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SETTINGS AND USER MANAGEMENT  

Before exploring the functionality of Resource Advisor, it is important to show you how to 

manage your settings and preferences. 
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1. Once logged in, navigate to the top right-hand corner of the screen and click on your 

username then the “Settings” link. 

 

2. The next screen is your Preferences page where you can do the following: 

a. Change your language. 

b. Change and save your password. 

c. Manage the email associated with your Resource Advisor account. 

3. After you’ve made changes to any of the above, please click “Save” at the bottom of the 

screen to save your adjustments. 

 

NAVIGATING THE HOMEPAGE  

Now that you’ve changed your preferences the next sections will outline how to navigate 
Resource Advisor.  When you log-in, you are taken to your very own Homepage or Dashboard.  
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Your dashboard is customizable and only viewable by you. Below are some tips and tricks to 
navigate and customize your Homepage. 

 

Arranging widgets: 

You can rearrange your widgets by clicking and holding on the top bar of a widget, dragging and 
dropping the widget where you want it on your homepage.  You can also resize them by 
grabbing a corner and dragging to a new dimension.  Your screen will reset and your changes 
should be saved. 

Adding widgets:   

You can add widgets to your Dashboard. 
     

1. Click on the three line “hamburger” icon on the top left of the Dashboard page 
 

 
2. Click the Widgets category from the Flyout Menu 
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3. Then choose a widget category 
 

 
 

4. And then “Add to Dashboard” 
 

 
 
 

Managing Widgets:  
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You can manage your widgets by clicking on the three dots icon after hovering in the widget’s 

the top right-hand corner. 

 

1. Select “Delete” to remove or delete the widget from your dashboard 

2. Select “Edit” to further customize the type of data you wish to see 

3. Select “Copy” to create a copy of the widget 

4. Select “Visit Page” to go to the associated page (where available) 

5. Select a file type under “Download” for an image of the Widget 

 

FINDING YOUR ENERGY USE DATA 

Resource Advisor has a variety of reports that allow you to see your data in different ways.  The 

following pages illustrate how to navigate through some of the reports available to you.  

Monthly Report: 

1. Hover over the “Reports” tab in the navigation bar. 

2. Click on “Monthly” in the menu underneath the “Cost & Usage” heading 

 

3. By default, the Cost and Usage Monthly Report shows you: 
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a. Cost & Usage data and charts. 

b. Aggregated data for all your sites if you manage more than one 

c. Data over the last 12-months. 

4. By changing your filter data you can expand your time period and filter by desired site. 

a. In the dark grey box, select the site you’d like to see in the “Site” box (this will 

show all your available sites when you click it) 

b. Choose your Start Date and End Dates 

c. Press “Apply Filter” to update the report. 

 

5. The output will look like this below the Filter data box 
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6. Once you get to the data you want, you have the ability to download your report to PDF 

or Excel by clicking the links on the right just below the Filter Data box 

Variance Report: 

1. Hover over the “Reports” tab in the navigation bar. 

2. Click on “Variance” in the menu underneath the “Cost & Usage” heading 

 

 
 

3. By default, the Variance Report shows you: 

a. Usage data by site compared against itself. 

b. Actual current year data compared to actual previous year’s data. 

c. Percentage year-over-year variance.  

4. By changing your filter data you can expand your time period and filter by desired site  

a. *Make sure to press “Apply Filter” when you’ve made your selection 
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5. The default report shows you all the sites in your footprint.  Get to a site-specific variance 

by either filtering in the filter box, or by clicking on the Site tab in the above graphic. 

6. Once you get to the data you want, you have the ability to download your report to PDF 

or Excel by clicking the links in the top right-hand corner of the report. 

FURTHER HELP AND GUIDES 

For further guidance and help on topics in Resource Advisor, there’s other assistance available. 

Help Section: 

There is a robust help section built into Resource Advisor that you can access, with plain 
language searching for a variety of topics.  It’s accessible anywhere and anytime in Resource 
Advisor 

 

1. Go to the top of the page and click your user name to open the menu 
2. Select “Help” to open the Help section. 

 

3. Type what you’d like help with to display a list on topics related to the terms you’ve 
entered. 

 

Video Guides: 

In some sections of Resource Advisor, there’s short video tutorials about the section you’re 
currently in.  On the Dashboard this is the grey video camera icon on the top right, on the other 
pages this will be found under the three-dot menu icon on the top right of the module 
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Once you click the icon or “Video” link the available video(s) will pop up over the page.  If 
multiple videos are available, they will be selectable from a vertical thumbnail list on the left of 
the window. 

 

Note: Some help topics and guides may pertain to features not available to you. 
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