
MyBusiness
User guide for large business customers

e-guide



Please note – for best results when using this guide 
and to unlock its full functionality please download 
and open using Adobe Reader.    

If you’re a Chrome 
user, simply click the 
download button.

Top tip...
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Take control and discover easy ways to
manage your energy account online.
MyBusiness makes it easy to manage your energy accounts  
online, at any time: 

 �analyse and understand your energy spend  
and consumption 

 �create bespoke reports 

 �raise, track and manage all of your queries  
in one place, with real time updates   
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Logging in and getting around

Problems logging in?  
Call us on 0845 301 3515

The first step is to open a new web browser and go to  
https://mybusinessaccount.edfenergy.com

 
1	� If you’re a returning user, enter your  

email and password.

2	� If you haven’t logged in before,  
click register here and follow the  
on screen instructions. You’ll then  
receive a welcome email with a link  
to set your password.

	 	�Logging in and  
getting around

	 	  Getting started 
		   Main navigation 
		   Action tabs 
		   �Customise your  

dashboard

	 	�View your paperless  
and copy bills

	 	�View your  
consumption data

	 	�Reports

	 	Submit a meter reading

	 	�Queries

customer email address
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Once you’ve logged in, you’ll see 
your MyBusiness homepage, which 
gives you quick access to all the 
key tools you need to manage your 
electricity account via:

3	� The Main Navigation side bar

4	� On relevant pages you will also 
find quick access page Tabs

5	� You can also access key data 
through your MyBusiness 
Widgets 

Logging in and getting around

Getting started
	 	�Logging in and  
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Main navigation... present wherever 
you are in your MyBusiness account. 
Use this to navigate to any of the  
key tools. 

We’ve included some great 
quick guides in the How To 
section. They’ll help you 
perform simple tasks and  
make sure you get the most  
from your MyBusiness tools.    

Top tip...

Widgets... your data, your way.  
Choose which widgets you display on 
your homepage. 



	 6	� Search

	 7	� Dashboard

	 8	� Inbox

	 9	� Query Dashboard

	10	� Companies & �Sites

	11	Data Analysis
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Start Searching... enter a search word to 
find companies, accounts, contracts, sites, 
meters and users. 

The search results will be displayed and  
can be refined by changing the search  
phrase on the page. 

Simply click on one of the results to navigate 
to the relevant detail page. 

Dashboard... click here to return to 
your main account overview from any 
area in MyBusiness. 

Inbox... get updates on the latest 
activity on your account.

You can also access new 
messages, notifications and 
view recently accessed pages 
from the quick link icons at  
the top of the screen at  
any time.    

Top tip...

Query Dashboard... click to  
access your overview of open and  
closed queries.

You can raise a query  
at any time by clicking  
the Action button and  
selecting Raise a Query.  

Top tip...

Companies & Sites... search for 
any company or site that you have 
access to.

Data Analysis... We’ve made it quick and 
easy to analyse your energy consumption. 
Click on the Data Analysis button in the 
main navigation and you can search for 
one or more meters, change the type of 
graph, the granularity of data and select 
comparison or aggregate. You can also 
export your data for review.

Reports and Data Push... Here you will find a selection of 
reports that are available to you. Click on any report to view, 
you can also: 
	filter each report by changing the selection criteria 
	re-order the reports by clicking on a column header. 
	click on the help icon to understand the detail of the report. 
	�click on the download button to download the report

How to... We’ve included some useful quick guide PDFs 
and videos in this section to help you perform simple 
tasks and make sure you get the most from  
your MyBusiness tools.Notifications - access your latest and unread emails 

New Messages - view your unread messages

Recently accessed items - return to something you 
previously viewed

Short Cut Icons... The three icons at the top of the 
page are your shortcut to:



12	� Reports and Data Push

13	� How To

14	Shortcut icons

15	� Actions�
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Start Searching... enter a search word to find 
companies, accounts, contracts, sites, meters and users. 

The search results will be displayed and can be refined  
by changing the search phrase on the page. 

Simply click on one of the results to navigate to the 
relevant detail page. 

Dashboard... click here to return to your  
main account overview from any area in your  
MyBusiness space. 

Inbox... sequ atemperor as conse ni sed maximus aut 
ad ullupta sinverum, ommodit ationse quatur same 
corepudicia cores molesec tius

You can also access new 
messages, notifications and 
view recently accessed pages 
from the quick link icons at  
the top of the screen at  
any time.    

Top tip...

Query Dashboard... click to access your overview 
of open and closed queries, first time resolutions, 
and KPIs.

Need help raising a query, click here to read our 
guide to Queries.

You can raise a query  
at any time by clicking  
the Action button and  
selecting Raise a Query.  

Top tip...

Companies... click as an alternative way to search 
for any company that you have access to.

Reports and Data Push... Here you  
will find a selection of reports that are 
available to you. 
How to... We’ve included some useful 
quick guides to help you perform simple 
tasks and make sure you get the most 
from your MyBusiness tools.Notifications  

- access your latest account updates  
New Messages  
- view your unread messages

Recently accessed items  
- return to something you previously viewed

Short Cut Icons... The three icons at the  
top of the page are your shortcut to:
Action Button... From here you 
can quickly access commonly used 
account links, including: 
	Raise a query 
	Change your password
	Submit meter readings
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Action tabs

17 18 19 20 21 22 23

16	� Overview

17	� Accounts

18	Sites

19	� Contracts

20	Documents

21	� Users

	22	Feed

	23	3rd Parties with Access

Logging in and getting around
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Rollover text or 
1  numbers on the 
screen illustration 
to reveal details.

Overview tab... This is your 
customisable dashboard, which you  
can configure widgets with information 
most useful to you. 
To change the overview layout click  
the Action button and select the 
Dashboard Manager link.

Accounts tab... Here you’ll find a 
list of the accounts belonging to 
your company.  

Sites tab... Shows a list of the sites 
belonging to your company. The address 
details, status and number of meters are 
displayed in the list. 

Contracts tab... Lists the contracts 
belonging to your company. The type, 
start and end date are displayed. 

Documents tab... Lists your documents, 
such as CRC Reports, which are available 
to download. 
Depending on your permissions an  
option to upload a new document will  
be available under the action button. 

Users tab... All users that have 
access to your companies data on 
MyBusiness will be displayed here.

Feed tab... Here you can see a 
snapshot of recent activity and queries 
relating to your organisation.

3rd Parties with Access tab...  
This tab shows a list of TPIs that  
have access to your data. The start  
and end date of the letter of authority 
is displayed. 
You can use this page to monitor who 
has access to your data and contact us 
anytime to make changes. 
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Customise your  
dashboard

24To help you get to the 
information that’s relevant 
to you quickly, we’ve made 
it easy to design your 
own MyBusiness overview 
dashboard.

24 �To customise your 
dashboard simply click the 
Action menu and select 
Dashboard Manager.

Logging in and getting around

Rollover blue text or 
1  numbers on the 
screen illustration to 
reveal details.
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Manage Dashboard... The first tab of 
the dashboard manager will enable you 
to control the layout of widgets on your 
dashboard. The second tab will enable you 
to control the information that appears.

When you’ve finished, simply click Update 
to save your dashboard. You can also 
reposition elements directly on your dashboard 
by dragging and dropping each element.



View your paperless and copy bills...
... so you won’t need to request and wait for copy  
bills to arrive. What’s more, our paperless bills are  
VAT compliant* too. 

Want to know more about your bill?  
Click here to download our handy guide.

*�If you choose to have online bills as your primary billing channel.

		   �Logging in and  
getting around
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e-brochure

Understanding
your electricity bill
A guide for large business customers
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https://www.edfenergy.com/sites/default/files/b2b_understanding_your_bill.pdf


Customer NameViewing your  
single site bills
25 ��In order to see a single site bill 

or credit note, first select the 
Accounts tab. You will then 
be presented with a list of your 
accounts you have access to. 

26 ��Click on the account number  
you wish to view an invoice or 
credit note for and you will  
open the account page.  

View your paperless and copy bills...
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Viewing and downloading invoices...  
The account page will show an overview  
of all the accounts you have access to.  
You can also use the search function to  
find an account.

Viewing and downloading invoices... 
The account page will show an overview of 
the account with tabs for invoices, sites that 
are billed under the account, account history 
showing transactions, and feed.

Select the Invoices tab and you will find a list 
of invoices and credit notes for the account, 
shown in date descending order: simply click 
on an invoice to view and download. 



Viewing your  
consolidated bills
��27 ��In order to see a consolidated bill 

or credit note, first select 
the Accounts tab.  

28 ���Click on a parent account, 
and you will open the account 
page.

29 ��Select the Invoices tab and then 
click on the invoice number  
you wish to view an consolidated 
bill for.

View your paperless and copy bills...
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Viewing and downloading  
consolidated invoices...  
The account page will show an overview  
of all the accounts you have access to.  
Parent accounts are indicated by a        icon   
You can also use the search function to  
find a parent account by entering the  
account number.

Viewing and downloading  
consolidated invoices...  
The account page will show an overview of the 
parent account with tabs for invoices, sites 
that are billed under the account, account 
history showing transactions, and feed.

Select the Invoices tab and you will find a list 
of invoices and credit notes for the account, 
shown in date descending order: simply click 
on an invoice to view and download. 

29



View your consumption data
Viewing your consumption data in an on-screen 
graph can help you analyse your portfolio.  
The consumption graphs also allow you to  
make historical comparisons between sites,  
or year-on-year comparisons for a single meter.
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Data analysis
30 ���You can analyse your energy 

consumption by clicking on 
the Data Analysis button in 
the main navigation.

31 ���Search up to five meters  
using the search box. 

32 ���Press the graph button to 
display the data.   

33 ���You can zoom by using the 
zoom bar at the top or by 
clicking and by drag-click.  

View your consumption data
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Data Analysis... You can analyse 
your energy consumption on screen 
and export in CSV format by clicking 
on the data analysis button in the 
main navigation.

Data Searching... You can add up 
to a maximum of five meters. You 
can also control the type of graph 
the granularity of data, the units, the 
date range, and select comparison or 
aggregate.

Data Graph... You can add up to a 
maximum of five meters. You can also 
control the type of graph the granularity 
of data, the units, the date range, and 
select comparison or aggregate.

Where there is missing data a red 
warning triangle will be displayed, and 
this means that the total consumption 
displayed may have been affected.

Data Graph... You can only graph  
half hourly data for a maximum  
date range of one month. And other 
granularities for a maximum of  
one year. 

You can also download  
the data in CSV format by  
pressing the export button.     

Top tip...



Data export  
34 ���If you wish to download a 

large volume of data to  
csv or xlsx use the Data 
Export facility by clicking  
on the data export button in 
the main navigation. 

35 Check and refine your export.  

36 ���Once you’ve refined your 
data click Export Data.   

View your consumption data
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Data Export... To refine the export 
selection simply select the granularity and 
format, the units and the date range. 

If you wish to select sites, click on them 
and press add.

Export Data... The estimated 
download time will be displayed.  
Press the export button to download to 
csv or xlsx. A progress indicator  
will be displayed. 
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Reports  
37 ���In the main navigation  

click on the Reports link to 
display a selection of reports:

	   • Accounts
	   • Invoice

38 �You can filter reports by 
specific date ranges or use the 
search button drop down to 
access popular date ranges. 

39 ���To download click the 
download icon at the top 
right of the report.   

37
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Meter reads  
40 ���To submit a meter read, first 

select the required site from  
the Sites Tab 

41 �Select your site link and then click  
the Electricity Meters Tab. Here 
you will find all meters associated 
with that site. Under Action 
button select Submit Meter 
Reading.

42 ���Enter a reading date and the 
meter read, then simply click 
Submit Readings to submit 
your reading.

40
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41

42



Online query management
Raise all your requests in one place,  
from updating a contact to changing the  
billing address.
You can also track your query from initial  
contact to resolution with regular updates.
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Raising a query 
43 ���You can raise a query at any 

time by clicking Raise a Query 
on the action button.

44 �Select or search for a query 
category from the drop 
down list. 

45 Add details about your query.   

46 ���Submit your query.   

47 ���Every time the query is updated 
you will receive an e-mail alert 
to keep you informed.  
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Selecting your query... Once you 
have selected your query category 
from the drop down list. 

Then add the relevant meter, account 
or site from the lists as prompted.

Query details... If there is specific 
information needed you will need to 
fill out the answers to questions in 
the questions tab. 

Some queries allow you to upload a 
file. Simply click ‘Add Files’ and then 
‘Choose File’ to select a file from  
your computer to provide additional 
information relevant to the query.

Give as much detail about  
your query as you can as this 
will help us investigate and 
resolve it quicker.     

Top tip...

Submit your query... Once you have 
filled out the required information click 
submit to send us your query. We’ll 
then send you an e-mail alert with a 
query reference number. 

Query update... The query will 
now be visible in your inbox, and 
until you have read it, it will be  
listed in the notifications at the  
top of the screen. 



Query  
notifications  
48 ���Every time the query is updated 

you will receive an e-mail alert  
to keep you informed. 

49 �Replying to a query via the  
Feed tab. 

50 �Viewing your Query Dashboard

Queries

		   �Logging in and  
getting around

		   �View your paperless  
and copy bills

		   �View your  
consumption data

	 	�Reports

	 	Submit a meter reading

	 	�Queries

	 	  �Raising a query 

	 	  �Query notifications

48

49
50

Rollover blue text or 
1  numbers on the 
screen illustration to 
reveal details.

21/22

e-guide MyBusiness-2020© Copyright EDF 2020. All rights reserved.

Query notifications... We may ask 
you for more information and assign 
a query back to you. Whenever this 
happens you will receive an e-mail, 
the query will be visible in your 
inbox, and until you have read it will 
be listed in the notifications at the 
top of the screen. 

Replying to a query... At any time 
you can click on a query and provide 
further information if requested  
or if you have additional information 
which will help us resolve your query.  

Give as much detail about  
your query as you can as this 
will help us investigate and 
resolve it quicker.     

Top tip...

Query Dashboard... Simply click  
on the link in the main navigation  
to access your overview of open  
and closed queries. 
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e-guides - a better way of working

Why an e-guide? At EDF we are committed to using the most 
sustainable working practices wherever possible and this includes 
when delivering communications to our customers.

E-guides significantly reduce the volume of printed material we need, 
reducing our carbon footprint.

Our customers appreciate e-guides because they offer timely delivery 
of easy to access information in an ideal format for the modern screen 
based working environment.

edfenergy.com/largebusiness

To view our fuel mix visit edfenergy.com
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