cleanco

queensland

CleanCo Customer Portal

User Guide




cleanco

queensland

Table of contents

1. Establishing your Portal ACCESS.........ooiiiiecciiiiirrirrcsis s s s s rsmssss s s e s s s s s s s s s s e e s nmmann s 3
1.1. Initial set up and sign-in to the CleanCo Customer Portal..............cceviiiiiiiiiinnnnn 3
2. CleanCo Portal Navigation GUIde ...........ceeeieiemimmmmmmimmmmmissnsssssss s sssssssssssnnn 5
2.1. Accessing the CleanCo Customer Portal.............cceiiiiiiimiimimmennnssssssssssssssssssssssssssssssssssssssnne 5
B T o = oY o T I = - T OOt 5
728 R o o 11T 6
7 L X o oo 1 U 3 ) £ 7
28 T |1 =T T Vo T30 I o= (= 7
2 O 1 X oo 1 T3 B 110 T4 ] T 8
P2 G R CT=T g =T - | PP PP PP PO PPPPPPPPPPPRN 8
T o 1= = o Y 9
2 T I - | - L PP P PP PPPPPPPPRPP 9
R TS 11 (= PO PP PP PP PPPPPPPPPPPP 9
78 R - 1 - T 1 1T 0 S 10
7R TR~ - 13
728 TR 10 = T S 14
720 0 TR |1 o T - S 14
2.11. Statements and EDI ..........oo i ———————————————— 14
720 R - Y1 11T 1S 16



1.1.

cleanco

gueensland

Establishing your Portal Access

Initial set up and sign-in to the CleanCo Customer
Portal

If you have already completed Multi-Factored Authentication (MFA) with CleanCo
previously (i.e. had a prior Portal account) proceed to Step 4.

Step1
You will be emailed a message from the CleanCo Retail via Microsoft invitations.
o Please also check your spam/junk email folder as this message may route to there.

Microsoft Invitations on behalf of CleanCo Queensland Limited <invites@microsoft.com>

fo: You

© Please only act on this email if you trust the individual and organization represented below. In rare cases
individuals may receive fraudulent invitations from bad actors posing as legitimate companies. If you were not

expecting this invitation, proceed with caution

acleancogid.com.au
nite

.
§ =0

Sender:
Organization: CleanCo Queensland |
Domain: [cleancoqld.com.aulcleancogld.com.au

Y

Step 2

Click Accept invitation within the Microsoft invitations email. This is to confirm your
email address. Then follow the onscreen instructions to set up Microsoft
Authenticator.

Step 3

Advise your CleanCo Account Manager or the CleanCo Retail team
(retail@cleancogld.com.au) once you have completed the invitation to set up.

Step 4

CleanCo Retail will then send you a formal Welcome email. Click the ‘Explore Your
Account’ button.


mailto:retail@cleancoqld.com.au
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From: CleanCo Retail Team <retail@cleancoqgld.com.au>
Subject: CleanCo invited you to access Customer Portal
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Hil

Welcome to your CleanCo online portall

To get started, please click the button below to activate your account and explore your
energy solutions:

Explore Your Account]

o Step b

On the CleanCo Customer Portal page click ‘Sign In’ to enter your portal.

Welcome to Customer Portal

o Step 6
Begin using your portal. Note it can take time to initially load this page, as the portal
prepares your account data.
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2. CleanCo Portal Navigation Guide

This section is for customer users to help access and navigate around the site and assist

use of the common features of your CleanCo Portal.

2.1. Accessing the CleanCo Customer Portal

Navigate to your ‘My Apps’ (https://myapps.microsoft.com/) to find your assigned

applications. Ensure the organisation is set to ‘CleanCo Queensland Limited’ and

then Select CleanCo Customer Portal tile.

ENE

Organisations

Select an organisation below to sign in.

You're signed in with:

I CleanCo Queensland Limited

2.2. Side Menu Bar

Use the menu icon = to show or hide the side menu bar:

0

CleanCo Customer
Portal



https://cleancoqueensland.sharepoint.com/sites/pwa-Major249/Shared%20Documents/General/Change%20Management/My%20Apps
https://myapps.microsoft.com/
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2.3. Home

The Home screen will display your Account Portfolio Dashboard which includes:
e Amount Due

Last Bill

Recent market energy rates across the main NEM states

Monthly consumption graph (last 12 months)

Daily Consumption graph (last 12 months)

Monthly Billed graph (last 12 months)

Cost Breakdown graph (last 12 months)

Tip: By hovering the mouse across the graphs specific information will display in tags.

Sample view of Account Portfolio Dashboard

g
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Review the Accounts list or look for account specific information completing the required

search criteria:

Accounts

sSuburb Account Status

Masked_Name_0C19182C8D

Account Name Account Status Site Code: Physical Address

inactive Masked_Addres:

Masked_Name_DGAAIBEFG4 Inactive Masked_Addres:

Masked_Name_ED0095D7CC Inactive Masked_Addres:

Account Balance

Account Balance
s_B4910A8385, Carrington NSV 22! 5110.055.28
s_B4910A8385, Carrington NS 5110.055.28
s_B4910A8385, Carrington NSV 2294 5200932.83

2.5. Manage Labels

Labels can allow you to group a subset of sites, these are user specific so will not appear in
other portal users’ views. The main benefit is that this can allow you to quickly find and

compare the same subset of sites.

Select Manage Labels (top right). Any labels already created will be listed below to view

and search.

|.ﬁ.c+:nunts AANAGE LAE |

Home Accounts

Account Labels

Title Description

NEW LABEL

To create a New Label, click the New Label button, top right (image above).

Complete Label Name, Description and select a Label Colour. Click Create Label button.
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Home Accounts
Account Labels

Create New Label

abel Mame* abel Description

Far North All locations in the Far North Reg

Label Color

BACK

CREATE LABEL

2.6. Account Number

Click on an Account number link to get the breakdown of that account. Select headings

along the top menu bar to get more specific information:

General
Hierarchy
Data
Sites

I GENERAL HIERARCHY

DATA SITES I

2.6.1. General

Shows relevant Account Details, Contact Information and Business Information for that Account.

Account: A]3C119002167 ™

Masked_Name_D123144EDF

GENERAL HIERARCHY DATA SITES

Account Details

Account Status: Active
Parent Account:

Site Nickname:
NMI (Site Code):
Supply Address: \SHWALK CRES, MO,
Billing Addressee: Tally Testing

Business Information

Business Name: DemoCanDi Testng
ABN/ACN: 97047253128

Billing Address: Tally Testing, MASKED_ADDRESS_443B1522F1, NOARLUNGA CENTRE SA 5158

FINANCE

DOCUMENTS

Contact Information

Contact Type:

Full Name:

Preferred Contact Method: -
Landline Phone:

Mobile Phone:

Email:

Address:




cleanco

gueensland

2.6.2. Hierarchy

Displays the parent/ child relationships of your sites/ locations of the account.
Click the arrows to expand or condense the hierarchy on display.

Click on any site or hierarchy level to see specific account info within the right-side window,
including a Monthly Consumption graph for that site or group.

To drill through into that individual account further for data downloads etc, you can click on the
account id link at the top left within the right-side window.

Home | Accounts

Account: AJ3C119002167 ™ Account balance: $11,536.75
GENERAL HIERARCH DATA SITES FINANCE DOCUMENTS
_search Q Accoun{A)3C119002167 Siie Coae: saramAGOT
Maskad Nama_|
3 = = 38LOT2NA FS, MOANA SA 5160

Account Status:

> 2% AXBNB13001296Masked Name S2033FB5DC

Supply Address: 35 LOT 2 NASH
Billing Addressee: Tally Testing
Billing Address: Tally Testing, MASKED_ADDRESS
Access Details: -

>

iress 4CADE2FAT7, NOARLUNGA CENTRE Hazards:
A77, NOARLUNGA CENTRE

ess_B&2B43195C, 39 Sydney i
= ER S Manthly Consumption

iame_DBGC28068B [2002255835] Masked_Add!

Kk

D, ALDINGA BEACH SA

19002104:Masked_Name_10CTFD251A [2002255760] Masked,

103:Masked_ Name 9E16F1783E [200225: PPY VALLEY 545159

8626 5] Masked_Address_E1EFFF2D48, Field Operation

/asked_Address_51C0A69054, Lot 52

d N

A ed_Name B4DESB2CTF [
NOARLUNGA CENTRE SA 5168

7] Masked_Address 05C14648A1, Lot 2 S

2 2 2 2 2 2 2 2 2 2 2 B

AQBY319002157:Masked_Name CBEFA35334 [2001673808] Masked Address 4B5D7AB373, MCLAREN VALE SA
5171

2.6.3. Data

This section is for accessing your energy data downloads and other data visualisations.

2.6.4. Sites

Displays the connections and meters at each site. No data will display unless the account “site”
hierarchy level has been selected.



2.7. Data menu

cleanco

queensland

There are currently several download or graphical views available:

1. Downloads

GENERAL HIERARCHY DATA SITES
Downloads
# Nem12/13 data ¥ Detailed Usage
Zipped Nemi 2413 files Data grid of decalled
for each NMI/Month - ssage
ae &
Profile
[@ Consumption [ Time Of Use
Consumption by Consumption by time
quality of use
& &
Life Support
[@ Life Support
Data grid including all
child accounts
&

a. NEM12/13 data: Zipped NEM12/13 files for each NMI/Month

b.
2. Profile
a.
b.
(Peak, Off Peak et

C.

Detailed Usage: Data grid of detailed usage

Consumption: Consumption by quality
Time of Use (if applicable): Consumption view by relevant time of use brackets

c)

Detailed Demand (site level only): Demand view by relevant time

3. Life Support: Data grid including all child accounts

Download options:

[ ]
Detailed Usage

DATE RANGE ~

B Date Range

(D Last 12 Months
(D Last 6 Months

(O Last4 Months

(O Last 2 Months

(O Last Month

() Lsst53 Weeks

Date Range

0111172024

Date Range: Last 3 Mar

Select your required date range and the interval type to download:

@ Interval

O Auts
@ Day
(O wieek
(O Month
O Hour

(O Last 120 Days
() Last 50 Days
(O Last30 Days
(O Last 15 Days
(O Last7 Days

(®) Custom

— 310172025

CANCEL

10
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Aggregate or Non-Aggregate

O Aggregate @ Non-Aggregate

Prior to running your report you can choose between the option to Aggregate or Non-
Aggregate. When Aggregating the current account hierarchy you've selected will be
output as a single rolled up output. When selecting Non-Aggregate this will create an
itemised batch for all the sites under the current account hierarchy you’ve selected.
At the time of writing there will be an individual output file created for each site using
the Non-Aggregate option. Note feedback has been lodged to consolidate this into a
single file where possible.

For Downloads click Submit Job Request button

Account: 100001850 =

Downloads

+ Nemi2/13data

4 Detailed Usage

The job is prepared. Note it should usually complete well before the time remaining
shown:

We are preparing your files 3 min
This process may take a few minutes to complete, thank you for your patience

0% Completed

Click Download files:

Detailed Usage =

Congratulations! Your files are ready for download.

Download files YDetaitisage 100001850 20241101 20250134 csv)

Your data extract file(s) will save to your local download folder.

11
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Profile options:

o Date Range: Select from several date-based criteria and specific interval level data views.

Date Range © Interval

O Last 12 Months O Last 120 Days @ Avto
(O Last 6 Months (O Last 50 Days QO pay
O Last 2 Months O Last 30 Days QO week
(O Last 2 Menths O Last 15 Days O Menth
@) Last Month O Last 7 Days O Hour

O Last 53 Weeks QO custom

Date Range

01/12/2024 — 31/12/2024

Date Range: Last Month

CANCEL oK

o Display Type
o Compare: Allows for visual comparison between account sites, labels, or date periods. Tip:

currently you can only compare up to four locations.

Or

o Consolidate: Allows for the visual to aggregate account sites, labels, or date periods.
o Clear fields at the bottom, clears all search parameters.
e Confirm / Cancel in the bottom right to proceed or go back.

-+ Compare

ff] Date Range & Interval UPDATE

Date Range: last month Interval: Day

@) Display type

The Compare display allows you to view up to a maximum of 4 accounts, helping you identify trends and anomalies for more informed, data-driven decision-making.

[ Compare type

@® otheraccounts ()  Different period

Search

SEARCH ACCOUNTS

¢ Download CSV (down arrow): To download the data in CSV format.
e Home (house): To download the graph/ image.

12



2.8. Sites

Displays the connections and meters at account site level.
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2.9. Finance
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This lists the transactions for that location in a date order, and to assist you further the

available invoices can also be filtered as needed.

Click on Finance to get a sub menu:
e Invoices
e Statements and EDI (Electronic Data Interchange)
e Payments

B5 Home
= Accounts
$  Finance ~

= Invoices

Statements and EDI

Payments

Click on the Invoice description link or the PDF icon to display or download the artefact.

GENERAL HIERARCHY DATA SITES

Q [ = sooAumer g

Date Descri iption Amount Due

20-Apr-2024 5$6,139.15 1-May-2024

16-Mar-2024 nvoice T1043229 5,397 80 16-Apr-2024

15-Feb-2024 mvoice T1042482 85,576 61 16-Mar-2024

Qutstanding

$6,139.15

$5.397.60

3000

2.10. Invoices

Allows visibility of the invoiced usage and applicable charges.

2.11. Statements and EDI

Use search fields to find a specific or type of statement.
e Click the Statement Number to view the statement.

14
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Issue D
(] 1Har2025 . 2HB2025 (] Amount
= 47 Statements
Issue Dats Account number Amount Due date
05-Nov-2021 $80,919.30 06-Dec-2021
05-Nov-2021 514,208 52 06-Dec-2021
[ ]

Click the PDF icon (far right of each row) to select to download the statement in PDF

or EDI (csv) File or view Details (bottom of page).

the right-hand side.

Tas IE5T)

ferprrier Serviies 1300 61T Tl

556 55
Tkl Chargen

SE1F 1S
Ty Bl i

SILSMETS

\/

Alternatively, you can select via check box the statement you wish to view in the left-

hand check box, once this is complete a “Download files” button will appear over on

SEARCH STATEMENTS

\coount number

Select the downloads you want via check box

Please confirm your download

Click the Download files link to access your pdf statement and/or EDI csv file.

x
! Your files are ready for download.

12:37-30.zip)

15
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2.12. Payments

e Search, filter, or scroll the list of payments.
e Click on Description to see more details of the Transaction.
e Click Account number to go to the Account Page.

16



cleanco

queensland

17



cleanco

gueensland

300 George Street Brisbane QLD 4000

Email: info@cleancoqld.com.au
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