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Overview of functionality 
  

Functionality (Gas / Power) Gas Power 

Dashboard 

My account balance Yes No 

My latest invoice / Invoices Yes Yes 

My latest gas reading / Meter reading Yes Yes 

My contract details Yes No 

Renew or agree a new contract Yes No 

Metering 

Submit meter reading Yes Yes 

Submit multiple meter readings Yes No 

View meter reading history Yes No 

Invoicing 

For all accounts Yes No 

For account / For group account Yes Yes 

For agreement / For account Yes Yes 

Balance View and download Yes No 

Billing reports For all accounts / For account Yes No 

Consumption and cost 

reports 

Consumption reports Yes Yes 

Energy cost reports Yes No 

Cost of fuel reports Yes No 

AMR and smart metering Yes Yes 

Manage my details 
Manage site details Yes No 

Change password Yes Yes 

Admin 
Add users Yes Yes 

Manage existing users Yes Yes 

 

 

 

 

 



 

Accessing the portal 
 
You can access the portal via this link: 

https://my.sefe-energy.co.uk/ 

 

Alternatively, you can access the portal via the SEFE Energy 

website: 

 

1. Select Login 

2. Select My SEFE Energy 
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Registering as a new user – customer 
 
To register as a customer: 

1. Navigate to the register tab 

2. Select the Customer tab 

3. Fill in the form 

4. Upload a SEFE Document that has been sent to you. This is for 

validation purposes. 

5. Select the Terms of use link and scroll to the bottom to accept 

6. Select Register 

 

 

 

 

 

 

 

 

 

  
 

 

 

 

 

 



 

Registering as a new user – TPI 
 
To register as a TPI: 

1. Navigate to the Register tab 

2. Select the TPI tab 

3. Fill in the form 

4. Click Select file to upload a Letter of Authority (LOA) document 

5. Click Allow access until date to select the date for which you are 

authorised to have access to the account(s) 

(Note: This should match what is in the LOA document) 

6. Select the Terms of use link and scroll to the bottom to accept 

7. Select Register 

 

To register as a TPI with multiple account requests: 

1. Follow steps 1-7 above for initial account request 

2. Click Add new request 

3. Fill in Account number(s) & Finance reference(s) field, Upload 

LOA file and select Accessible until date for the new request 

4. Click Add new request 

5. Repeat steps 3-4 for as many new requests you want 

6. Click Register to submit all requests in the list 

 

 

 

 

 

 

 
 

 

 

 

 

 



 

Selection tool 
 
The selection tool is present throughout the portal and allows you to easily select between your different accounts and agreements. 

 

• If you have both gas and power accounts with SEFE Energy, you can use the Energy selection box to select either Gas or Power. 

 

Given you have gas selected: 

• You can select a different account using the Account selection box. 
▪ Use the MPRN selection box to select between any MPRNs associated with the selected account. 

▪ Use the Agreement selection box to select between any agreements associated with the selected account and MPRN. 

 

 
 

Given you have power selected: 

• You can select a different group account using the Group Account selection box. 

▪ Use the MPAN selection box to select between any MPANs associated with the selected group account. 

▪ Use the Account selection box to select between any accounts associated with the selected group account and MPAN. 

 

 

 

Greyed out selection boxes: 

• Selection boxes that are unrelated to the page will be greyed out. 

▪ For example, the balance page for gas is only relevant at the account level, therefore the agreement and MPRN selection boxes are 

greyed out. 

 

 



 

Gas – Dashboard 
 
Dashboard 

After logging in to the portal, you will see a dashboard displaying details about the selected account and agreement. 

• My account balance (refers to selected account) 

• My latest invoice (refers to selected agreement)  

• My latest gas reading (refers to selected agreement) 

• My contract details (refers to selected agreement) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Selecting another account and/or agreement using the selection tool will refresh the dashboard. 
 

 

 

 

 



 

Gas – Submit meter reading 
 
Navigating to the page 

To get to the submit meter reading page you can: 

• Select Submit a meter reading button on the gas dashboard 

• OR navigate to the Metering menu option and select the Submit 

meter reading tab 

  

Submitting a meter read 

1. Ensure that the correct account, MPRN and agreement are 

selected in the selection tool at the top of the page 

2. Enter Current meter reading date i.e. when you took the meter 

reading 

3. Enter Current meter reading 

4. Click Send 

 

Note: To ensure you correctly enter a meter reading, use the How 

to read your gas meter guide which is linked on the page. 

 

You should aim to submit your meter readings between the 25th 

and 5th for your meter read to be used in the invoice. See the Help 

– Metering and new connection page for further details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.sefe-energy.co.uk/help-and-support/metering/meter-readings/how-to-read-your-business-gas-meter/
https://www.sefe-energy.co.uk/help-and-support/metering/meter-readings/how-to-read-your-business-gas-meter/


 

Gas – Submit multiple meter readings 
 
Navigating to the page 

Navigate to the Metering menu option and select the Submit 

multiple meter readings tab. 

  

Submitting multiple meter reads - template 

This page allows you to submit meter readings for multiple live gas 

agreements linked to your profile. 

 

To do this: 

1. Download the bulk meter reads upload template 

(Note: this template will include all live agreements for all the 

gas accounts linked to your profile) 

2. Open this template in excel and enter meter reading dates and 

meter readings in the relevant rows 

3. Save and upload this file using the Select file to upload box 

4. Click Upload and validate 

5. Once uploaded, correct any error messages, and check your 

readings before selecting Submit meter readings 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – View meter reading history 
 
Navigating to the page 

Navigate to the Metering menu option and select the View meter reading history tab. 

 

Meter read history table 

In the table you can view a history of meter readings for the agreement selected, with the most recent reading date at the top. 

 

To download the information in the table in a csv file, select Download. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Invoicing 
 
Navigating to the invoicing page 
To view invoices and credit notes, select the Invoicing menu option. 

 
You can select to view invoices and credit notes for the selected 

agreement, the selected account or for all accounts linked to your 

profile. 

 
Invoices for selected agreement 

To view invoices and credit notes for the selected agreement, 

select the For agreement tab. 

 

Here you will see a table with your invoices and credit note 

information. 

 

Click the download icon to download a PDF of the invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Invoices for selected account 

To download invoices for all agreements associated with the selected account, select the For account tab. 

 

Here you can select one of the options available. 

The results will download as PDFs into a zip folder. 

 

 

 

 

 

 

 

 

 

 

Invoices for all accounts 

To download invoices for all accounts and agreements linked to your profile, select the For all accounts tab. 

 

Here you can select one of the options available. 

These will download as PDFs into a zip folder. 

 

 

 

 

 

 

 

 



 

Gas – Balance 
 
You can view a summary of the total balance and overdue balance for the selected account on the homepage dashboard. 

 

Navigating to the balance page 

Select View balance information button on the gas dashboard or select the Balance menu option. 

 

Here you will see a table showing details of all outstanding invoices and credit notes contributing to the account balance. 

• You can download the invoice or credit note PDFs by selecting the the icons in the Download column. 

• You can download this table as an excel file using to Download .xlsx button. 

• You can download a balance statement using the Download .PDF button. 

• To set up a direct debit, you can download a direct debit mandate form using the Download DD Mandate button. This form should be 

submitted to enquiries@sefe-energy.com. 
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Gas – Billing reports 
 
Navigating to the billing reports page 

To download billing reports, navigate to the Reporting menu option 

and select Billing reports in the dropdown. 

 

You can select to download billing reports for the selected account 

or for all accounts linked to your profile. 

 

Downloading the reports 

1. Select a date range 

2. You can configure which fields you want in the report by using 

the arrows to move fields across from the Available report data 

box into the Selected report data 

o The > and < buttons move one field at a time 

o The ≫ an ≪ buttons move all fields at once 

o You can select the  and  arrows next to the Selected 

report data box to change the order of the fields 

3. Select Download. Your report will download as a csv file 

 

Copy data selection – Previous reports log (for account only) 

To copy the data selection from a previous report you have 

downloaded, scroll down to the Previous reports log. 

 

Select Copy data selection next to the report you wish to copy. This 

will populate the Selected report data box above to match the fields 

of the previous report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Invoice consumption reports 
 
Navigating to the invoice consumption reports page 

Navigate to the Reporting menu option and select Consumption and 

cost reports in the dropdown. Then select the Consumption reports 

option. 

 

You can select to download consumption reports for the selected 

agreement, account or for all accounts linked to your profile. 

 

Downloading the reports 

1. Select report date from and report date to (within a 12-month 

period) 

2. Select Download – your report will download as a csv file 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Daily consumption reports 
 
Navigating to the daily consumption reports page 

Navigate to the Reporting menu option and select Consumption and 

cost reports in the dropdown. Then select the Daily consumption 

reports option. 

 

 

Downloading the reports 

Select the Download report button to generate a report for the 

selected agreement. Consumption is provided in kWh. 

 
The report will download as a csv file 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Energy cost reports 
 
Navigating to the energy cost reports page 

Navigate to the Reporting menu option and select Consumption and 

cost reports in the dropdown. Then select the Energy cost reports 

option. 

 

You can select to download energy cost reports for the selected 

agreement or account. 

 

Downloading the reports 

1. Select report date from and report date to 

2. Select Download. The report will download as a csv file 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Cost of gas reports 
 
Given you have a gas basket linked to your profile, you can download 

cost of gas reports. 

 

Navigating to the cost of gas reports page 

Navigate to the Reporting menu option and select Consumption and 

cost reports in the dropdown. Then select the Cost of gas reports 

option. 

 

Downloading the reports 

To download the latest reports for all your baskets, select Download 

recent. 

 

To download reports for a particular basket, use the basket 

dropdown to select a basket. 

 

Here you can see all cost of gas reports for that basket: 

• You can download an individual report by selecting the download 
icon at the end of the row. 

• You can download all reports for this basket by selecting 

Download all. 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – AMR and smart metering 

Navigating to the AMR and smart metering page 

Navigate to the Reporting menu option and select Consumption and 

cost reports in the dropdown. Then select the AMR and smart 

metering option. 

 

You can select to download AMR and  reports for the selected 

agreement, account or for all accounts linked to your profile. 

 

For agreement – Consumption graph 

Given you have a smart meter or an AMR device, selecting For 

agreement will generate a monthly view graph of the selected 

meter’s consumption for the contract period.  

 

You can navigate between Yearly, Monthy and Daily views. In 

addition, you can double click on bars to drill through from Yearly to 

Monthly to Daily views.  

 

The graphs and reports display data sent directly from the meter. 

The units depend on the unit of your meter which you can find on 

your invoices (e.g. m³, ft³). 

 

For agreement – report download 

Select Download last 12 months’ data to download a csv file with up 

to 12 months of AMR and smart metering data for the selected 

agreement. 

 

Alternatively, select Choose date range to specify a start and end 

date for the report download. 

 
 

 

 
 

 

 

 

 

 



 

For account – report download 

Select the for account option. 

Input Report date from and Report date to, then select download. 

 

This will download a single csv file for agreements within the 

selected account with AMR/Smart metering consumption data. 

 

For all accounts – report download 

Select the for all accounts option. 

Input Report date from and Report date to, then select download. 

 

This will download a single csv file for agreements linked to your 

profile with AMR/Smart metering consumption data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 

 

 



 

Gas – Manage billing details 

 
Navigating to the billing details page 

Navigate to the Manage menu option and select Manage site details 

in the dropdown. Then select the Billing details option. 

 

Here you can view the existing billing details for the selected 

agreement. 

 

To update your billing details, fill in the form fields and click Send. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Manage site address 

 
Navigating to the site address page 

Navigate to the Manage menu option and select Manage site details 

in the dropdown. Then select the Site address option. 

 

Here you can view the existing site address for the selected 

agreement. 

 

To update your site address, fill in the form fields and click Send. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Gas – Manage emergency contact 

 
Navigating to the emergency contact page 

Navigate to the Manage menu option and select Manage site details 

in the dropdown. Then select the Emergency contact option. 

 

Here you can provide us with emergency contact details for the 

selected agreement.  

 

To update your emergency contact details, fill in the form fields and 

click Send. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Power – Metering 
 
Given you have selected a power account with a non-half-hourly 

meter type in the selection tool, you can submit meter readings 

using the portal. 

 

Navigating to the metering page 

On the home page, select the Submit a meter reading button. 

Alternatively, select the Metering menu option. Then select the 

Submit meter reading option. 

 

Submitting a meter reading 

For each meter serial number and register: 

1. Enter a current meter reading date (note: the date must be the 

same for all registers under the same meter serial number) 

2. Enter the current meter reading 

3. Click Send 

 

You will then see a confirmation that the meter read has been sent 

to the customer services team. 

 

Note: To ensure you have entered the meter readings correctly, click 

the How to read your electricity meter link. 
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Power – Invoices 
 
Given you have selected a power account in the selection tool, you 

can view power invoices. 

 

Navigating to the power invoices page 

On the home page, select the View invoices button. Alternatively, 

select the Invoicing menu option. 

 

View invoices for account 

Select the For account option. 

 

Here you will see a summary of invoices for the account selected. 

Click the Download icon to download your PDF invoice. 

 

View invoices for group account 

Select the For group account option. Here you will see a summary of 

invoices for accounts within the selected group account. Click on the 

respective icons to download: 

 

• Group summary (PDF) – a multi-page document with a cover 

sheet, list of each site and a backing page per site with bill 

calculations. 

• Group statement (PDF) – similar to the group summary without 

the backing page per site. 

• Detailed group statement (Excel) – a breakdown of the invoices. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Power – Daily consumption reports 

 
Given you have selected a power account with a half-hourly meter type in the selection tool, you can access daily consumption reports. 

 

Navigating to the Daily consumption report page 

On the home page, select the Consumption report button. Alternatively, select the Reporting menu option and click Consumption and cost 

reports in the dropdown. 

Select the Daily consumption reports option. 

 

Viewing Daily consumption report 

1. Enter a report date from and report date to 

2. Select Show 

Here you will see a graph showing the total kWh for the selected period. Hovering over points on the graph will show the details for each day. 

3. Select Download to download this report as a csv file.  

 

 

 

 

 

 

 

 

 

 

 



 

Power – Half-hourly consumption 

reports 

 
Given you have selected a power account with a half-hourly meter 

type in the selection tool, you can access half-hourly consumption 

reports. 

 

Navigating to the Half-hourly consumption report page 

On the home page, select the Consumption report button. 

Alternatively, select the Reporting menu option and click 

Consumption and cost reports in the dropdown. 

 

Select the Half-hourly consumption reports option. 

 

Viewing Half-hourly consumption report 

1. Enter a date  

2. Select Show 

 

Here you will see a graph showing the total kWh for every half-hour 

for the selected date. Hovering over points on the graph will show 

the details for each day. 

 

3. To view data for another day, enter another date in the box to 

the right of the selected date  

4. Select Show additional data – this will add another line in the 

graph, allowing you to compare data consumption per day. 

Note: you can view up to 5 dates worth of data at one time. 

5. To view data in a csv file, click Download 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Power – AMR and smart metering 
 

Navigating to the AMR and smart metering page 

Navigate to the Reporting menu option and select Consumption 

and cost reports in the dropdown. Then select the AMR and smart 

metering option.  

 

Consumption graph 

Given you have a smart meter or an AMR device, selecting AMR and 

smart metering will generate a monthly view graph of the selected 

meter’s consumption for the contract period.  

 

You can navigate between Yearly, Monthy and Daily views. In 

addition, you can double click on bars to drill through from Yearly 

to Monthly to Daily views.  

 

Downloading the reports 

Below the consumption graph, select Download last 12 months’ 

data to download a csv file with up to 12 months of AMR and smart 

metering data for the selected agreement. 

 

Select Choose date range to specify a start and end date for the 

report download. 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

 



 

Manage users – Add new user 

 
You can add another user so they can manage your gas and/or 

power accounts using the add new user page. 

 

Note: For security purposes, the manage users functionality is only 

available to users who were created by the SEFE team. If your 

profile was added by a collegue, you are unable to add or manage 

users.  

 

Navigating to the Add new user page 

Navigate to the Manage menu option and select Manage users in 

the dropdown.  

 

Select Add new user. 

 

Adding a new user 

1. Fill in the new user’s details. 

2. Use the gas account and/or power group account dropdowns to 

select the accounts you want them to have access to. 

3. To delete an account from the selection, click the checkbox then 

select Remove selected accounts. 

4. When you are happy with your account selection, select Add 

user. 

5. The new user will receive an email prompting them to log in. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Manage users – Manage existing users 
 

Navigating to the Manage existing users page 

Navigate to the Manage menu option and select Manage users in 

the dropdown.  

Select Manage existing users. 

 

Select users 

You can select a user to manage by looking through the list or 

searching for users in the search box. 

Click Manage at the end of the row to manage that users profile.  

 

Manage users details and access 

• In the user details section, you can edit the users name, phone 

number and email (their username)  

• You can lock/unlock the users profile using the tickbox 

• Remember to select save users details 

• Expand the Gas account(s) section to add and remove access to 
gas accounts 

• Expand the Power group account(s) section to add and remove 
access to power group accounts 
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Request access to additional accounts 

(TPIs) 
 
This feature is only available for TPI users. 

 

Navigating to the page 

Navigate to the Manage menu option and select Request access to 

additional accounts in the dropdown.  

 

Request access form 

1. Provide a Reference number (see tooltip) for the accounts you 

wish to access 

2. Click Select file to upload a Letter of Authority (LOA) form 

3. Click Accessible until date to select the date for which you are 

authorised to have access to the account(s) 

(Note: This should match what is in the LOA document)  

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 



 

Change password 
 
Navigating to the change password page 

Navigate to the Manage menu option and select Change password 

in the dropdown. 

 

Enter your current password, new password and confirm new 

password. Select Change password. 

 

You will receive an email conformation to confirm your password 

has been changed successfully.  

 

Forgotten password 
 

If you have forgotten your password, on the login page select the 

Forgotten password tab. 

 

Enter your email address and click Submit. 

 

If the email you entered matches an existing username on our 

system, you will receive an email to reset your password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 


