Mobilehome Park Tenant Bill Calculation Tool

Welcome!

It is important that you read through the Guidelines before performing
your first calculation. They begin on page 3.
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Mobilehome Park Tenant Bill Calculation Tool

Enrollment and Service Agreement 5 T

Southern California Edison's (SCE)

Tenant Bill Calculation Service is available e
to all Mobilehome Park and Manufactured
Housing Communities served on SCE's rate

schedule, Schedule DMS-2.

How do you enroll?

There are 3-steps required to enroll:
1. Register as a user on-line.

2. The second step is on the phone. You will need to request a Bill Calculation
Service Agreement by calling 1-800-684-8123.

3. The last, and final step is by mail. After completing the Bill Calculation Service
Agreement simply return it in the mail and we'll do the rest.

For more information, access the Mobilehome Park Tenant Bill Calculation page on SCE.com.
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https://www.sce.com/customer-service/faqs/service/mobile-home-tenant-bill

Mobilehome Park Tenant Bill Calculation Tool

Guidelines: Things to Know Before Calculating Tenant Bills

 Download the Mobilehome Park Tenant Bill Calculation tool.

@ The first time you open the tool, you will be prompted to Enable Content. You
must click Enable Content at the top of the window in order to calculate
tenant bills.

« The tool will be updated every time there is a factor change (rate change) or if it needs
to be modified. Always check SCE.com for updated versions of the tool before
calculating bills. The template version can be seen as highlighted below:

Mobilehome Park - Tenant Bill Calculation Factol 100120-053121 v1 for Billing Period DATE to DATE.xltm

» Always begin a new bill period by opening the Mobilehome Park Tenant Bill
Calculation template (without the bill period dates).

Mobilehome Park - Tenant Bill Calculation Factor 100120-053121 v1 faof Billing Period DATE to DATE. «n

* Once you agree to and submit the disclaimer, the Import button is always
active and used to auto-fill information entered from a previous bill period.
You can overwrite any information that has changed.
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Mobilehome Park Tenant Bill Calculation Tool

Files Used to Create and Maintain Tenant Bill Calculations

Mobilehome Park Tenant Bill Calculation Template: Used to enter all park data for the
first time and for beginning every new bill period.

Mobilehome Park - Tenant Eill Calculation Factor 100120-053121 v1 faf Eilling Period DATE to DATEx

Bill Period Master File: Created after the first and subsequent tenant bill calculations for
a bill period are completed and saved. They will be Microsoft Excel files.

<« v » ThisPC » Documents » MHP » TenantBill Calc Sheets » Master BP Files v § Search Master BP Files 2
Mame Date medified Type Size
7 Quick access
= " » @ Mabilehorme Park - Tenant Bill Calculation Factor 041320-093020 1 for Billing Period 5-1-2020 to 5-31-2020.xsm 2/26/2021 1115 AM Microsoft Excel M. 6,033 KB
= Documents
- EES Maobilehome Park - Tenant Bill Calculation Factor 041320-093020 v1 for Billing Period 6-1-2020 to 6-30-2020.xsm 2/26/2021 1210 PM Microsoft Excel M... 6,034 KB
‘ Downloads o EES Maobilehome Park - Tenant Bill Calculation Factor 100120-053121 +1 for Billing Period 10-01-2020to 10-31-2020:l..  4/5/2021 12:01 PM Microsoft Excel M. 6,338 KB
[&=] Pictures b

Tenant Bills for a Bill Period: Created after clicking Create Bills for a bill period. They will
be PDF files.

= v A $ ThisPC » Documents * MHP » Tenant Bill Calc Sheets * Tenant Bills
Mame Date modified Type
#F Quick access
. Tenant Bill - CHARLOTTE -1 S C. 11:14 AM  Adobe Acrobat D...
Documents b g ) |
Tenant Bill - CHARLOTTE -1 s, 3:04 PM Adobe Acrobat D...
& DD‘W”IUEdS * m T ned DG CLIADI T T ]  wl E.AnNKA Aol A et T

EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Guidelines continued. ..

The account, tenant, and usage information must be entered and saved before you
create tenant bills. The Account, Tenant, and Usage buttons are accessed in order.

When entering tenants for the first time in the tool, it is recommended that they
be entered in order of the space or unit in the park. This will make it easier to locate a
specific tenant record if needed and make it easier when you need to make changes.

In the Account window, a bill period’s start date is always dependent on the previous bill
period’s end date. The current bill period start date is always the day after the previous

bill's end date.
Exampl93 Previous Bill Current Bill
Period's End Date Period’'s Start Date
G/30/2020 10/1/2020
10/31/2020 11/1/2020
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Mobilehome Park Tenant Bill Calculation Tool

Guidelines continued. ..

In the Usage window:

Ideally, all ending sub-meter reads are collected on the same day to ensure billing
accuracy and simplicity of maintenance of the master file for the bill period.

If collection of sub-meter reads cannot be collected in their entirety on the same day,
divide the tenants into groups and collect the Sub-Meter Read End for the first group
of tenants and enter the date collected in the Bill Period Start and End Date.

Collect and enter the Sub-Meter Read End for the second group of tenants and enter
the date collected in the Bill Period Start and End Date. Continue collecting and
recording collection dates for all other tenant groups in this way.

Keep in mind that when importing data from a previous month, only the read
information auto-fills. You can divide the tenants however you desire each month as
long as you ensure the Bill Period Start Date for each one is the date of the previous
Bill Period End Date plus 1, as shown on the next page. The Bill Period End Date
entered is the day the read is collected.
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Mobilehome Park Tenant Bill Calculation Tool

Guidelines continued. ..

In the Usage window:

Start & End Read
. Collection Dates Maonth 1 Start & End Read Start & End Read
Examp le. {first time read) Collection Dates Month2  Collection Dates Month 3
A 4172021 - 4530/2021 572021 -5/31/2021 B/1/2021 - 6/30/2021
B 472021 - 50172021 SF2F2027 -aM/,2021 BF2F20210 - 72021
Energy for What's Ahead” 7 EDISON

INTERNATIONAL®



Mobilehome Park Tenant Bill Calculation Tool

Guidelines continued. ..

+ Template Overlap - Short Bills: When a new template is posted to SCE.com,
there may be overlap due to Mobilehome park bill period dates differing
from those in the new template. This will require the creation of two short
bills, one in the old template and one in the new. Template Version Overlap
will be covered in detail later in this walk through.
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Mobilehome Park Tenant Bill Calculation Tool

Guidelines continued. ..

Input Windows
On the disclaimer window once you click I Agree and Submit, the first three
buttons open the following windows:

Account: Where you enter main meter information about the Mobilehome
Park.

Tenant: Where you enter all information about the tenants in the Mobilehome
Park.

Usage: Where you enter usage information for each tenant in the Mobilehome
Park.
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Mobilehome Park Tenant Bill Calculation Tool

Getting Started: Disclaimer

1. Launch the tool. The main window displays with a disclaimer.
2. Read through the disclaimer and click | Agree and then Submit.

Until you acknowledge that you have read and agree with the disclaimer, the additional buttons
remain unavailable. Each time you launch the template to calculate tenant bills for a new bill
period, you will need to perform step 2.

FBISON

nergy for What's Ahead™

by slsmissice of wedng Bhis benant bill cakculation toal, | siate that the information enfered is comect, that | am a Southem Califcenis
S0 QLM Wwith 3 DMS-2 aocount and | have andcled in the Tenanm Bill Calculation Servion.

undertand:
+ Applicable chasges will be displaped on ach bl
= Tty D41 vl B pegiuldingd Eninindl it ety AT08Y The CRRCUAROn
+ H lLam currently receiving Community Choice Aggregation serice, an additional calculation tool (CCA Generation - Mobilehame Park
Tanant Bill Caloulation] will b prosdided oo i and theg will resull in Do detferant Bels Toe éadh peaant = oni for SOE (hargis and
anciaher for C0A-nelaled chames

by bk T A, ol Sl Button will beccme enbbled. Lo submiliing Sofeamist. the sdditiansl butiond will be made mvailabie

o] || @
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Mobilehome Park Tenant Bill Calculation Tool

Getting Started: Account, Tenant, and Usage Buttons

The first three buttons are activated but must be accessed in the order they appear when
entering account, tenants, and usage for the first time. If you try to access a button out of order,
you will receive a message directing you to access the buttons in order.

E | EDISON

Energy for What's Ahead™

By submission of using this tenant bill calculation tool, | state that the information entered is correct, that | am a Southern California
Edison® customer with a DMS-2 account and | have enrolled in the Tenant Bill Calculation Service.

I understand:

+ Applicable charges will be displayed on each bill

+ Tenant bills will be provided immediately after the calculation

« If I am currently receiving Community Choice Aggregation service, an additional calculation tool (CCA Generation — Mobilehome Park
Tenant Bill Calculation) will be provided to me and this will result in two different bills for each tenant — one for SCE charges and
another for CCA-related charges

By clicking 'l Agree’, the "Submit’ button will become enabled. Upon submitting agreement, the additional buttons will be made available.

| have agreed to the terms listed above.

| Agree | Submit |
lllllll A ccount llllll Tenant | Usage Import Create Bills
Energy for What's Ahead” 1 EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Getting Started: Import (all bill periods after the first time)

The last button, Create Bills, remains grayed out until the Account, Tenant, and Usage information
(s entered and saved.

Once you agree to the disclaimer and click Submit, the Import button is always active and can
be used to auto-fill data entered from a previous bill period.

If the Mobilehome Park is new to the program, the complete Account, Tenant, and
Usage information must be entered the first time the tool is used. After the first time,
start the new bill period by clicking the Import button.

"

3. Click the Import button.

4. When the import is complete, you will be directed to the Account window to enter the dates
for the new bill period.

{ fove ogreed to the terms listed above,

----------------------

(Bcount 3| menant | usage | | impon
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Mobilehome Park Tenant Bill Calculation Tool

Account Window

5. If entering Mobilehome Park information for the first time, type the Service Account
number, and press Tab or Enter on your keyboard.

Mobilehome Park Account Information
Service Account &« [ Utility Users Tax (UUT) - Current ’m

Direct Access (DA) [ UUT - Previous ’7

Transitional Bundled Service DA (TBS-DA) | **UUT Change Date ’7
r State Tax - Current ’7

r State Tax - Previous ’7

Community Choice Aggregation [CCA) | **State Tax Change Date ’7

Transitional Bundled Service CCA (TBS-CCA) [ City Franchise Surcharge Santa Barbara |

City Franchise Surcharge Ventura |
Add

*Email Address

**Bill Period Start Date

**Bill Period End Date

Sub-Meter Max Read

T

* - Optional (If provided it will be displayed on generated bills.)
** - Imput All Date Formats As: m/d/yy (Le.: 4/1/21) or m/d/yyyy (Le.: 4/30/2021)

The name on the account, address, city/state, and zip code auto-fill.
If the Service Account number is entered incorrectly, you will receive
an error message.
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Mobilehome Park Tenant Bill Calculation Tool

** indicates there is a specific style that applies to the way the information is
entered in the field. A single * indicates that the information is optional and if

provided, will appear on the bill.

6. Enter the Bill Period Start Date and Bill Period End Date. This is done the first time you
use the tool and every bill period going forward.

7. Enter the Sub-Meter Max Read (e.g., 99999 or more 9s if applicable). See more
information on the Sub-Meter Max Read by clicking the link below.

Mobilehome Park Account Information

Service Account B0 _ ity Users Tox U - Carent _—
‘Community Choice Aggregation (CCA) [ UUT - Previous
Transitional Bundled Service CCA (TBS-CCA) [ **UUT Change Date Ii

|
|
|
=

’—4| State Tax - Current l—
State Tax - Previous l—
—
1 **5tate Tax Change Date

*Email Address |
City Franchise Surcharge Santa Barbara |

City Franchise Surcharge Ventura [
**Bill Period Start Date 0z
**Bill Period End Date 10/31/2020 o Add
o Sub-Meter Max Read e

* - Optional (If provided it will be displayed on generated bills.)
** - Input All Diate Formats As: myd/yy (Le.: 4/1/21) or m/d/yyyy (Le.: 4/30/2021)

EDISON

] ®
Energy for What's Ahead 14 T RN IONAL®



Mobilehome Park Tenant Bill Calculation Tool

Sub-Meter Max Read

Each tenant has a sub-meter that measures electrical usage. The read displays as five
or more digits. The number of digits is represented by entering 9 five or more times

(if applicable) in the Sub-Meter Max Read field in the Account window.

It is important to enter the correct number of digits when calculating tenant bills for

billing accuracy. If there are sub-meters in the park with a differing number of digits,
you will have to do a separate calculation for each group.

Example: group a: sub-meters have five digits and group b: sub-meters have six digits

Use the template to create separate master bill period files, one for each group. You
will continue to do this for each bill period going forward.
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Mobilehome Park Tenant Bill Calculation Tool

Step 8 is only completed by CCA customers:

8. If you are a Customer Choice Aggregation (CCA) customer, check the applicable box and
select the Vintage Year.
The State Tax field defaults to 0 and is disabled.

If the Transitional Bundled Service (TBS) CCA box is checked, enter the
Vintage Year and TBS Factor for your rate and applicable date.

Mobilehome Park Account Information
Senvice Account & [ Utility Users Tax (UUT) - Current 200000
‘ Community Choice Aggregation (CCA] [ UUT - Previous ,7
‘ Transitional Bundled Service CCA (TBS-CCA) [ ""UUT Change Date ’7
‘ ,—_| State Tax - Current l—
0
’— ,— State Tax - Previous TBS FaCtor
Q **5tate Tax Change Date | t t 1
*Email Address nS ruc Ions
City Franchise Surcharge Santa Barbara [
City Franchise Surcharge Ventura [
**Bill Period Start Date 10772020
**Bill Period End Date 103172020 Add
Sub-Meter Max Read ’W
* - Optional (if provided it will be displayed on generated bills.)
** _ input All Date Formats As: m/d/yy (Le.: 4/1/21) er m/d/yyyy (Le.: 4/30/2021)

EDISON

] ®
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Mobilehome Park Tenant Bill Calculation Tool

Glossary

Customer Choice Aggregation (CCA): Cities or counties (or aggregated groups of cities and
counties who have partnered together) are responsible for the generation portion of their
customers’ electric service. SCE and CCAs work together to bring electric service to their
communities.

Transitional Bundled Service CCA (TBS - CCA): If a CCA customer decides to return to SCE'’s
bundled service, has notified the CCA of their plan to switch, and has not notified SCE of their
plan to switch, they will be required to do the following:

e TBS - CCA customers will also need to provide the applicable Factor based on their rate
and the date the Sub-Meter End Read is collected. See instructions for locating the
correct Factor by clicking TBS Factors in the menu on the left.

Both CCA and TBS - CCA customers need to provide the Vintage Year information in the
Account window. The Vintage Year is found on the main customer bill in the Fast Lane section.

Energy for What's Ahead” 17 EDISON
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Mobilehome Park Tenant Bill Calculation Tool

The TBS Factor is only needed if you have notified the CCA that you plan

to transition to SCE’s Bundled Service but have not notified SCE of your
plans to switch.

If you have notified SCE of your plans to transition to Bundled Service,
you only need to check the CCA checkbox. In this case, you will continue

to be charged the CCA rate until you are officially transitioned to
Bundled Service.

Energy for What's Ahead” 18 EDISON
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Mobilehome Park Tenant Bill Calculation Tool

9. If your city has a Utility Users Tax (UUT), enter the percentage as it is currently seen on
your SCE bill in the UUT - Current field. By default, UUT - Current is set to 0.00000.

If there is a change to the tax, enter the newest UUT in the UUT - Current field, enter the
older UUT in the UUT - Previous field, and enter the date the UUT changed in the UUT
Change Date field.

Mobilehome Park Account Information ‘
service Account &ol [ | Utility Users Tax (UUT) - Current

Community Choice Aggregation (CCA) [ UUT - Previou

s
-
Transitional Bundled Service CCA (TBS-CCA) | UUT Change Date
>Tate 1aX - Lurrent |

|
|
|
=

State Tax - Previous
**State Tax Change Date
*Email Address |
City Franchise Surcharge Santa Barbara -
City Franchise Surcharge Ventura |

**Bill Period Start Date 0/1/2020

**Bill Period End Date 10/31/2020

Add
Sub-Meter Max Read 90000

* - Optional (If provided it will be displayed on generated bills.)
** - Input All Date Formats As: m/d/yy (Le.: 4/1/21) or m/d/yyyy (Le.c 4/30/2021)
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Mobilehome Park Tenant Bill Calculation Tool

10. Enter the Current State Tax price factor (also seen on your bill) for the current bill
period.

If there is a change to the tax in a given bill period, enter the new factor in the
State Tax - Current field. Enter the previous factor in the State Tax - Previous field and
enter the date the factor changed in the State Tax Change Date field.

If you are in the city of Santa Barbara or Ventura, also check the applicable boxes for the
City Franchise Surcharge.

11. Click Add if entering the account information for the first time.

Mobilehome Park Account Information

Service Account I B0 -
Multi Dueelling |7 Utility Users Tax (UUT) - Current I 000000
Name _
I Community Choice Aggregation (CCA) [ UuT - Previous I
Street Address I 3065 T UNIT AT e g
Transitional Bundled Service CCA (TBS-CCA) I_ = I
City [ weer covns P I
I Vintage Year I 'I State Tax - Current 00030
Stat A
ate | CA Transitional Bundled Service Factor State Tax - Previous
(TBS-Factor)
Zip Cod PE——
ip Lode 91793-3445 **State Tax Change Date I

*Email Address I
City Franchise Surcharge Santa Barbara ||

Billing Rate | pps.z
City Franchise Surcharge Ventura I_
**Bill Period Start Date I 10/1/2020
**Bill Period End Date I 10/31/2020 Add
Sub-Meter Max Read
I 58508 Update I

* _ Optional (If provided it will be displayed on g d bills.)
** - input All Date Formats As: meddvy (Le. 4/1/21) or mAd/yyyy (Le.: 430/2021)
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Mobilehome Park Tenant Bill Calculation Tool

12. If the account information was imported, enter the new bill period dates, and any
changes made to the account information. Click Update and click the X on the upper
right of the screen to close the Account window.

A banner displays at the bottom of the window to indicate the record was added to the
account information.

Mobilehome Park Account Information
Service Account I 04 | Mult Duelling 7 Uy Users Tax (UUT) - Current o

Name I

UUT - Previous

i

Community Choice Aggregation (CCA)Y [

Street Address I WES HIT

UNIT o
Transitional Bundled Service CCA (TBS-CCA) [ UUT Change Date

City I WEST COVINA infame Ves
Vintage Year Ij State Tax - Current 000020
State ca - - -
- Transitional Bundled Service Factor li State Tax - Previous

(TBS-Factor)
Zip Code

|

i

**5tate Tax Change Date

|

*Email Address I
ity Franchise Surcharge Santa Barbara I_
Eilling Rate

**Bill Period 5tart Date I 107172020
**Bill Period End Date I 1073172020 Add |

Sub-Meter Max Read
I 5559 Update I

* _ Optional (if provided it will be displayed on generated bills.)
*=* _ Input All Date Formats As: m/d/vy (Le.: 4/1/21) or m/d/vyyy (Le.: 4/30/2021)

City Franchise Surcharge Ventura l_

% Record has been added to account information. Update record information, if needed...
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Mobilehome Park Tenant Bill Calculation Tool

Tenant Window
13.  From the disclaimer window, click the Tenant button.
14.  When entering tenant information for the first time:
a. Enter the Tenant Name and press Tab (the Service Account address auto-fills).
b. If the tenant has a unique address, overwrite the Tenant Address with the unique address.

c. Enter the Tenant Number (tenant space or unit number). If the tenant has a unique
address, leave this field blank.

d. Select the Sub-Meter Billing Rate from the drop-down menu.
e. Check the applicable boxes if the tenant is qualified and certified for the following:
¢ Receives a Medical Baseline Allocation e |s State Tax Exempt
e Uses a Medical Device(s) — Number of Devices o Is All Electric
e |s UUT Exempt
15. Tab to activate the Add button. Click Add the first time a tenant is entered.

Mobilehome Park Tenant Information ad || upose |
= S o e [ i [ o7 oy (W[ e i coce |
o 9 o ST
Double-Cli e record below to update tenant information or continue with additional tenants...
[n] TnnthNm TnntAddrss TnntNmbr SbMErBlingRt | MdclBsinAlldn]| MdclDves UUTExmpt SHTxExmpt AllElctre s
DENMIS |
2 JOHN 3965 UNIT 5 D-CARE TRUE 1 FALSE FALSE TRUE
3 JEANMNE 3596 5 UNIT ] D-FERA FALSE [ FALSE FALSE TRUE
, - EDISON
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Mobilehome Park Tenant Bill Calculation Tool

16. Continue to add tenants.
You can use keyboard shortcuts when working in the tool.
* To Add - Alt+A
* To Cancel - Alt+C
« To Update — Alt+U

« To Remove — Alt+R

. If entering a tenant for the first time, click Add. To make changes to an

h - . .
existing tenant, double-click the tenant record, make the changes, and click
Update. To remove a tenant, double-click the record and click Remove.

17. Once all tenants have been entered, click the X on the upper right to close the Tenant

window.
. .
Mobilehome Park Tenant Information sid | upome |
Tenant Tenant Tenant Sub-Meter i Medical o L
| Name I Address I Number I Billing Rate I j]‘ :“[f:c[;;:‘mﬁne Devices I [l UEXLLLN - i;aelm;?x [~ Al Electric Cancel |
Eemove
Double-Click the record below to update tenant information or continue with additional tenants...
8] TnntNm TnntAddrss TnntMNmbr SbMtrBlingRt MdclBsInAllctn] MdelDwes UUTExmpt StTxExmpt AllElctre A.
D g D A A A R
2 JOHN 386 5 UMNIT 5 D-CARE TRUE 1 FALSE FALSE TRUE
3 JEAMME 3865 UNIT & D-FERA FALSE i} FALSE FALSE TRUE
4 HELEM 0 3865 UNIT 7 DOMESTIC FALSE 0 FALSE FALSE TRUE
, . EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Usage Window

18. From the disclaimer window, click Usage.

19. Double-click the first tenant. His or her information, along with the bill period’s dates,
display across the top.

In the event that a tenant will not be billed for an entire bill period (Example: a move in
or out), the dates can be changed to reflect the correct time period to calculate the
tenant’s usage.

20. If entering reads for the first time, enter the Sub-Meter Read Start.

21. Enter the tenant’s Sub-Meter Read End and press tab to calculate the Total Usage. If the
previous bill's information was imported, the Sub-Meter Read Start is auto-filled with the
previous bill's end read.

22. Click Update (Alt+U) and continue to complete steps 17-20 for each tenant. When
completed, click the X on the upper right to close the Usage window.

Mobilehome Park Usage Information
Tenal‘lt| Jﬁl:na;:r giti:enr:;g 10/1/2020 ISET:dP;Z?: 10/31/2020 i:;l\;et:ftr 45455 S;eI;dM;:zr | 45673 J::;IJ 223 Update | Cancel |

Name

T
4 10/1/2020 10/31/2020 45450 45625 175
5 10/1/2020 10/31/2020 0

3 10/1/2020 10/31/2020 0
7 10/1/2020 10/31/2020 0

DEMNIS

Double-Click the record below to update usage i ion...
[ | TantNm | TnntMmbr | EnPrdstript | BNPrdENndDt | sbmtrRdstrt | sbmtrRd THUsg j

JEANME
HELEM

-b-wr.;_;a
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Mobilehome Park Tenant Bill Calculation Tool

Save Mobilehome Park, Tenant, and Usage Information

After closing the Usage window, you are returned to the disclaimer window.

At this point, it is important to Save the sheet before continuing to calculate
the bill.

23. Click the Save icon at the top of the sheet.
24. Ensure that you have included the Billing Period Dates in the title of the file.
Create a folder to house all saved calculation sheets for each tenant.

You must save the sheet before creating the bill.

[ e ][
© ©
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Mobilehome Park Tenant Bill Calculation Tool

Do not delete the Factor dates and version when saving your file. You will need to
distinguish older versions of the file from newly released versions when there is a factor
change (i.e., rate change). Only specify the dates of the bill period at the end of the file

Name.
' Save As xlsm file bt
= v P » This PC » Documents » MHP » TenantBill Calc Sheets » Master BP Files v O Search Master BP Files 2
Organize = Mew folder == - o
[ This PC ~ MName Date modified Typ
_J 3D Objects EES Mebilehome Park - Tenant Bill Calculation Facter 041320-093020 w1 for Billing Period 5-1-2020 to 3-31-2020xs...  2/26/2021 11:13 AM Mic
[ Desktop EES Mabilehome Park - Tenant Bill Calculation Facter 041320-093020 v1 for Billing Period 6-1-2020 to 6-30-2020.xls...  2/26/2021 1210 PM - Mic
| Documents
4 Downloads
D Music
=/ Pictures
B Videos
‘am O5Disk (C)
= C55 Training (\\ Do not
Change
change
¥ Metwork " = =
| | | |
AL =AM obilehome Park - Tenant Bill Calculation Factor 100120-053121 w1 f § Billing Period 10-01-2020 to 10-31-2020.8sm w
Save as type: | Excel Macro-Enabled Workbook (*xlsm) ~
Authors: Tags: Add atag Title: Add a title
I Hide Felders Tools = Cancel
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Mobilehome Park Tenant Bill Calculation Tool

25. Click Create Bills.

|t have agreed to the terms listed above.

Account | Tenant | Lsage | Import | Create Bill5|

As the bills are created, you can see the progress in the lower left corner of your
screen.

= Main

Thank you for your patience...
Eee————e

When all tenant bills have been created, a dialog box displays confirming their
creation along with the path to see each bill (in the same location where master file
for the bill period was saved.

Bills Created >

I .-\'-I All bills have been created and avaiable at the following path:
W Ch\Users\hubbarcd\Documents\MHP\Tenant Bill Calc Sheets...
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Mobilehome Park Tenant Bill Calculation Tool

When you navigate to your file folder, bills for all your tenants will display. You can
organize your tenant bills in a way that works for your needs.

<« v P » ThisPC » Documents * MHP » TenantBill Calc Sheets » Master BP Files v O Search Master BP Files A
~
Mame Date modified Type

*_QUICK e @ Mobilehome Park - Tenant Bill Calculation Facter 041320-083020 v1 for Billing Period 5-1-2020 to 5-31-20202dsm  2/26/2021 11:15 AM - Microsoft Excel M.,
Bill Period @ Mobilehome Park - Tenant Bill Calculation Factor 041320-093020 v1 for Billing Period 6-1-2020 to 6-30-2020xdsm  2/26/2021 1210 PM  Microsoft Excel M...

Master Files @ Mobilehome Park - Tenant Bill Calculation Factor 041320-093020 v1 for Billing Period 7-1-2020 to 7-31-2020xlsm  2/26/2021 12:57 PM Microsoft Excel M...

!ES Mobilehome Park - Tenant Bill Calculation Factor 041320-093020 v1 for Billing Period 8-1-2020 to 8-31-2020xsm  2/26/2021 3:04 PM Microsoft Excel M...

Activity-Lab Requirements B, Mobilehome Park - Tenant Bill Calculation Factor 041320-093020 1 for Billing Period9-1-2020 to 9-30-2020.dsm  2/26/2021 5:10PM  Microsoft Excel M...
Master BP Files - Tenant Bill - CHARLOTTE! -3965 UMNIT 7050120 to 053120.pdf 2/26/2021 11:14 AM Adobe Acrobat D...
MHP Tenant Bill - CHARLOTTE? -3965 UNIT 7080120 to 083120.pdf 2/26/2021 3:04 PM Adobe Acrobat D...
Tenant Bill Calc Sheets Tenant Bill - CHARLOTTE! -3965 UMIT .22 7 090120 to 093020.pdf 2/26/2021 5:10 PM Adobe Acrobat D...
Tenant Bill - HARVEY -3965 UNIT 6050120 to 033120.pdf 2/26/202111:14 AM  Adobe Acrobat D...

@ OneDrive Tenant Bill - HARVEY -3965 UNIT 6080120 to 083120.pdf 2/26/2021 3:04 PM Adobe Acrobat D...
M ThisPC | Tenant Bills Tenant Bill - HARVEY -3965 L UNIT 6 090120 to 093020.pdf 2/26/2021 310 PM  Adobe Acrobat D...
- Tenant Bill - JANE | -3965 JNIT 1050120 to 053120.pdf 2/26/2021 11:14 AM  Adobe Acrobat D...

# 300k Tenant Bill - JOHN -396¢ UNIT + 5030120 to 033120.pdf 2/26/2021 11:14 AM  Adobe Acrobat D...
! Desktop Tenant Bill - JOHN -396¢ UNIT 5080120 to 083120.pdf 2/26/2021 03 PM  Adobe Acrobat D...
= Documents Tenant Bill - JOHN -396¢ UNIT + 5090120 to 093020.pdf 2/26/2021 310 PM  Adobe Acrobat D...
4 Downloads Tenant Bill - JULIE ! -3965 L UNIT 4080120 to 081520.pdf 2/26/2021 %03 PM  Adobe Acrobat D...
B Music Tenant Bill - NANCY [-3965 CUNIT 4082320 to 083120.pdf 2/26/2021 3:04 PM Adobe Acrobat D...
= Pictures L 12| Tenant Bill - NANCY -3965 L UNIT 4090120 to 093020.pdf 2/26/2021 :10PM  Adobe Acrobat D...
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Mobilehome Park Tenant Bill Calculation Tool

Example of one of the bills:

Owner Mame: .

Owner Rate: DMS-2

Tenant Mame: JOHN [

Tenant Address: S CALIFORNIA AVE, UNIT
Tenant Number: 5

Southern California Edison (SCE) has prepared a bill calculation from information provided by the Mobilehome Park
(MHPF) management. Payment should be sent as directed by MHP management. DO NOT SEND PAYMENTS TO SCE.
For questions, please contact property owner/management.

Rate Schedule Medical Baseline |Start Date |End Date |Start Read |End Read |Total Usage
D-CARE 1 10/1/2020{ 10/31/2020 45455 45678 223
Delivery charges - Cost fo deliver your electricity
Basic charge 31 days X $0.02400 $0.74
Energy-Winter

Tier 1 (100% of baseline) 223 kWh X $0.10752 $23.98
ChA Climate Credit -$29.00
Delivery Subtotal -$4.28
Generation charges - Cost to generate your electricity

SCE Generation

Energy-Winter

Tier 1 (100% of baseline) 223 kWh X $0.09609 $2143

Generation Subtotal $21.43
Other charges or credits
CARE discount -$13.25
Other Subtotal -$13.25
Subtotal of your new charges $3.90
State tax 223 kWh X $0.00030 $0.07
Your new charges $3.97
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Mobilehome Park Tenant Bill Calculation Tool

Next Bill Period — Using the Import Feature

Prior to calculating bills for the next bill period, do the following:

1.

On SCE.com, determine if a new version of the Mobilehome Park Tenant Billing
Calculation Tool has been added. If a new version is available for the same pricing range,
download the file and use it going forward. If a new version is not available, continue to
use the template downloaded previously to calculate tenant bills since nothing has
changed.

Launch the tool.
Click the | Agree and Submit buttons. This will activate the first four buttons.

Click the Import button, navigate to, and select the last master file for the previous bill
period. Basic Account, Tenant, and Usage information from the previous bill period auto-
fills, including the Sub-Meter Read End, which becomes the Sub-Meter Read Start for the
new bill period in the Usage window.

You are directed to the Account window. Add the current Bill Period Dates, make
changes to the account information if necessary, click Update, and close the Account
window. You are returned to the disclaimer window.
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Mobilehome Park Tenant Bill Calculation Tool

Next Bill Period - Using the Import Feature continued

6. If needed, click the Tenant button to make any changes, such as a tenant move in or
out. See the Tenant Move In and Out scenarios covered next for more details on tenant

changes.
7. Update, if needed, and close the Tenant window.

8. On the disclaimer window, click the Usage button to enter the Sub-Meter Read End
for the current bill period for each tenant and click Update.

9. Close the Usage window. You are returned to the disclaimer window.

10. Be sure to Save before clicking Create Bills for the current bill period.

EDISON

] ®
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Mobilehome Park Tenant Bill Calculation Tool

Tenant Move In and Move Out

From time-to-time, you will need to update tenant information due to a move in and/or move
out. Ensure that you Import the information from the previous bill and enter the current bill
period dates before completing the steps in the following scenarios. Click a scenario to view
the steps.

Scenario 1:

A tenant moves out and the unit remains vacant for more than one bill period

Scenario 2:
If a tenant moves into a unit that has been vacant for more than one bill period

Scenario 3:
Old and New Tenant Move Out and In - Same Bill Period

Scenario 4:
Tenant Moves Out and New Tenant Moves In Aligned with the Bill Period

Continue Steps
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 1:
A tenant moves out and the unit remains vacant for more than one bill period

1. In the Usage window, double-click the tenant moving out. Example: Jane Brown in
Space 4 moved out on 6/20/2020.

2. In the Bill Period End Date, enter the move out date.
3. Enter the Sub-Meter Read End collected when the tenant moved out.

4. Click Update. This will ensure the tenant is billed for the portion of the bill period when
he or she was still in residence.

1 Tenant || JanE Tenant Eill Period 1/2020 | Bill Period 20/2020 | Sub-Meter Sub-Meter 24950 | Total 150
| Name I Mumbe I Start Date I o/ End Date I 67201 Read Start I Read End I Usagel Update | Cancel
Double-Click the record below'to update usage information... ﬁ
10 TnntNm TnntNmbr BlIPrdstrtDt BIIPrdEnd Dt SbhItrRdStrt SbhitrRdEnd TtiUs -
2 JOHM 5 6/1/2020 6/30/2020 24310 245593 183
E HARVEY & 6/1/2020 6/30/2020 24790 24553 208
4 CHARLOT) 7 6/1/2020 6}30}2020 24825 25005 180
L - . 3. § N ¥ L= 14 11#) V. 0
, - EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 1 continued:
A tenant moves out and the unit remains vacant for more than one bill period

5. Update the Sub-Meter Read End for all other tenants, close the Usage window, Save the
file, and click Create Bills.

For the next bill period:

6. Open the template, click | Agree and Submit in the disclaimer, and click Import to auto-
fill last bill period’s information. You are directed to the Account window.

7. In the Account window, enter the dates for the new bill period, click Update, and close
the window.

8. In the Tenant window, double-click the tenant who moved out and overwrite the name
with “Vacant.”

9. C(lick Update and close the Tenant window. You are returned to the disclaimer window.

- -
_ ~ Mobilehome Park Tenant Information _°] e _|
|| Tenant [ T nant — Tenant Sub-Meter = - - [ edicar [
—1 Name i| vacan| o bl | 3965¢ JUNIT e | 4 i | pomesTc - Medical Basefine | (02 - uur i ste ;:, Ay ﬂ
Eemove
Tnnthm Tantaddrss TnntHmbr SbhtrBlingRt | MdcBsinAlictn] MdoCves UUTExmpt StTxExmpt AllEIctre -
965 3 DOMESTIC
JOHN 3865 ¢ | UNIT 5 D.CARE TRUE 1 FALSE FALSE TRUE
HARVEY 3965 ¢ L UNT 6 DOMESTIC FALSE 0 FALSE FALSE TRUE
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 1 continued:
If a tenant moves out and the unit will remain vacant for one bill period or more

10. Click Usage and double-click the “Vacant” record.
The Sub-Meter Read Start is auto-filled.

11. Enter the Sub-Meter Read End with the end read number (as you do if there was a tenant
residing in the unit for the entire bill period). You will continue to follow these steps until
the bill period a new tenant moves into the unit.

12. Click Update and close the Usage window.

13. Enter the Sub-Meter Read End for all other tenants.

14. Click Save on the upper left of the screen. The changes must be saved before you click
Create Bills.

15. Click Create Bills.

Mobilehome Park Usage Inforrgon e |
Double-Click the record below to update usage information...
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 2:
If a tenant moves into a unit that has been vacant for more than one bill period

1. Launch the template for the new bill period.

Click I Agree and Submit in the disclaimer.

3. In the Account window, enter the bill period dates and make any other applicable
changes (if necessary).

4. Click Update and close the Account window.

5. In the Tenant window, double-click the “Vacant” record.

6. Overwrite “Vacant” in the Tenant Name field with the name of the new tenant.

7. Click Update and close the Tenant window.

= o - Mobilehome Park Tenant Information _°] Update l\
—:]‘ ‘Tml Julie ‘l;:ant | 3985 . UNIT ;:r:::rl 4 :;I?:l;ta [ DOMESTIC_JI.. z,':::l:‘asdm m IE l_ggnm r.::-,::‘::, e A Cancel

: Remove I

-~

Y-l o

CHARLOTTE 39651 UNIT FALSE FALSE TRUE

1
2
3
4
3
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 2 continued:
If a tenant moves into a unit that has been vacant for more than one bill period

8. In the Usage window, double-click the new tenant record.
9. Overwrite the Bill Period Start Date with the move in date.
10. In the Sub-Meter Read Start, enter the read taken at move in.
11. In the Sub-meter Read End, enter the read at the end of the bill period and click Update.

12. Enter the Sub-meter Read End for all other tenants, click Update for each one, and close
the Usage window.

13.  Click Save, name the file for the bill period, and click Create Bills.

Mobllehome Park Usage. lnfnrmnfmn

| Temant | L ST Tenant I Bill Period | 8/22/2020 IilIP nod l 3/31/702( Sub- Metet I 24397 l sub-Meter | 25150
| Name Number Start Date End D. Read § Read End

U =ge I _> Update Cancel

ap Il
2! 5’31/2020 1
£/1/2020 8/31/2020 25118 0
8/31/2020 25200 0
CHARLOTTE 7 8/1/2020 8/31/2020 25255 0

A mann. Amamnnn

JOHN
HARVEY

|

0 d oo B
@ wn
2
i)
(=]
<

EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 3:
Old and New Tenant Move Out and In - Same Bill Period

1. In the Tenant window, add the new tenant with the same Tenant Number as the
tenant moving out (in this example: 4 — new tenant Nancy). If the tenant has a unique
address, overwrite the Tenant Address field and delete the Tenant Number.

2. Click Add and close the Tenant window. Once added, Nancy appears at the bottom of
the list.

Mobilehome Park Tenant Information 6 s || wee |
Jﬁ:h"; I : Bﬁ.flt:;;{ate I = J|_ M“'ﬁ' Baseline Mﬂ"ﬂl I_r g:;rmﬂ r Ext?:l;t“ W Al Electric Cancel |

J Tenant
— Name

| MANCY Tenant | 3965 L UNIT
\ddress

8] Tt TrntAdd TnntMmbr ShhitrElingRt | MdelBsintlictn] kAddDves ULITExmE St TxExmpt AllElctre -
1 3065 & J 4 DOMESTIC E 0 3 3
2 JOHM | 3865 L UNIT 5 D-CARE TRUE 1 FALSE FALSE TRUE
3 HARNEY 3896 5 L UNIT [ DOMESTIC FALSE [+] FALSE FALSE TRUE
4 CHARLOTIE ] 396 5 L UMIT T D-FERA TRUE 1 FALSE FALSE TRUE
, - EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 3 continued:
Old and New Tenant Move Out and In - Same Bill Period

3. In the Usage window, double-click the tenant moving out.
4. Overwrite the Bill Period End Date with the move out date.
5. Enter the Sub-Meter Read End with the read on the day of move out.
6. Click Update.
7. Double-click the tenant moving in.
8. Overwrite the Bill Period Start Date with the move in date.
9. Enter the Sub-Meter Read Start with the read taken on move in day.
10. Enter the Sub-Meter Read End with the read taken at the end of the bill period.
11. Click Update.
Mobilehome Park Usage Information |
= oo | | Saboe | ‘tnd pure | Rema ot | st o | =l Upise | concel |
Record .lbclnwha:be;n updated...
D | Tonthm [ TnntMmbr |_BllPrdstrtot [ BUPrdEndDt | SbMbRdStt | SbRMrRdEnd | TtiUsg -
2 o : e 2020 /3172000 25778 201 = € j
| L dm BB OR 2 Fo
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 3 continued:
Old and New Tenant Move Out and In — Same Bill Period

12. Enter the Sub-Meter Read End for all other tenants, Update each one, and close the

Usage window.
13. Save and Create Bills.

For the next bill period:

14. When it is time to create bills for the next bill period, do the following:

a. After launching the template, and clicking | Agree and Submit in the

disclaimer, enter the new bill period dates in the Account window, make any
other changes (if applicable), Update, and close the window.

b. In the Tenant window, double-click the old tenant’s record (in this example:
Julie), overwrite the new tenant’s name (in this example: Nancy) in the
Tenant Name field, click Update, and close the Tenant window.

Mobilehome Park Tenant Information

Add Update |

'Tenant'| NANCY HARDWICK
+ Name

renant |[ 3365 UNIT - Tenant [ 4 | Sub-Meter | DACARE  +| — medical Basefine | Medical I wur SOote Tan
‘ i i i ancel
{iddress | Number il | Billing Rate Wi Devices I Exempt | Exempt |7 All Electric <
° Remove
Record has been removed...
r reling ICISSIn n [ 5 p XExmp e
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 3 continued:
Old and New Tenant Move Out and In - Same Bill Period

14. c. Double-click the new tenant from the bottom of the list and click Remove,
and close the Tenant window.

Mobilehome Park Tenant Information pd | upme |

| 4 | Sub-Meter
Billing Rate

Tenant | NANCY Tenant | 3096 5 0 . | UNIT Tenant
MName Address Mumber

| D-FERA jp Medical Baseline | Medical || 5 [~ UUT [~ State Tax

= Cancel
Allocation Devices Exempt Exempt :6"{ ;'

Remove

Double-Click the record below to update tenant information or continue with additional tenants...

In the Usage window,
d. Double-click the new tenant (now in the order of his or her space/unit).
e. Enter the Sub-Meter Read End with the bill period end read and click Update.

f. Enter the Sub-Meter Read End for all tenants, Update, and close the Usage window.
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 3 continued:
Old and New Tenant Move Out and In — Same Bill Period

15.  Finish entering the Sub-Meter Read End for all tenant records and Update each one.

16. Close the Usage window, Save, and Create Bills.

. .
Mobilehome Park Usage Information |
| Tenant Tenant Bill Period | Bill Period Sub-Meter | Sub-Meter | Total
;::: um, Start Date | End Date Read Start Read End ‘| Us)gel Cancel |
Record below has been updated...
D | TnntNm | TnntNmbr | BiPrdStrDt |_BiPrdEndDt | SbMtrRdStt | SbMirRdEnd | TtlUsg j
1 NANCY | 4 9/1/2020 9/30/2020 25150 3 200
2 JOHN 5 9/1/2020 9/30/2020 25301 25470 169
3 HARVEY | € 9/1/2020 9/30/2020 25390 25595 205
4 CHARLOTTE 7 9/1/2020 9/30/2020 25495 25694 199
. EDISON
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Mobilehome Park Tenant Bill Calculation Tool

Scenario 4:
Tenant Moves Out and New Tenant Moves In Aligned with the Bill Period

If a move out and move in corresponds to the beginning and end of a bill period, you will only
need to:

1. Import the previous bill period’s information

2. In the Account window, enter the new bill period dates, make any necessary changes, and
click Update.

3. In the Tenant window, double-click the old tenant record, overwrite the old Tenant Name
with the new tenant's name, and identify the rate. If applicable, check the boxes for any
qualified and certified programs the tenant is approved to receive.

4. Click Update.

5. In the Usage window, double-click the new tenant record, enter the final Sub-Meter Read
End as you do each bill period, and click Update.

6. Enter the Sub-Meter Read End for all other tenants, Update, close the Usage window,
Save, and Create Bills.
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Calculation Template Version Overlap - Short Bills

When a new version of the MHP Tenant Bill Calculation tool is posted to SCE.com with an
updated factor (rate), it may require you to create two bills for the bill period for your tenants.
These would be considered short bills with the first one calculated with the old template and
factor and the second with the new template and factor.

Example:
Bill Period Start: 9/16/2020 - Bill Period End: 10/16/2020
New template with updated factor posted: 9/30/2020

First Short Bill: Issued with the old template and factor for dates 9/16/2020 to
9/30/2020

Second Short Bill: Issued with the new template and factor for dates 10/1/2020 to
10/16/2020.
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Walk Through Completed

If you checked the TBS — CCA box in the Account window, you need to enter the
TBS Factor. Instructions on locating the correct factor are on the following pages.
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Mobilehome Park Tenant Bill Calculation Tool

TBS CCA Factors - Instructions

The following are instructions for navigating to and selecting the correct factor if
TBS - CCA is selected in the Account window.

@ The TBS Factor is only needed if you have notified the CCA that
you plan to transition to SCE's Bundled Service but have not
notified SCE of your plans to switch.

If you have notified SCE of your plans to transition to Bundled
Service, you only need to check the CCA checkbox. In this case,
you will continue to be charged the CCA rate until you are
officially transitioned to Bundled Service.
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Mobilehome Park Tenant Bill Calculation Tool

Open the TBS Factors Output Sheet.
1. Expand 2021.
2. Click the link for the week ending that the Bill Period End Date falls in.

Energy far What's Ahead Q, Search & Log In { Register

TBS Output Sheets

Home = Partners & Vendors > Partnerships = Direct Access Overview > TBS Output Sheets

TBS Output Sheets

All files are in Excel format.

2021 ~
March 2021 February 2021 January 2021
= March 07 = February 07 = January 03
= February 14 = January 10
= February 21 = January 17
= February 28 = January 24
= January 31
Close X
2020 v
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Mobilehome Park Tenant Bill Calculation Tool

3. In the lower left of your screen, click the downloaded file and select Open.

2020

2019

% Cpen

Always open files of this type

018

Show in folder

B TBS_Output SD Ph..xls = ™

ﬂ O Type here to search il e
A downloaded list of factors opens in Excel

TBS_Output SD_Phase2 030721 (1).xls - Compatibility Mode -

AutoSave

File Home Insert Page Layout Formulas Data Review View Help HP ALM Upload Add-in Ac|
Cut =
EF] & oo Arial === | ®- | BwepTet Text
[®copy ~
Paste I U~ . v 9 0 ]
~  <F Format Painter = Merge & Center $ % 9 %4
Clipboard =] Font ) Alignment =] Mumber
B145 ~ || TRANS
A B c | o | E | F | & | W [ v | o | k | v | wm |
Volttage
| 1 |Group Tariff Level | StartDate | End Date NTR SOnPk SMdPk SOffPk | SSOffPk [ WOnPk | WhidPk | WOTfPk | WSOTfPk
15| TOU-8-S-D PRI 03/0721 031321 nfa 0.13103 0.16002 0.08947 nia nia 0.13983 0.08350 0.04159
18| TOU--S-D SUB 03/07/21 031321 nfa 012843 0.15238 0.08732 n/a nia 0.13825 0.08582 (0.04070
17| TOU-8-5-0r TRANS | 03/07/21 031321 nfa 012843 015238 008732 nfa nia 013825 0.08552 (.04070
18| TPAZD-5T8 SEC | 030721 03113021 na 015227 0.21112  0.07345 nia nia 017042  0.08542  0.04581
18| TPAZD-5TE PRI 03/07/21 03113021 nia 014828 0.20673  0.07206 nia nia 016700 0.08382 0.04503
20| TPAZD-5T SUB | 030721 0311321 na 014570 0.20128  0.07046 nia nia 016283 0.08156 (0.04401
21[TPA3D-5TB SEC || 03721 03M321 nia 015076 0.20288  0.07351 nia nia 016641 0.08444 0.04588
22| TPASD-5TB PRI 030721 03M 321 nfa 014781 0.19868 0.07212 nfa nia 0.16308 0.08266 0.04511
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4. Scroll up to the top of the spreadsheet and look at line 3 (first Domestic line
item in the spreadsheet). Ensure the Bill Period End date for which you are
calculating bills falls within the Start Date and End Date.

5. The TBS Factor is in the NTR column (in this example: 0.09077)

@The factors differ based on the rate and week ending date in the

spreadsheet.
A B C B F F G H I

Voltage
1 |Group Tariff Level = Start Date | End Date NTR SOnPk | SMdPk | SOffPk | SSOffPk | WOnPk | WMdPK | WOffPk | WSOffPk
2
3 |D SEC 03/07121 03/13/21  0.09077 €=—nia n/a n'a n/a n/a nia nia n'a
4 D PRI USIUFLZ] U3 13121 U.uoYus n'a nia n/a nia nia nia nia n'a
5 |D SUB 03/07/21 03/13/21 0.08696 n/a nia n/a nia nia nia nia n'a
6 | TOU-D-1 SEC 03/07/21 031321 n/a na n/a n/a n/a n'a n/a n/a na

If desired, return to Account CCA Steps
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