab. Some of the fields on these tabs has a default value, but most of
these are editable. Also, please take note of the required fields that must be filled in when adding a site. You can be as detailed

as you see necessary.

Consumption Sites - 0001005078

New Save Search Undo Attach Device Site Action ‘Add Call Entry Contract Customer Create Event Summary List Work Order  Print Efficiency  Close
Customer: | Cus Custemer No: | 000 Currens
Address T Terms: Due on Receipt Total Past Due:
Regular Credit 0,00 Budger Amt Due:
Phone: Credit Limic 0,00 Prepaid Balance: 0.00
Showing 1 Consumption Site Toite | Detal | Devices  AssociatedStes | Appiances | CalEntry | Delvery Mistory | Event Mistory | WorkOrders | Attachment(n) | AuditLog (0)
4 a Location Information Site Information
A= Description SiteNo: 0001 | Billing By: | Tank «| Vi Acive || Location: l:| | Total Capacity:
Description: ||| crock |:| | Total Reserve: 0.00
pecouncSiatusi [ || DelveryTerms:  Due on Receip v
Price Level ~| Price Adjustmers 0.00
Zip/Postal Cade: | [~ | cny: [ ||| sates Tax Recurring PO No
State/Provines: | | Courtry: | [ || Tax Group: v | Print AR Balsnce: [ Energy Trac
| Latitude: 0.000000] Longitude 0.000000] || Class Fills: Ne .
Driver: [ [~ Rouee [ [v]| tem v
Sequence: Degree Day Information
On Hold Information Fill Wethod | will Call ~ | Fill Group v
O Hold: [R— Julian Calendar «| Next Julian Delivery [E]
|| Summer Daily Rate: 0.00] Winter Daily Raze: 0.00
©n Hold Scarc End Burn Rate: 5.00| Previous Burn Rate: 0.00
DD Between Delivery: 0.00] Adjust Burn Rate: v
Prompt for % Full: v
4 »
@ Q@ O [ Edited Page P

4. Save the changes. Consumption Site for the customer will be added.
© ViaFind Site button:

1. Open a Consumption Sites record.
2. On the Site Address panel, click the Find Site button. This will open the Search Consumption Sites screen.

Showing 1 Consumption Site

+ | Q4 || Filter (F3) ol

Address™ Description™

1234 Main Street Tank A
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3. Click the New toolbar button. This will close the search screen. A new row will be added at the end of the Address grid.

Search Consumption 5ites

Mew Open Refresh Report~ Close

4. Enter the necessary information on the Site and Detail tab. Some of the fields on these tabs have a default value, but most of
these are editable. Also, please take note of the required fields that must be filled in when adding a site. You can be as detailed

as you see necessary.
Consumption Sites - 0001005078

New Save Search Undo Amach Device  Site Action Add Call Entry. Contract Customer Create Event SummaryList WorkOrder PrintEfficiency Close

Address Description SteNo: 0001 | Billing By: | Tank | ¥ Accive || Location: -
Address: ©) AccountSwtus: [ |

Description:

CustomerA@irely.com

Attachment (1) | Audit Log (0)

Custemer: | Customer A Customer Ne: Current: 0.00| Email:
Address: | 1234 Main B Terms: Due on Receipt Total Past Due: Credit Note:
Fort e, IN 46801
Regular Credit: 0.00 Budget Amt Due:

Phone: Credit Limic: 0.00] Prepaid Balance: 0.00

Shawing 1 Consumption Site Site | Detail | Devices | Associated Sites = Appliances | CallEntry | Delivery History | EventHistory | Work Orders

Location Information Site Information
+ Q

Total Capacity: 0.00
Total Reserve: 0.00
Delivery Terms:  Due on Receip
Price Adjustment: 0.00
Recurring PO No:

Print AR Balance: Energy Trac

& Price Level: -
Zip/Postal Cade: | [~ aiy: | ||| sates Tax:
State/Province: | | Country: | || Tox Group: -
|| Laviuce: 0.000000] Longitude: 0.000000| || Class Fills: Ne -
Driver: [ [ Route [ [~ ]| teem:
Sequence: Degree Day Information
On Hold Information Fill Method Wil Call b
O Hold Julian Calendar -
Re ||| summer Daity Rate: 0.00°
on End Burn Rate: 5.00
DD Between Delivery: 000
Prompt for % Full: v
“ »
O [ Edited

Fill Group v

Next Julian Delivery [E]

Winter Daily Rate: 0.00

Previous Burn Rate: 0.00

Adjust Burn Rate: v
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5. Save the changes in the Consumption Sites record.

1 These fields are required —Description, Address, Zip Code, City, State, Country, Latitude, Longitude, Driver, Route, Location,
Clock, Account Status, and Product — thus the record will not be saved if any of these is left blank.

© Via Add Site button:
1. Open a Consumption Sites record for an existing customer with sites.

Or If this is a new customer with no sites currently setup. Click the New toolbar button on the Search Consumption Sites.

Q |Filter Re (F3) 3 recorc rd(s)
Address grid.

Showing 0 Consumption Site

+la [F

Address Description

Serial Number

Tankase?

Tankiza4

. On the Site

Address panel,
click the @ Add
Site button.
This will add a
new row at the
end of the
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3. Enter the necessary information on the Site and Detail tab. Some of the fields on these tabs have a default value, but most of

these are editable. Also, please take note of the required fields that must be filled in when adding a site

as you see necessary.

Consumption Sites - 0001005078

Site Action

Add Call Entry.

. You can be as detailed

Contract Customer Create Event SummaryList Work Order PrintEfficiency Close

New Save Search Undo Attach Device
Custemer: | Customer A
Address: inSt.
yme, IN 46801
Phone:
Shewing 1 Consumption Site
+ Q
Address Description
“ »
0 EJ Edited

Customer No: | 00010¢ Current: CustomerA@irely.com
Terms: Due on Receipt Total Past Due:
Regular Crediu Budget Amt Due:
Credit Limit: Prepaid Balance:
Site | Detail | Devices | Associated Sites | Appliances | Call Eniry | Delivery History | Event History | Work Orders | Attachment(0) | Audit Log (Q)
Location Information Site Information
Site No 0001 | Billing By: | Tank « | Active | Location |:| | Total Capacity:
Deseription:| ]| clock [ 7% ToulResene:
Address: Aceount Status: |:| ~| DeliveryTerms: | Due on Receip ~
& Price Level: «| Price Adjustment: 0.00
ZipfPastal Cade: | | cys [ || Sales Tax Recurring PO No:
State/Province: | | courrry: | [ ]| TaxGroup: | Print AR Balance: || Energy Trac
| Latitude 0.000000| Longitude: 0.000000| || Class Fills: Ne v
Driver: [ [«| Rouwe | Jo|| tem -
Sequence: Degree Day Information
On Hold Information Fill Method  will Call ~ | Fill Group v
On Hold: Julian Calendar | Next Julian Delivery; B
Reaso | Summer Daily Rate: 0.00] Winzer Daily Rate: 0.00
End Burn Rate: 5.00] Previous Burn Rate: 0.00
DD Between Delivery; 0.00] Adjust Burn Rate: v
Prompr for % Full: v
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»>

Save the changes.

‘Consumption Sites - 0001005078

New Save Search Undo Amach Device

Site Action Add Call Entry.

Customer: |Customer A Customer No: |01 Current: Email CustomerA@irely.com
Address: 12 Manse Terms: Due on Receipt Total Past Due: 0.00] Credit Note:
Regular Credic Budget Amt Due:
Phane: Credit Limit: Prepaid Balance:
Showing 1 Consumption Site Site | Detsil | Devices | AssociatedSites = Applisnces | CallEntry | Delivery History | EventHistory | Work Orders | Atachment(0) = AuditLog(1)
+ aln Location Information Site Information
Address Description Site No: 1| Billing By: | Tank ~ |V Active || Location: 0001 - Fort Wayne | ~ | Total Capacity:
1234 Main st. TankA Description: | Tank A Clock 001 | Total Reserve:
Address: 1234 Main St Account Status: | R | DeliveryTerms: | Due on Receipt |~
= Price Level: v | Price Adjustment: 0.00°
ZipfPostal Code: | 46801 | ciy: Fort Wayne Sales Tax: Recurring PO No;
State/Province: | IN Country: | United States v ||| Tax Group: INSST | Print AR Balance: Energy Trac
| Laticude: 0000000 Longitude: 0.000000 || Class Fills: No v
Driver: Customer C ~ | Route 001-NW v ||| lkem: Propane >
Sequence: Degree Day Information
On Hold Information Fill Method | julian Calendar ~ | FillGroup | FG1 ~
On Hold: Julian Calendar Every 30 Dzr| v | NextJulian Delivery: =
| Summer Daily Rate: 0.00| Winter Daily Race 0.00
End Burn Rate: 5.00| Previous Burn Rate: 0.00
DD Between Delivery: 960,00 Adjust Burn Rate: v
Prompt for % Full: v
« »
Q Page 1) of1

Contract Customer CreateEvent Summary list Work Order  Print Efficiency  Close

© Via Find Site button:
1. Open a Consumption Sites record.
2. On the Site Address panel, click the Find Site

Showing 1 Consumption Site

-
Er Recor

+|a
Address

= (F3)

Description

1234 Main 5. Tank A

button. This will open the Search Consumption Sites screen.
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3. Click the New toolbar button. This will close the search screen. A new row will be added at the end of the Address grid.

Search Consumption Sites

Mew OpenSelected Refresh Export ~ Close

4. Enter the necessary information on the Site and Detail tab. Some of the fields on these tabs have a default value, but most of
these are editable. Also, please take note of the required fields that must be filled in when adding a site. You can be as detailed
as you see necessary.

Consumption Sites - 0001005078

New Save Search Undo Attach Device Site Action ‘Add Call Entry Contract Customer Create Event Summary List Work Order Print Efficiency Close
Customer: | Customer A Customer No: | 000101 Current: Email: CustomerA@irely.com
Address: [ 1234 Main Terms: Due on Receipt Total Past Due: Credit Note:
Fart Wayne, IN 46801
Regular Credit Budget Amt Due:
Phone: Credit Limic Prepaid Balance:
T Eorr e S TSite | Detal | Deviees  AssociaedStes | Applances | CallEnty | Delvery Hisiory | Event Hisiory | WorkOrders  Atschment(D) | Audic Log (0)
+ a m Location Information Site Information
Address Description SiteNo:  poo1 | Billing By: | Tank « | W Acve | Location: |:| | Toral Capacity:
Description: ||| clock [ v TotalReserve: 0
Address: © Account Status: l:| «| Delivery Terms: | Due on Receip ~
= Price Level: | Price Adjustment: 0.00
ZipfPostal Cade: | = [ ||| sates Tax: Recurring PO No:
SraseiProvince: | | counury: | [ ]| TexGroue: ~ | Print AR Balance: [ Energy Trac
| Latiude: 0.000000] Longitude: 0.000000| || Class Fills: No -
Driver: [ [v] Route [ [v ]| 1em: -
Sequence: Degree Day Information
On Hold Information Fill Method | will Call ~ | Fill Group ™
O Hold [RTE— Julian Calendar | Nexculian Delivery:
. < || summer Daity Rate: 0,00 Winter Daily Rate: 0.00
On Hold Start End Burn Rate: 500 Previous Burn Rate: 0.00
DD Between Delivery: 000] Adjust Burn Rate: v
Prompt for % Full: v
“ ,
Q[ Edited Page 1) oft

Consumption Sites - 0001005078

New Save Search Undo Auach Device  Site Action Add Call Entry Conwract  Customer Create Event Summary List Work Order  Print Effidency  Close
Customer: | Customer A Customer No: Currenc 0.00| Email CustomerA@irely.com
Address: | 1234 MainSc Terms: Due on Receipt Total Past Due: 0.00/ Credit Note:

Fo ne, IN 46801

Regular Credit Budget Amt Due:

Phone: Credit Limit Prepaid Balance:
Shewing 1 Consumption Site [Site | Detait | Devices | Associated sies | Appliances | callEnuy | Deiivery History | Evenchistory | WorkOrders | Awachment(®) | AuditLog (1)
+ a lfe Location Information Site Information
Address Description Site No: 0001 | Billing By: | Tank ~ | | Active | Location: 0001 - Fort Wayne | v | Total Capacity: 0.00
1234 Main St Tank A Description: | Tank A Clock 001 v | Total Reserve:
Address: @ 1234 Main 5. Account Status: | R | DeliveryTerms: | Due on Receipt |~
=] Price Level: « Prics Adjustment: 0.00
ZipfPostal Code: | 46801 ~ | Gity: Fort Wayne Sales Tax: Recurring PO No:
State/Province: | IN Country: | United States ||| Tax Group: INSST ~| Print AR Balance: [ | Energy Trac
|| Laicude: 0.000000 Longitude: 0.000000/ || Class Fills: No v
Driver: Customer C ~ | Route 001-NW ||| leem: Propane ~
Sequence: Degree Day Information
On Held Information Fill Method | julian Calendar ~ | Fill Group | FG1 v
On Hold: Julian Calendar Every 30 D=r| v | NextJulian Delivery:
R || Summer Daily Rate: 0,00 Winter Daily Rate: 0.00
On End Burn Rate: 5.00 Previous Burn Rate: 0.00
DD Between Delivery: 960,00 Adjust Burn Rate: v
Promp for 5 Full: v
1 »
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These fields are required —Description, Address, Zip Code, City, State, Country, Latitude, Longitude, Driver, Route, Location,
Clock, Account Status, and Product — thus the record will not be saved if any of these is left blank.
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