Count on Us

Landlord Utility Services

Work Instructions




Services
3 's Lanclord Utiity Services, where you can manage utiity services at
p?m':sE:‘am;gc"el A Landlord Utiity Services account alows you to view your
r service, and download energy use data. Ready to get started? Emai us or cal
boday!

Log In Page

To enter the portal, simply enter your
assigned User ID and Password,

provided by Consumers Energy.

The website address for the portal is:

https://[www.consumersenergy.com/landlord




Welcome, Landlord LLs [ Log Out

Communty Selection: | FLAMINGO TRAILER CT  ~ | Energy Use Hstory J F‘*‘ service J I Trnsacton ml

Community Detail

Move InDate  Move Out Date  Status

Address Current Tenant

22600 MIDDLEBELT RD LENINGG TRAILER 171072011

ANTHONY

BARTOLOMUCCI O6/12/2008

22600 MIDDLEBELT RO

22600 MIDDLEEELT RO PAUL SCHILINSKI 10/22/2009

22600 MIDDLEEELT RD Vacant Unit

22600 MIDOLESELT RD Vacant Unit

SHARON VISNYAK 06/12/2008

22600 MIDDLESELT RD

22600 MIDDLESELT RD Lisa Compten 10/25/2011

FLAMINGO TRAILER

22600 MIDDLESELT RD -7 11/01/2011

DAVID BENNETT 04/23/2008

o o ooaoaoaon

22600 MIDDLESELT RD

FLAMINGO TRAILER

[T 22600 MIDDLEBELT RD a 11/30/2009

Rows Per Page: | 10 f'j

authorized to access the information.
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Manage My Communities

The Landing Page provides you
access to the functionality within the
portal and is the starting point for
any transaction within the site.




Manage My Communities
. Allows you to
Page Overview perform

administrative
functions for each
user profile

Allows you to select
another community
owned [ managed
by the landlord ' Manage Communites
(if applicable)

—_— &~ & Launches the desired function
ommuntty Selection: ~ WOODLAND GLEN APT l&«wumnmﬂ Fl‘ransquw:L] : | for the selected property

Community Detail

Current Tenant Move In Date Move Out Date  Status

20740 WOODLAND GLEN DR WOODLAND GLEN APT  06/07/2008

Allows you
to select
specific/
multiple

properties
20740 WOODLAND GLEN DR SABRINA SMITH 09/26/2009

for each
20740 WOODLAND GLEN DR 2 JOHN DOE 10/06/2011

transaction
20740 WOODLAND GLEN DR ANDREA PRATER 10/23/2009

20740 WOODLAND GLEN DR 1 WOODLAND GLEN APT  11/01/2009

20740 WOODLAND GLEN DR WILLIAM KOCH 06/07/2008

20740 WOODLAND GLEN DR BRYAN MARRA 06/07/2008

20740 WOODLAND GLEN DR CYNTHIA ASTLE 06/07/2008

20740 WOODLAND GLEN DR ANNE KORCH 08/14/2009

WOODLAND GLEN APT  06/07/2008

20741 WOODLAND GLEN DR

age 1 of 34 (339 items) f1) 2 3 4 5 6 7 322 33 38 W , ) B

Export o PDF Export to Excel Rows Per Page: |10 2

0 ﬂmtwﬁmmtandwﬂfvmtyouamauﬂmmdtoacossmemfonmuon.

S Allows you to export property
= data to Excel spreadsheet or
PDF document
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Community Selection

To use the
Community Welcome, Landlord LLs [ Log O
Selection option, -

simply click the I

Community Selection: WOODLAND GLEN APT v | Energy Use I
drop dOWn arrOW Cemmunity Streveytu — ]

| FLAMINGO TRAILER CT Middlebelt Rd Farmington Hills

and select the s
Move Out Date Status

Address
- NORTH HILLS VLG APT - W 12 Mile Rd Southfield

CO m m U n ity yo u | SOMERSET PARK APTS & Dorchester Dr N Troy

20740 woQ THE PAVILION CT APT Pavilion Dr Nowvi
WOODLAND GLEN APT Woodland Glen Dr Northville

1

would like to view.
The portal will
show only the
properties that
belong to the
newly selected F e o e

20740 WOO!

20740 WOODLAND GLEN DR WILLIAM KOCH 06/07/2008

20740 WOODLAND GLEN DR BRYAN MARRA 06/07/2008

20740 WOCDLAND GLEN DR CYNTHIA ASTLE 06/07/2008

20740 WOCDLAND GLEN DR SABRINA SMITH 09/26/2009

20740 WOODLAND GLEN DR JOHN DOCE 10/06/2011

20740 WOODLAND GLEN DR ANDREA PRATER 10/23/2009

ANNE KORCH 08/14/200%

nonooononoaoan

20740 WOODLAND GLEN DR

Page1of34(339rtems) ft] 2 3 4 5 32 33 B

I Select All Pages Export to PDF Export to Excel

data for the premise(s) you select, you represent and certify that you are authorized to access the information.

By accessing the consumption

Rows Per Page: |10 =

community.
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Energy Use History Option

Welcome, Landlord LLs [ Log O

To view the usage s st
history for a property,
check the box next to
the address and click ) —— b

Community Detail

¢ - 1} ,
E n e rgy U S e H I St O ry . | Address Current Tenant Move In Date Move Out Date V Status

20740 WOODLAND GLEN DR WOODLAND GLEN APT  06/07/2008

1

20740 WOODLAND GLEN DR WOODLAND GLEN APT  11/01/2009

20740 WOODLAND GLEN DR WILLIAM KOCH 06/07/2008

BRYAN MARRA 06/07/2008

You may select
multiple properties,
only one location, or
choose to select all

properties for this

dilaeIE | A e el

represent and certify that you are authorized to access the information.

20740 WOODLAND GLEN DR

20740 WOODLAND GLEN DR CYNTHIA ASTLE 06/07/2008

20740 WOODLAND GLEN DR SABRINA SMITH 09/26/2009

20740 WOODLAND GLEN DR JOHN DOE 10/06/2011

20740 WOODLAND GLEN DR ANDREA PRATER 10/23/2009

20740 WOODLAND GLEN DR ANNE KORCH 08/14/2009

WOGCOLAND GLEN APT  06/07/2008

_\_l_l_\_l_l_IHﬂ

20741 WOODLAND GLEN DR

Page 1 of 34 (339 items) ) 2 3 456 7 322 33 34 QG B

By accessing the consumption data for the premise(s) you select, you
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Step 1.
Select Date

Click Submit

Range e ]
Start Date: End Date:
11/8/2007 |v| 11792011 v

Energy Use History

Address Unit Start Date End Date Electric (KWH) Gas (MCF)
I 1424 KIRTS BLVD 103 10/23/2009 11/24/2008 0.00 1.20
1424 KIRTS BLVD 103 11/25/2009 12/29/2009 0.00 9.30
I 1424 KIRTS BLVD 103 12/30/2009 01/28/2010 0.00 7.70
I 1424 KIRTS BLVD 103 01/29/2010 03/26/2010 0.00 15.20

BpottoPOF | | ExottoExce Rate Information

T A

Step 3.
Export to Excel

Note: 24 MONTHS OF HISTORY IS :
AVAILABLE - THE VIEW WILL DEFAULT or PDF if
TO 12 MONTHS needed

Counton Us



Transfer Service Option

To transfer service m'mm% B
from one tenant to
another, or to remove
the service from your Communty Selecton:  WOODLAND GLEN 47T~

name, check the box

Manage Communtties Manage Users

| Transacton Hstory |

Community Detail

n eXt tO t h ed d d ress C Address - Unit » [Em—— Move In Date | Move Out Date | status A
o
an d CI IC k [T 20740 WOODLAND GLEN DR WOODLAND GLEN APT  06/07/2008
“Tra n Sfe I S e rvic e 2 . 20740 WOODLAND GLEN DR 101  WOODLAND GLEN APT  11/01/2009
[ 20740 WOODLAND GLEN DR 102 WILLIAM KOCH 06/07/2008
[T 20740 WOODLAND GLEN DR 103 BRYAN MARRA 06/07/2008
O n ly one un it ma y b e [T 20740 WOODLAND GLEN DR 104  CYNTHIA ASTLE 06/07/2008
S e I e Cte d fo r th iS [T 20740 WOODLAND GLEN DR 201 SABRINA SMITH 09/26/2009
[T 20740 WOCDLAND GLEN DR 202 JOHN DOE 10/06/2011
fe d t ure. [ 20740 WOODLAND GLEN DR 203 ANDREA PRATER 10/23/2009
| [~ 20740 WOODLAND GLEN DR 204 ANNE KORCH 08/14/2009
[T 20741 WOODLAND GLEN DR WOODLAND GLEN APT  06/07/2008
Page 1 of 34 (339 items) 234567 .. 23 ¥»0O® S

[ssaniroms | [[somunr | [omosal |

yousdett,voumpmmtandwﬁfymatyouareau

Rows Per Page: |10 =

By accessing the consumption data for the premise(s) thorized to access the information.
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Transfer Service — Selecting the new party

Welcome, Landlord LLs [ |

Manage Communities Manage Ui

1400 KIRTS BLVD - 202

Tenant Moving In




Owner Moving In

When the Owner is moving in, the option
will be presented to update the final

Manage Communties Hanage mailing address for the tenant that is
leaving. While this information is not
required, Consumers Energy requests that
you update it whenever possible to assist
us with collecting on the tenant’s final bill.

Welcome, Landlord LLs

Transfer Service

1400 KIRTS BLVD - 102

The * fields are required.

* Transfer Date [11/11/2011

To transfer service, simply select the date

rLean Meter Read foxmbet b the transfer is to be effective and provide
Mailing Address d by clicking the dials or entering the numoe! W. : :
iy Person © Organization %fn::ﬂran";:errf:::on;fourdgk, ignore the left-most dal. a meter read If deSII"ed. |f you dO not

Final 1 IF an actual meter read i not provided, we will estimate the bil. :
First Hame [ CHARLES Your Gas Meter Number: 25253945 PrOVlde a meter read, Consumers Enel"gy

I [weamemwor0 | will prorate the read which may result in
less accurate billing.

House Number
Street Name
Unit Number

When you have finished, click “Confirm”.

Counton Us



Confirmation Page

Welcome, Landlord LLs

Manage Communities Manage U

i : After you have submitted your

1400 KIRTS BLVD - 102 information, you will receive a
If the following information s correct, please ciik on the Submit button below. To conf!rmatlor} page that will ask you to
revise your information, dlick Back. confirm the information entered.
11/11/2011

After verifying the information is correct,
you may click the “Submit” button in the
lower right corner of the screen.

If the information entered is not accurate,
you may click “Back” and the transfer of
service will not be processed.

Consumers Energy
Counton Us




Gonsumers Energy )
“Counton Us

Manage Communtties

Manage Users

Transfer Service

22600 MIDDLEBELT RD

The * fields are required.

Tenant Name @ person © Organization

* Frst tlame

s s
Date of Birth 12/2/1986 [

+ Please provide one or more of the following:

New Tenant

Mailing Address (F dfferent from service address)

e

o E—
s (&

Counton Us

o
o s e —
Driver's License please answer the following questions to help us assign the correct
Nurmber P123456789123 e
State : :
Is this the tenant’s primry residence?
formation
contaetin Is the tanant 65 years of age or older and the head of the
% Telephone Number 8004775050 household?
E-mai Address E What type of fuel is usad to heat the home?
Current or Previous Address s there electric-powered medicall-requred e support
equipment in use 3t this residence?
b DI Does the tanant curently receive low income assistance?
* Street ame
i ] « Landlord represents that they have validated the
ma@mw’sldmtl’ammhaspumhﬂonto @ yes O lio
i use the new s personal
+* State @ mrmuonm«dumﬁmnewnmnmm
the new 's name.
2 ot
Back Confim
f
| [
_____———‘

and A
A)O
eq ed
O 3
or to re
3
O
be =
de
C O
d e
O
o
o o
=
O O
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O



Confirmation Page

Welcome, Landlord LLs

Manage Communities Manage

After you have submitted your
information, you will receive a
confirmation page that will ask you to

confirm the information entered.

If the following information is correct, please click on the Submit button below. To
revise your information, click Back.

Date of Move Out BUSERS After verifying the information is correct,

you may click the “Submit” button in the
—— lower right corner of the screen.
w If the information entered is not accurate,
you may click “Back” and the transfer of
Jpakkal@cmsenergy.com

e service will not be processed.
Lansing, M1 48906

Consumers Energy
Counton Us




Transaction History Option

Welcome, Landlord LLs [ Log Out]

Manage Communities Manage Users

Communtty Selection: = FLAMINGO TRAILER CT

g oooooamoongm

r

Address

22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD
22600 MIDDLEBELT RD

22600 MIDDLEBELT RD

\‘ Page 1 of 23 (223 items)

A4

AlS

AlS

A7

) 2 3 4 5 6 7

accessing the consumption data for the premise(s) you select, you represent and certify that you are autl

Community Detail

Current Tenant

FLAMINGO TRAILER CT

ANTHONY
BARTOLOMUCCI

PAUL SCHILINSKI

SHARON VISNYAK
FLAMINGO TRAILER CT
FLAMINGO TRAILER CT
DAVID BENNETT
FLAMINGO TRAILER CT

21 2 3 MW

Move In Date

10/12/2011

06/12/2008

10/22/2009

06/12/2008
10/25/2011
11/01/2011
04/23/2009

11/30/200%

Move Out Date  Status

Vacant Unit

Vacant Unit

Rows Per Page: | 10 H

horized to access the information.

L ——————————

Counton Us

To view the history
of any transfers of
service for a
community, select
the community and
click “Transaction
History”.




Transaction History

Welcome, Landiord LLs [ Log Out

Consumers @

Count on Us

Step 1 Manage Communities
. \
Select Date ~ P2
Transaction History ‘ I k b 1
Start Date: End Date: -
o | 11/17/2010 Iv] [111712011 IV} l Submit I
Address unit Description Effective Date Tenant Name
22600 MIDDLEBELT RD Move Out 10/11/2011 ANTHOMY BARTOLOMUCCI
22600 MIDDLEBELT RD A10 Move Out 10/11/2011 CLAUDIA HERNANDEZ
22600 MIDOLEBELT RD Move In 10/12/2011 FLAMINGO TRAILER CT
22600 MIDDLESELT RD A1D Move In 10/12/2011 CURRENT OCCUPANT 7000570311
22600 MIDOLEBELT RD 415 Move Qut 10/15/2011 KURT TAYLOR
22600 MIDDLEBELT RO A1S Move In 10/16/2011 CURRENT QCCUPANT 7000570388
22600 MIDDLEBELT RD ALD Mave Out 10/17/2011 CURRENT QCCUPANT 7000570311
22600 MIDDLESELT RO All Move Out 10/18/2011 LYNN KIRCHNER
22600 MICDLEEELT RD Al4 Move Qut 10/24/2011 MARY COX
22600 MIDDLEBELT RD Al Move In 10/25/2011 FLAMINGO TRAILER CT
22600 MIDDLESELT RD AlS Move Qut 10/31/2011 CURRENT OCCUPANT 7000570388
22600 MIDDLEBELT RD A15 Move In 11/1/2011 FLAMINGO TRAILER CT
EgottoPDF | | Export to Excel

Step 3.

Export to Excel
or PDF if
needed

Counton Us



Manage Users

et Wacon it g .
£ ﬁinaqe Communiies Manage Users
| i— H H [13

Tesls————— Neen 1y ot The portal is designed to allow a “Master

Communky Selecton:  WOOSLAND Glew 27+ e —— C—— Landlord” to create and manage users

lesmuin]  [Cotrsw] [ ithi i
oy within the portal, serving as an
= Communtty Oetal administrator. (e.g. Office Manager)
Address &
unit «  Current Tenant Move In Date Move Out Date  Stat
™ 20740 WOODLAND GLEN DR T S — Consumers Energy will assign one Master
I 20740 WOODLAND GLEN DR A User ID, which will have administrative
[ 207:0 WOOBLAND GLeN oR 102 WILLIAM KOCH rights to perform all functions within the
™ 20740 WOODLAND GLEN DR 103 BRvaNmaRRA portal. The Master ID has the ability to
T 20740 WOODLAND GLEN DR 108 CYNTHIA ASTLE 06/07/2008 create new users, delete current users
) )
T 20740 WOODLAND GLEN DR 201 SABRINA SMITH 05/26/2009 reset passwords, update proﬁles, and set
| m| 20740 WOODLAND GLEN DR 202 JOHN DOCE 0/ access Iimits for each user.
[ 20740 WOODLAND GLEN DR 203 ANDREA PRATER 0/23/2009 ‘
20740 WOODLAND GLEN OR 204 ANNE KORCH 08/14/2009 |
[ 20741 WOODLAND GLEN DR WOODLAND GLEN APT  08/07/2008 ‘ Access limits can be set by the
Page 1 of 34 (339 items) m 2 3 67 . 32 3 %QE administrator to allow each user to view
[ seectaipages | | Ewonworor | | Eworte Rows per page: [10 limited property/community information.

‘\ By accessing the consumption data for the premise(s)

CountonUs

you select, you represent and certify that you are authorized to access the information. ‘



From this page you can:
* Create anew user

* Update an existing profile
* Change a password

* Delete a user profile

To create a new user,
select “Create New User”

Update | Delete Users

Manage Communities

Manage Users

Welcome, Landlord LLs [ Log Out] I

|

Counton Us

To update, delete, or change
the password for an existing
user, click on the appropriate
user and make the appropriate
selection.

Manage My Users
Create Hew User Update Selacted User Change Password Delete Selected User
ﬁser ID Last Name E-Mail
landlord Landlord LLs landlord@cms.com
Lisa Compton Imcompton@cmsenergy.net
LLOtestuserl LLOtestuserl LLDtestuser1lld.com
First Name Manager prop_mgr@cms.com
propmgr2 Prp 2 prp@cms.com
test12 test test test@test.test
test34 test test test1@test.com
l M test test test@test2.com
test78 test test test@test3.com

Rows Per Page: |10 'I




Create User

- Welcome, Landlord LLs [ Log Qut
Wm@

Manage Communities Manage Users
Court on Us
. « Manage My Users
To create a new user, click “Create
Create Mew User | | Update Selected User | | Change Password ‘ | Delete Selected User
)
New User” from the Manage Users
WindOW. User ID +  First Name Last Name E-Mail
landlord Landlord LLs landlord@cms.com
. . lisapm Lisa Compton Imcompten@cmsenergy.net
[ H ”
Under User Informatlon fl” n the LLDtestuserl LLDtestuserl LLDtestuserl LLDtestuseri@lld.com
required fields. prop_mar First Name Manager prop_mar@cms.com
propmgr2 Prp 2 prp@cms.com
testl2 test test test@test.test
test3d test test testl@test.com
For each user you can select which testss test test test@test?.com
test7s test test test@test3.com

of the communities you would like
that user to access. In the example
shown, the new user is being

Rows Per Page: |10 =

User Information
granted access to only three of the
. . User ID (6-15 chars) E-Mail Address (x@x.x)
SIX propertles' |1pakk911 | ‘gpakkala@yahnn.cnm |
First Name Last Name
|Z.‘-1ch:-1r~,r | ‘ Pakkala |
Once the information has been _
Password (6-15 alpha-numeric chars)
: (43 ”»
entered, click ““Save User Account”. [sesesenarees |
Please select at least one community.
Community = House | Street City
ol FLAMINGO TRAILER CT 22600 Middlebelt Rd Farmington Hills
v GARFIELD PARK AFTS PO Box 39 Fraser
v NORTH HILLS VLG APT 26645 W 12 Mile Rd Southfield
Il SOMERSET PARK AFTS 24035 Dorchester Dr N Troy
- THE PAVILICN CT APT 22675  Pavilion Dr Mowvi
r WOODLAND GLEN APT 20969  Woodland Glen Dr Northville

| Cancel | | Save User Account

CountonUs



If you have further questions please contact
Consumers Energy.

Results@consumersenergy.com
Landlord and Small Business Support Team:

1-855-477-9027




