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Tenant Metering Application Overview 

Owner Information 

General Information Section:  This section of the owner information area is for the landlord, 

Management Company or building owner to place their contact information.  An important thing to 

note is that the information that’s placed in this area is also going to show on the tenant bill.   

Bill Header Text:  the bill header text area allows you to put important information pertinent to the 

bill, additional contact info, billing updates or just general information.   

Bill Footer Text:  The bill footer text area allows you to enter additional text that will be placed into the 

footer area of the bill.    

To insert, edit or delete data; place your cursor into any field and make your edits.  Once you’re done, 

click the submit button the save the data. 

 

 

 

Tenants 

The tenant section is where all of your tenant information is stored.  Depending on the version of the 

PowerLogic Tenant Bill you purchased you can add 32 or 64 tenants.  To add a tenant, click add then 
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add the tenant name.  Once the name is added, click save.  To add more tenant information select edit 

next to the name and it will take you to a new screen to add more information.   

 

On this screen you’ll add the Address, City, State, Zip, Phone, Email Address and payment terms.  The 

payment terms are defaulted to NET 30 and can be changed to fit any arrangement per tenant.  They 

payment terms are also shown on the bill; in the payment terms section.  Once finished with adding 

tenant information click apply to save the data 

 

If you’re adding multiple tenants, when starting on the first screen enter the names only then click 

apply.  After the data has been saved, click edit on the first tenant entered to add information.  You’ll 

notice previous and next buttons at the top.  This will allow you to move to the next tenant to add their 
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information without having to go back to the first screen.  Another feature, if you hover over the 

previous and next buttons it will tell you who the tenant is. 

 

 

Billing Points 

Billing points section allows you to select a tenant and choose a meter(s) to associate to them.  With the 

meter(s) associated to the tenant you can set an allocation amount for the tenant.  This scenario allows 

you to do full or partial allocations.   

Add a billing Point: 

To add billing points, select the tenant and click next.  Click Add then choose the Source Meter, the 

commodity and percentage of allocation.  When finished be sure to click apply to save the data.  Add 

additional billing points as needed to ensure all commodities are covered for each tenant. 

 

Removing a billing point: 

Select a tenant and click next.  Go to the billing point and select remove, then select apply to save the 

data. 

Changing Allocation: 

If you need to change the allocation for the meter, select the tenant and select next.  Go to the Source 

Meter and in the allocation column change the percentage.  The allocation cannot exceed 100.00%.  
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Move in/Move Out Estimate 

This report allows you to select a tenant, select a time (start date, end date) Bill header text and source 

meters to provide a bill for a partial month, move in/move out scenario or just estimates.   

Generate an Estimate Report: 

Start by selecting the tenant.  Select the Start Date, by default it goes back one month from the current 

day.  Select the time, then select the End Date and end time.  If you’d like to change the header text you 

can do so here and it will only be for this specific report.  If no changes are desired you can leave the text 

alone.  Insert the kWh total desired into the Value column then Insert a monetary value in the Rate 

column.  When that’s ready click generate.   
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Bill Generate: 

Select an individual, multiple or all tenants and click next.  Confirm the Start date and time, End Date 

and time.  Confirm the header text and modify if needed.  Insert the rate into the rate area and select 

Generate.  

 

• Note: If data gaps are detected during the time period you selected you will get a pop-up 

warning notifying you of the data gaps.  
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You can page through each invoice to check accuracy of data by using the Next/Previous Buttons. 

 

You can print a single invoice by selecting print on the invoice that you’re currently on.  If you want to 

print all invoices, select print all.    

 

 

If you’d like to export the data to use in another program, select Export All and a comma separated 

value (.csv) file will be generated.  

 

You can also jump to a specific page by selecting a page from the dropdown and hitting go. 

 

 

Important things to remember when setting up the Tenant Metering Application:   

1. Make sure to upload the secondary_language.csv.  When you upload the file to the root of the 

EGX it will restart the device automatically.  If it does not go to http://[insert ip here]/disk.html 

and select reboot. 

a. After the EGX reboots go to Setup > User Accounts > Select User > Change Language 

to English Updated. 


