Using the MyFuelPortal

Customer Portal Version: 12.14.20 ID: SF-011

Abstract

This document is to be used as a reference guide for using MyFuelPortal and how to access a customer account.

How to Start

1. Go to santaenergy.myfuelportal.com

2. Log in using your account credentials

a. If you have not yet used MyFuelPortal, you

will need to first register your account. Enter LogIn sosmscutoner
your customer number and email address Welcome to our new MyFuslPortal customer account sie. but have never used MyFuslPortal, provide your
associated with the account. c| e T

Password

Customer Numbe

b. Select Register when the information has — p -
emember me? Orgot my passwort

been entered. d |
c. Now that the account is registered, enter -
your email address and password you’ve
created.

d. Select Login to enter your account.

First Login Tutorial

Once in the account, MyFuelPortal tutorial will showing you around the portal. Wwelcome to MyFuetPortal
‘e easiest Lay o vielw your histony,

make payments, request deliveries,
and o muckh more!

1. Select Next to move on to the next part of the tutorial. Or you can select
the close option in the top right.

minct if 1| gholw you around & IiHe?

e

a. The premade tutorial will take you through the basic functionalities
of MyFuelPortal.

2. To the right you can see where the Account menu is located and where you can manage multiple accounts.

®

dide here Yo dose

This isHhe Account menw.

Did {ou know that you can manage /7 Account: & Peter Russell ~

mutiple accounts Wwith one login? if

*his is something you or your business
may need, please ask one of our
friendly customer service
representatives how.

The information in this standard is subject to change and may be updated frequently. If you are 1
looking at a print copy, make sure you are viewing the latest version of the standard.
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3. By selecting the Account: dropdown, you can switch between different accounts and change the email address
or password through the Edit Profile button.

fere you can easily switch between
different accounts. You can also Peter Russell
wemﬂ 1d eS8 OF Customer si 1771997
passiword here oy dicking
»edit Profile”.

4. On the main Account Overview page there is the quick description of the account.

trere is simply & listing of your account
information. Please tell us if amything
needs updating or changed. Wwe are
happy to help!

Peter Russell Account Number: 802439
25 Sport Hill Parkway Customer Since: 10/17/1997
Easton, CT 06612 Current Account Balance: 5987.82

peterrussel@snet.net

® Status: Active

5. Below the quick description is the Account balance information in addition to a quick access button to make a
payment on the balance due.

This i§ your Account balance
information, and the quickest way to
make a one-time payment-.

Did you know you could set-up
avtomatic payments? H's underthe
“make & Payment” menu option.

f you are on & Budget program you
can find that information here as well

by dicking “Vielw Budget Details”

Amount Due Details

Plesse note that Total Amount Due does not reflect an or eredits on your account.

Total Amount Due
$997.82

Make a Payment

or Setup Automatic Payments

The information in this standard is subject to change and may be updated frequently. If you are 2
looking at a print copy, make sure you are viewing the latest version of the standard.
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6. Below the Amount Due Details are the Open Invoices on the account. These are a list of all invoices that are
currently not paid. You can make a payment on any invoice by selecting the Make a Payment option, above.

trere is a ligt of all invoices that are
cuyyenty notpaid. You can easily pay
*hese by dicking any of the easy
“Make a Payment” options.

Open Invoices

Created On Type Amount Amount Remaining Due On
12/3/2020 Delivery - 5328.64 $328.64 1/2/2021
12/2/2020 Service - New Service Contract §53.18 $53.18 1/1/2021
12/2/2020 Service - New Service Contract $42.01 $42.01 1/1/2021
12/1/2020 Delivery - 5446.37 5446.37 12/31/2020

12/1/2020 Service - 5127.62 $127.62 12/31/2020

Showing 1to 5of 5 entries Previous - Next

7. On the right hand side of the screen, there is a quick links menu that allows you to access many great features
in your MyFuelPortal.

= Make a Payment
D Account History
B Statements

9 Locations

O Tanks

€ Equipment

il Enrolled Programs

This is & quick links menu that gives

ou options to many of the great
features in your myFuetPortal.

8. Last payments and deliveries made on the account will show up underneath the quick links menu.

Looking for your last payment or last
deliveny? That information can be
found very easily here.

Recent Activity

Last Delivery
12/3/2020

Last Payment
7/28/2020
51,585.22

The information in this standard is subject to change and may be updated frequently. If you are 3
looking at a print copy, make sure you are viewing the latest version of the standard.
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9. To view account history, past statements, set up paperless statements, or to view how the account is setup,
select My Account in the top left of the screen on the navigation bar. Options include: Account Overview,
Account History, Statements, Locations, Tanks, Equipment, Paperless Statements.

if you ave looking for your account
My Account + <\ higtory, past statements, holsto'set-
up paperiess statements, or simply
holw your account is set-up, please click
“py Accourd.

10. To make a one-time payment, setup automatic payments, or add a payment method select the Make a
Payment option at the top of the screen.

To make a one-time payment, set-up

Make a Payment - <\ avtomatic pa\.ImeM'S, oradd.a

payment method dlick.
“Mmake a Payment” heve.

11. From the Service dropdown, you can Request Service or view Service Plans.

tere you can request service from one
Request Service < = 5
our friendly, experienced
\ sfeuriy
Yechnicians.

wantto save money and. have
maintenance plan that ensures your
equipment-lasts for mamy years to
come? Purchase one of our many cost
saving sevvice plans foday!

12. Select Request a Delivery to schedule a delivery.

Request a Delivery «

.-7

Think you might need a deliveny? fias
it been a while since you have seen
one of our friendly dxivers... click
"Request a Delivery".

The information in this standard is subject to change and may be updated frequently. If you are 4
looking at a print copy, make sure you are viewing the latest version of the standard.
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Account History

The first section you can view under the My Account dropdown, is the Account History. This is where you can view all
transactions that have taken place on the account.

a. A specific time frame can be set to view the transactions found within the dates.

b. Different transaction types will be identified with colored tags to make it easy to view differences.

c. Avyellow colored tag of “Unpaid” will show up next to all transactions that have not been paid for.

d. Select Details to open up a window showing the specific transaction. You can then View or Print the
transaction from the window.

My Account Make a Payment ~ Service - Request a Delivery + Promotions Account: & Peter Russell ~
d.
Account History
Search
StartDate  13/16/2019 EndDate  12/15/2020 b .
Show| 19 ~ entries Search:
TransactionDate |  Transaction Type c - Sub Type Due Date Amount Amount Remaining
12/8/2020 1827753 Inventory Adjustment Tank Lease 0.00 0.00 d - e -
1232020 1817405 = 1/2/2021 328.64 32864 [
12/2/2020 1823576 [ Service | New Service Contract 1/1/2021 53.18 5318 [0
12/2/2020 1823577 Ex New Service Contract 1/1/2021 42.01 a2.01 [0
12/1/2020 1820594 Ea 12/31/2020 127.62 127.62 (2]
12/1/2020 1826088 = 12/31/2020 44837 42627 [0
7/29/2020 1729684 0-Misc -1,585.20 0.00
7/28/2020 1726790 Misc #2 AutoPay Budget Discount -24.47 0.00
Statements

The Statements section under My Account is a simple view of all statements attached to the account. Click any line to
view the statement.

My Account + Make a Payment ~ Service Request a Delivery ~ Promotions Account: & Peter Russell ~

Statements

Click the link below to view your statement

Monday, June 1, 2020
.é' Friday, May 1,2020
At N 5 ;A I1:2
Wednesday, April 1, 2020
The information in this standard is subject to change and may be updated frequently. If you are 5
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Locations

The Locations section under My Account shows all locations (addresses) attached to the account.
The section highlighted below shows which of the locations the account is billed to. If it says True, that is the location
that receives the billing.

Account: & Peter Russell ¥

My Account - Make a Payment ~ Service - Request a Delivery « Promotions

Locations

Please select a location

Location Id Is Bill To Address City State Zip Code
2546947 False 306 West Way Rd Southport ] 06890
2547910 True 25 Sport Hill Parkway Easton CcT 06612

Tanks

The Tanks section under My Account shows all tanks (oil and propane) associated with the account.

a. Under the tank name, there is an option to Request a Delivery for that specific tank.

b. The location (address) where the tank is located is here.
c. The estimated or precise (dependent on if it is monitored or not) fuel level is shown here.
d. Pricing information on the fuel for that tank is found at the end.

My Account - Make a Payment ~

Service -

Request a Delivery ~

Account: & Peter Russell ~

Tanks
C. d.

LP Tank - Leased 25 Sport Hill Parkway b T1% Leased
120gal. |04 Easton CT 06612 - 85 GAL. IN TANK Last Delivery: 12/1/2020
Fuel Tank a. Monltored Current Price:

Request a Delivery Reading Date: 12/15/2020 05:57AM S4 T4 Jeal
Qil Tank 25 Sport Hill Parkway Customer Ownad
275 gal. | 02 Easton CT 06612 Estimated 160 GAL. IN TANK Last Delivery: 12/3/2020
Fuel Tank Automat|c Current Price:

Request a Delivery Estimated Next Delivery: 12/27/2020 S 1.94 feal

The information in this standard is subject to change and may be updated frequently. If you are 6
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Equipment

The Equipment section under My Account shows all equipment associated with the account.
A column will show if there are any Open Work Orders for the equipment and the option to Request Service for a
certain piece of equipment.

My Account « Make a Payment « Service + Request a Delivery + Promotions Account: & Peter Russell ~

Equipment
Equipment Type Address Last Service Date Serial Number Open Work Order Service Agreement
Boiler 306 West Way Rd 1/2/2020 None

Request Service

Pequot Library Cottage Southport, CT 06890

Furnace 25 Sport Hill Parkway 11/11/2020 (Tune-up) None )
) Request Service
Qil Easton, CT 06612
Hot Water Heater 25 Sport Hill Parkway None )
R Request Service
Electric Easton, CT 06612

Paperless Statements

The Paperless Statements section under My Account allows you to activate the option for paperless statements sent
digitally to an email address of your choice.

a. It’s easy to add an additional email address to the account to receive a paperless statement.
b. You can then edit the email address or options for it as well as remove the email from the account.

My Account - Make a Payment - Service - Request a Delivery - Promotions Account: & Peter Russell ~

Paperless Statement
Reduce Clutter, reduce paper, save the environment... sign up for paperless statements!

Why sign up for Paperless Statements?

* Convenient - no more shuffling around looking for that bill. It's one email in your inbox.
* Saves the environment - more paper means less trees and more garbage!
* Secure - approximately 85% of identity theft comes from stolen papers, bills, or checks.

Save yourself time by signing up for our fast, easy Paperless Statement service teday!

© Add Email Address a.

Email Address Is This The Primary Contact Send statement To This Email b .

peterrussel@snet.net [ ] ] & Edit T Delete
russellp@santaenergy.com & Edit i Delete

The information in this standard is subject to change and may be updated frequently. If you are 7
looking at a print copy, make sure you are viewing the latest version of the standard.
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Make a One-Time Payment

Under the Make a Payment dropdown, the first option is to Make a One-Time Payment.

a. Here you can select whether you’d like to make a payment covering the full amount currently due, or to pay a

specific amount.
b. Select from the dropdown a saved Payment Method or you can update your payment method.
After selecting the Payment Method, you can then select the button to Make a Payment.

d. On the right side of the screen, you can see any pending payments and the last three payments made
on the account.

0

Account: & Peter Russell ~

My Account ~ Make a Payment ~ Service Request a Delivery ~ Promeotions

Make a Payment

Payment History
Pay Current Amount Due

$997.82 a ° Pending Payments

No payments are pending.

d.

Pay Specific Amount Last Three Payments

s 7/29/2020 $1,585.29
6/10/2020 $140.00
Payment 5/11/2020 $140.00

Select a Payment Method ...

Payment Amount c $997.82

Make a Payment

Setup Automatic Payments

Under the Make a Payment dropdown, you can choose to Setup Automatic Payments.
From this screen you can easily set up Autopay to have your payments set when you want.

My Account ~ Make a Payment ~ Service ~ Request a Delivery ~ Promotions Account: & Peter Russell

Automatic Payments

Setting up an Automatic Payment is Easy and Free!

Why would you want to setup an Automatic Payment?

® It's Easy - set it up once and your payment is made when you want.
* Avoid Late Fees - whether for you monthly budget payment, paying by statement, or by delivery, it is paid on time - every time!
* Saves you time - time is precious, who has time to sit down and write checks anymore?
You are only a few simple clicks away from saving yourself time and never having to worry about late fees again. Add an Automatic Payment and sit back, we've got it

from herel

© Setup Au

The information in this standard is subject to change and may be updated frequently. If you are 8
looking at a print copy, make sure you are viewing the latest version of the standard.
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Payment Methods

Under the Make a Payment dropdown, you can manage your Payment Methods.

a. You can add another payment method or update the current one from this button.
b. All existing payment methods are found below.

My Account ~ Make a Payment ~ Service Request a Delivery ~ Promotions Account: & Peter Russell ¥

Payment Methods

Managing your Payment Methods is Safe, Secure, and Easy!

Please click the button below to update your preferred method(s) to make 2 payment.

© Update Payment Methods a.

Existing Payment Methods

MasterCard - })30013

Peter Russell b
306 Westway Rd -

Southport, Connecticut 06830

Request Service

Under the Service dropdown, you can choose to Request Service on a certain piece of equipment you own.
The top part of the screen will give the descriptor of what we offer and instructions for different types of service.

My Account ~ Make a Payment « Service - Request a Delivery « Promotions Account: & Peter Russell ¥

Service Request

We are here to help!

We appreciate your business and strive to provide prompt assistance.
If this request is for immediate after-hours services, you suspect a gas leak, or have another type of emergency please call us immediately.
For all other work orders, please use the form provided below to create a work order so that we can best serve you.

Qur team is experiencad and ready to help!

The bottom part of the Request Service screen is the form a customer can fill out to submit for service.
After filling out the form with all appropriate information, the Submit Form button will send the request to the Service
department.

The information in this standard is subject to change and may be updated frequently. If you are 9
looking at a print copy, make sure you are viewing the latest version of the standard.
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Please fillin the form below

By submitting this form you are requesting that a customer service representative contact you to schedule a service call.

Clicking submit does not obligate you in any way.

Location

- Select a Location —- N
Equipment

--- Select Equipment to Service - A

Brief description of the issue

Name

Peter Russell

Phone

Email

Chabotg@santaenergy.com

How would you prefer we contact you?
O phone
O Email

What is the best time to contact you if by phone?

Please give us a date and time that is most convenient to you for a service call

Submit Form

Service Plans

Under the Service dropdown, you can view the different Service Plans available through Santa Energy.

No image on portal yet.

The information in this standard is subject to change and may be updated frequently. If you are 10
looking at a print copy, make sure you are viewing the latest version of the standard.
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Current Pricing

Under the Request a Delivery dropdown, you can view the Current Pricing set for your oil or propane.

My Account - Make a Payment ~ Service ~ Request a Delivery ~ Promotions

Account: & Peter Russell ~

Current Pricing

Any Amount 54.74 /gation

Applicable Tanks: LP Tank - Leased

Any Amount 51.94 /galion

Applicable Tanks: Qil Tank

All prices are subject to change without notice and are not guaranteed. Prices stated do not include any sales, use or excise tax or any other tax, duty or charge which is now in effect or may be
hereafter imposed by any Federal, State or other authority.

Fuel or Propane Delivery

Under the Request a Delivery dropdown, you can choose to Request a Delivery of oil or propane.

This part of the screen will give information on how to tell if you need a delivery based upon your
tank level reading.

The tank’s line will include basic information including size, location, fill level, and pricing.
If you’d like to request a delivery for a certain tank, choose the Select button on the left side.

The information in this standard is subject to change and may be updated frequently. If you are 11
looking at a print copy, make sure you are viewing the latest version of the standard.
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Request a Delivery

How to tell if you need a delivery?

Most tanks have a gauge that reads 5 - 95. This is the percentage that still remains in your tank.

* If your tank reads over 50% - you probably do not nead a delivery at this time.
« Ifyour tank reads less than 50% - please fill out the form below and we will see you seon!

Here are some examples on how to best read your tank gauge.

65% 30%

LP Tank - Leased 25 Sport Hill Parkway Leased
120 gal. | 04 Easton CT 06612 83 GAL. IN TANK Last Delivery: 12/1/2020
e b MOnitored Current Price:

.

Reading Date: 12/17/2020 05:58AM $4 T4 ea

Qil Tank 25 Sport Hill Parkway 51% Customer Owned
Select 275 gal. ‘ 02 Easton CT 06612 Estimated 139 GAL. IN TANK Last Delivery: 12/3/2020
Fuel Tank Autom atic Current Price:
Estimated Next Delivery: 12/26/2020 S 1 . 9 4 fgal
The information in this standard is subject to change and may be updated frequently. If you are 12

looking at a print copy, make sure you are viewing the latest version of the standard.
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