
Energy usage tracker guide: 
How to schedule a report 

Who this guide is for: Interval metering commercial customers, residential net metering and 
small commercial customers.

The Reporting feature in the energy usage tracker lets you schedule one-time or recurring electricity 
usage reports. 

• One-time report: Create a report with up to seven years of historical usage data. Reports are typically
available the next day.

• Recurring report: Automatically receive updated reports daily, weekly or monthly, with access to up to two
years of historical usage data.

Choose the report type that meets your needs and follow the steps below.

Schedule a one-time report

To schedule a one-time report, follow these steps:

STEP 1
Log in to your 
self-serve portal. 
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https://www.torontohydro.com/log-in


STEP 2
Scroll down to 
the bottom and 
click Track my 
energy use. 

STEP 3
Select Reporting 
and Schedule 		
a one-time 	
report option.   

STEP 4
Create a name 
for the report.  
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Note: The following options are available: in the Customize your report section of the Reporting tab. Initially, only 
the first option is enabled: Select meter(s). As you complete each selection, the next option becomes available.  

For example, once you select a meter, the second option is enabled: Select time period. Continue making your 
selections until all required options have been completed. 

STEP 5
Select one or 
more meters to 
include in your 
report. 
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STEP 6
Select time 
period from 
the available 
options. Based 
on your selection, 
the Start date 
and End date 
fields will be 
automatically 
populated. 

STEP 7
Select the 	
meter channel(s). 
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STEP 8
Select the 
interval length, 
then click 
Schedule report.  

Note: You’ll receive an email notification from do-not-reply@torontohydro.com when your report is ready. 
Reports are typically available the next day. 

Example notification:  
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Schedule a recurring report

To schedule a recurring report, follow these steps: 

STEP 1
Log in to your 
self-serve portal. 

STEP 2
Scroll down to 
the bottom and 
click Track my 
energy use. 
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STEP 3
Select Reporting 
and click 
Schedule a 
recurring report. 

STEP 4
Create a name 
for the report.  

Note: Initially, in the Customize your report section, only the first option is enabled: Select report frequency. As 
you complete each selection, the next option becomes available.   

For example, once you select report frequency, the second option is enabled: Select meter(s). Continue making 
your selections until all required options have been completed. 
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Example: To receive the same report every Thursday, select Weekly as the frequency and choose Thursday as the 
delivery day.  

Enter a Start date and, optionally, an End date. If you want to continue receiving the report indefinitely, leave the 
End date field blank. 

STEP 5
Select your 
preferred report 
frequency.  

STEP 6
Select one 
or multiple 
meters to view 
their electricity 
usage data. 

Note: Some meters are unavailable for the selected date range. To access their data, schedule a one-time report. 
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STEP 7
Select the time 
period from 
the available 
options. Based 
on your selection, 
the Start date 
and End date 
fields will be 
automatically 
populated.  

STEP 8
Select the 	
meter channel(s).

STEP 9
Select the 
desired interval 
length, then click 

. Schedule report
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Note: You’ll receive an email notification from do-not-reply@torontohydro.com when your report is ready. 
Reports are typically available the next day.  

Example notification:  

Have questions?

For more information, visit:

• Energy usage tracker  

• Account and user management frequently asked questions 

• Frequently asked questions for third parties 

• My usage frequently asked questions
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