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BENCHMARKING WITH PORTFOLIO MANAGER

6 Why Should You Use
Portfolio Manager?

It is a Best Practice

Some 40 percent of U.S.
commercial building space is
already entered into Portfolio
Manager — making it the industry-
leading tool for managing and
reporting building performance.
When you add your buildings,

you will be joining more than

half of the Fortune 100°, half of
the nation’s largest healthcare
organizations, major league sports
teams, colleges and universities
and cities using Portfolio Manager.

It Will Be Required

Currently, the California Energy
Commission is creating a
statewide benchmarking and
transparency program mandated
by Assembly Bill 802 (AB 802),
signed into law in 2015.The
program will require owners

of commercial, mixed-use and
multifamily buildings larger than
50,000 square feet to report
benchmarking metrics publicly
on an annual basis using ENERGY
STAR Portfolio Manager.

AB 802 also requires California
utilities to provide aggregated
whole-building energy usage
information to building owners
upon request starting January 1,
2017, subject to certain thresholds
set by the number of active utility
accounts in commercial and
multifamily properties.

Access Portfolio Manager
by visiting
portfoliomanager.energystar.gov

For questions regarding
Portfolio Manager, please email
benchmarking@energycenter.org.

Introduction to Portfolio Manager

The ENERGY STAR® program was established by the Environmental
Protection Agency (EPA) in 1992. ENERGY STAR helps identify and promote
energy efficiency products and buildings. Through labeling and standards,
it additionally helps reduce energy consumption, improve energy security
and reduce pollution.

EPA’s ENERGY STAR building measurement and tracking tool, Portfolio
Manager®, is a free, online, secure resource for all types of properties.
Portfolio Manager is both a management tool and a metrics calculator.
As a management tool, it can be used to evaluate whole building energy
and water consumption, assess waste and materials management, track
changes over time, track green power purchases, share and report data
with others, create reports or apply for ENERGY STAR certification.

As a metrics calculator, Portfolio Manager will help organize and inform
your energy management strategy. Reports will easily generate energy
and water consumption figures, waste and materials management figures,
greenhouse gas emissions and your property’s ENERGY STAR score. Any
type of building can use the tool to generate an energy use intensity value —
or energy use per square foot value annualized for the most recent 12
months of data input to the tool. By tracking your energy use, you can
identify underperforming buildings, set investment priorities and track
improvements. Other popular metrics include weather-normalized energy
consumption values, greenhouse gas emissions metrics and the ENERGY
STAR 1-100 score.

It is important to note that ALL buildings can use Portfolio Manager —
regardless of the type and no matter whether or not they can earn the
1-100 ENERGY STAR score. Even in the absence of a 1-100 score, you

can compare your buildings to the national median, or to your own set

of buildings, in order to set targets and goals. With limited resources

and capital, you need to be strategic in focusing your resources in

order to achieve the greatest benefits from energy efficiency projects.
Benchmarking can help you understand which of your buildings can deliver
the largest savings and where you should focus your efforts as your energy
management activities get underway.

Portfolio Manager Reference Guide 3
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Benchmarking Coach Program 6 Benchmarking

Coaching
Need Help Benchmarking Your Building?
The Center for Sustainable Energy, on behalf of the San Diego Regional © No-cost tEChni_Céﬂ Sefppe
Energy Partnership, provides no-cost, one-on-one technical support to for benchmarking in ENERGY

building owners and operators in San Diego County. STAR Portfolio Manager

© For owners and operators of
commercial, multifamily and
public buildings in San Diego
County

Our Benchmarking Coaches help you

Create meters
and add data

Create an Add properties
account and buildings

0 Did You Know?

Setup
automated
benchmarking

Generate The average

reports on your I]]EE commercial building

property’s data wastes 30 percent of
the energy it consumes. If you

haven't done anything to save

Share your
information

Contact a Benchmarking Coach to get started! energy, chances are you'll find
many opportunities to improve.

Email benchmarking@energycenter.org Sl g et @izl

or ca" (858) 244-4849 benchmark reduce energy use an

average of 2.4 percent per year.

” Testimonials

“The phone support worked great in answering all my questions.”

“The Benchmarking Coach was terrific. She met with us several times, answered all our questions and helped us set up
everything so we can now benchmark our buildings.”

“The Benchmarking Coach knew what she was talking about. She gave me different report templates | could create to
tailor my property and make any necessary changes.”

“The Benchmarking Coach went above and beyond to help me out with benchmarking! She always followed up in an
extremely timely manner and was both kind and professional on the phone!”

The Benchmarking Coach program is a project of the San Diego Regional Climate
Collaborative, which is partially funded by California utility customers and administered
by San Diego Gas & Electric Company (SDG&E®) under the auspices of the California Public
Utilities Commission. Trademarks are property of their respective owners.

4 Center for Sustainable Energy | San Diego Regional Energy Partnership
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* Using Portfolio Manager
Key Steps

1) Creating a Portfolio Manager Account

Before you can get started using Portfolio Manager, you need to create an
account. Follow these steps to begin.

1. Creating a Portfolio Manager
Account

2. Adding a Propert
J / 1. Open your browser of choice and type in the URL:

portfoliomanager.energystar.gov
2. Click PORTFOLIO MANAGER LOGIN ().

3. Entering Energy and Water
Consumption Data

4. Sharing Your Property and

Meters with SDG&E At the bottom of the pop-up box, you will see a place to register as
a new user. Click REGISTER ).

ABOUT ENERGY STAR  PARTNER RESOURALCES — g

I l The simple choice for energy efficiency

ENERGY EFFICIENT ENERGY SAVINGS EMERGY EFFICIENT ENERGY STRATEGIES FOR

products athome new homes buildings & plants

Home = Buildngs & Plarts = Owners ard mansgers = Existing bulldings » Lise Portfeto Mansg
parmner | aboutus | press room | neip sesk [] poriotio mansger login
&

QWIS and managers Service providers Program adminisirators Tenants

Login 1o your account
Uzemame

Existing buildings  Commercial new congtruction  Industrial energy management Smadl business Congregaticns
forgot usemanmse?
Password: password
Torgat passwond?

Login
)

R NATIANAL BUILDING COMPETITION | —=2

IN THIS SECTION - ENERGY STAR'

=& PortfoliolVlanager®

The mast-used energy measuremant and tracking tool for commercial buildings

Leatn the benefits
Get started

Use Portielio Manaer =
Use Portfolioc Manager

AND THE WINNER IS...

How Portfolio Manager hilps you

e You've heand it befiore: you can’t manage what you don measure. That's why EPA

The benchmarking starer kit created ENERGY STAR Porfolic Managen®, an anling 1ool you can wse 1o measure

Identify your property type ¥ and track enengy and wWater ConSUMETIon, 35 well 35 greenhouse gas emissions. Lse Discover the new
Enter data into Portfolio Manager it 1o benchmark the performance of one building or 3 whole portfalio of buildings, a8 and impfﬂ\l'ﬂ'd

Get help accessing your utility data in & secure online environment Portfolio Manaaer

3. Enter the information requested in the form.

» On the right-hand side, you will see exclamation points and
informational notes to guide you as you enter information
throughout Portfolio Manager.

4. Be sure to mark the following:

» For”Reporting Units,” be sure to leave the “Conventional EPA units”
button selected.

Portfolio Manager Reference Guide 5
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« If you do not know if your organization is an ENERGY STAR partner,
leave the “No” button selected.

« For“Searchability in Portfolio Manager,” choose “Yes.”

5. Once you have entered all your information, click CREATE MY
ACCOUNT to finish the process.

+ You will go to the MYPORTFOLIO tab and a congratulations
message will appear in a green box at the top of the page.

2) Adding a Property

To get started, log in to Portfolio Manager at portfoliomanager.energystar.
gov. Then, follow these instructions to create a property and to enter
property information. If you have already added your properties to your
Portfolio Manager account, proceed to the next step.

1. Click ADD A PROPERTY on the MYPORTFOLIO tab.
MyPortfolio Sharing Planning

Properties (14)

Add a Property

2. Select your property type. For additional information, please
see Appendix A. Property Types in Portfolio Manager.

3. Choose the number of physical buildings on your property.

« If your property consists of a single building, choose the button
next to “One.”

« If you have multiple buildings as part of your property, choose the
button next to “More than One” and enter your total number of
buildings.

For example, you might choose “More than One” if you have two
physical buildings OR if you are a marina and want to break out your
dock square footage and energy usage.

4. For"Your Property’s Construction Status,” choose “Existing.”

Once you have entered all of this information for your property, click
GET STARTED.

6 Center for Sustainable Energy | San Diego Regional Energy Partnership

Helpful Data to Have

On Hand

You don't need very much
information to begin
benchmarking a property.
However, it is helpful to have the
following information on hand:

1. Property Information
Primary function, name,
address, year built

2. Property Data
Gross floor area and use
details (operating hours,
computers, workers)

3. Energy Bills
Invoices from all purchased
and on-site generated energy
(most recent 12 months)

4. Water Bills
Invoices from all water meters
on-site (most recent 12
months)

Properties with

Multiple Use Types

Some properties include multiple
use types, such as restaurants

in hotels, salons in senior care
communities and cafeterias in
hospitals. Generally, if a certain
use commonly occurs in the type
of property being benchmarked,
do not break it out as a separate
property use type. Simply include
its square footage with the
building’s primary use.

See Appendix A. Property Types
in Portfolio Manager for more
information.
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Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from a leased space in a lange office buslding, to a K-12 school with a pool, 1o a lange medscal complex with lots of
buildings. Since there are 56 many chaices, Porfolie Manager can wallk you thiough getting your property up and nenning. When you'ne done, youll be ready o
stan monstonng your energy usage and purswe recognition!

Your Property Type n Tip

Vel get o the details later. For now, overall, what main purpose does your property serve?
To satup a property, youll need

[ofice *| infarmation such as gross foor area and
2 = By B 2 operating hours,
o
Your Property’s Buildings
Mot sure whal kind of property you an?
How mamy physical buildings do you consider part of your property 7 Because we focus on whole building
) banchmarking. you want 1o sehect the
' None: My property is part of 3 building property type thal best reflects e
® One: My property 15 a single building activity in the majority of yaur building.
' More than One: My property indhedes multiple buildings (Camgus Guidance) Don® worry if you have athér iEnants
— ﬁ with different business types, just select
thi main activity.
p Your Property’s Construction Status n Test Properties

You may want kx enter a propedty info
Paortialio Manager that isnl actually a
“real” property, either to familianze
yoursell with features or maybe i Frain
other people. By weilng us this a "Tesr”
progearty, we can give the option of

\ Is your propesty already built or are you entesing this property as a construction project that has not
vl been completed?

= Existing: My property s built, eccupied and’or beng used. | will be using Portfolio Manager
o track enargyfeater consumption and, pehaps. pursue recognition.

2 Design Project My property s in the conceplual design phase (pre=construction), | will be inCiuding This propeMty in your pamiolio-
using Portfolic Manager 1o evaluate the energy effitiency of the design project. level metrics., charts and table of not.
' Test Property: This is not a real property. | am entenng il to test fealures, or for other depanding what your neads ara, This
purpeses such as training can be configured on your Account
Sefings.

e sures | 08

Portfolio Manager Reference Guide 7
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PROPERTY TYPES IN PORTFOLIO MANAGER

Choosing a Property Type

Portfolio Manager contains more than 80 Property Types to choose from when setting up your property, in
order to best identify the primary use of your property.

The Property Type indicates the single, primary use of your property. You select the type with which you most
closely identify, and you can change it at any time (on the Details tab, under Basic Information).

Multi-Use Buildings

In general, EPA recommends you enter as few property uses as possible. For example, say you have an office
with a restaurant, a health club and a dry cleaner. EPA recommends that you enter one property use (office)
and include the gross floor area (GFA) and energy of the restaurant, health club and dry cleaner within the
office property use. This would mean you would only enter office as your Property Type when setting up
the property on the first “Add a Property” page. You would also include the property use details (number of
workers, computers, etc.) from the restaurant, health club and dry cleaner with the office property use on the
“Set-up a Property: How is it Used?” page.

There are four exceptions to this rule when you should create an additional property use:
« Ifitis a property use that can get an ENERGY STAR score (see Applying for ENERGY STAR certification).
« Ifit accounts for more than 25% of the property’s GFA.
« Ifitis avacant/unoccupied office or medical office (and the vacancy is greater than 10% of the GFA).
« If the weekly hours differ by more than 10% for the same property type AND that property type can

get a score (ex: you have two office tenants, and their hours differ by more than 10%).

If you need to add an additional property use when initially setting up a property, on the “Set-Up a Property:
How is it Used?” page, choose the
drop-down to add another use.

If you've already set up your property, you can add another property use by going to the property’s Details
tab. Go to the “Add Another Type of Use” drop-down in the upper right corner. Pick the new property use and
click“Add." You can then add the necessary use details. Finally, make sure you adjust any other property uses, if
needed, to ensure your total gross floor area remains consistent.

Center for Sustainable Energy | San Diego Regional Energy Partnership



Set up a Property: How is it used?

Based on what you've told us so far, Portfolio Manager has set up your property. Fill in the tables below to provide more detailed information on how your property
is used.

Basic Information

Name: Test Property 123 Country: us
Property Type: Office Address: 123 Main Street Rl Map 1t
San Diego, CA 92101
Year Built: 1970
Property consists of: 1 building
[ Add Ancther Type of Use v m]
Common Property Types

A variety of property types exist in San Diego, from small retail stores to large industrial facilities. The list
below highlights some common types.

» Food Sales + Other

+ Food Service + Refrigerated Warehouse

+ Hotel + Restaurant

+ Manufacturing/Industrial + Retail Store

+ Museum  Strip Mall

» Non-Refrigerated Warehouse - Transportation/Terminal Station (docks)
+ Office

A full list of all property types, including descriptions and associated property use details, can be found here:
energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-
use-details.

Portfolio Manager Reference Guide 9
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Set Up a Property: Basic Property Information
0 Tips & Tricks

1. About Your Property
Enter your basic property information, including the physical address,
year built, gross floor area and occupancy details. n -
ip

« If you are unsure of your building’s gross floor area, you can check
the “Temporary Value” check box to indicate that you are not sure To setup a property, you'll need

. . information such as gross floor area and
of the data and to flag it for later review. . 4
operating hours.

» For occupancy, you will typically enter 100%. However, in some
cases, your building may not have 100% occupancy. For example, Throughout Portfolio Manager,
if you have a ten-story building, but only nine floors are leased, el il el o, Dl dhis e

. above, to help guide your data
then your property would be 90% occupied. entry. You can look up definitions

for key terms listed in blue by
hovering over the term. If you
need further explanation, you can
« These questions differ based on your property’s primary function click the link, and it will bring you
. . . . . - to the full definition in the EPA

and will help guide Portfolio Manager in asking additional e

guestions on subsequent pages in order to describe your property '

accurately.

2. Do Any of These Apply?
Answer the additional questions shown on the bottom of the page.

» NOTE: You should not include parking area in the gross square
footage for your property. If the parking area uses energy (e.g.,
lighting) and is not separately metered, then select “my property’s
energy consumption includes parking areas” and you will enter
more information on a subsequent screen. Once you have entered
all information, click CONTINUE.

10 Center for Sustainable Energy | San Diego Regional Energy Partnership



Set Up a Property: Basic Property Information

Tell us a lithe bit mane about your property, ncluding a name that you will wse 1o ek up your propeny and is address,

9

The name you choose F your propenty
@0es ot have 1o be unsque, But, it may
miake it easier for you bo work with
prOparties in your porialio it you do ot
B e S (OF $imilar) names.

About Your Property
Name: | — i
Country: *[ United States 7]
Stwel. Adkiress: [ 123 Main Stroet !
[
Caty/Muicipality- [ 530 Dingo !
State/Province: [ Califoria v
Postal Code " aa101
Year Built: ‘: 1870
Gross Floor Areac '_':mm | [Sq Ft. *| [ Temporary Value
‘Groas FRoar Ares (GFA)  the totpl property fioor Ared. meakuned o the ping gl exisnicr
suriaces of the buliding(s |, Do Rot inclading parking. Detnds on what i 0o
Occupancy To0 ] %
Do any of these apply?

[ My property’s energy consumgption inchedes parking areas

[l My property has a Data Center thal requires a constant power load of 75 kKW of mong
1 My property has one or mone retail stores

[ My property has one or more restaurants/c afetenas

9w

Answenng these simple guestions will
help us guide you in enering your
property comachy.

Portfolio Manager Reference Guide
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Set Up a Property: How is it Used?

1. On the next page, you will enter specific use details for your property,
such as gross floor area, operating hours and number of workers for
each type of use.

« If you are unsure of what to put for these property use details,
you can check the box next to “use a default,” which will generate
a default number for that property use based on your square
footage and property use type.

2. The next column allows you to enter the “current as of” date for each
property use. This feature is useful if you want to track the changes in
your property use over time.

« By default, it will enter January 1 of the year the building was built.

3. The last column allows you to mark a temporary value for any values
you might be unsure of. You can come back and edit those later.

4. Once you have added all of your use details for your property, click
ADD PROPERTY.

5. You will see a congratulations message in the top area of your screen
in a green box and the screen shows you a “property level” view.
On the SUMMARY tab, you will see boxes to show if you have any
notifications regarding your property and a summary of key metrics.

More on this mle

Property Use Detail Value

#r Gross Floor Area * 200,000 Sq.Ft v

W Weekly Operating Hours &0 Use a default
#r Number of Workers on Main Shift 1000 | Use a default
#r Number of Computers 1000 Use a default
#r Percent That Can Be Heated 50 % ormore ¥ Use a default

#r Percent That Can Be Cooled [ 50 % o more 'r Use a default

# This Use Detail is used to calculate the 1-100 ENERGY STAR Score

12 Centerfor Sustainable Energy | San Diego Regional Energy Partnership

Current As OF Temporary
Value

111970
/111970
[1111970

111570

17111970

17171970

Add Property |t




6. To view, input or edit property information, use the DETAILS tab.

» Here, you will see basic property information, as well as
information about your property’s use, the option to add
additional use types to the property and a drop-down box that
allows you to make edits and updates to this information.

3) Entering Energy and Water Consumption Data
0 Tips & Tricks

Once you have created your property in Portfolio Manager, you will want to
enter your property’s energy and water consumption data. To get started,
log in to Portfolio Manager at portfoliomanager.energystar.gov. Then,

! Energy ! Water follow these instructions.
After you've added your property, Setting Up Meters
you will see exclamation points .
next to the ENERGY and WATER 1. Click on your property from the MYPORTFOLIO tab; then, select
tabsThlS is because you have e|ther the EN ERGY or WATER tab.
not entered any meter data yet
for energy or water. Portfoho 2. Clle ADD A METER on the rlght'hand Slde Ofthe page.
Manager uses such warning
symbols to let you know when it 3. Select the type of energy or water used.

thinks your property has missing

) « In most cases, for energy, you will mark “electricity” and possibly
or incomplete data.

“natural gas.”

Test Property 1

123 Main Street. San Diego, CA 92101 | Map it
Portfolio Manager Property ID: 4998569

Weather-Normalized

Wby ngd

Source EUI (kBtu/ft*) "7

Current EUL:  N/A

Yiar Bualt: 1970
/ Edit Baseline EUL:  N/A
Summary Details ! Energy ! Water Goals Design
Meter Summary Meters - Used to Compute Metrics (0)  Add A Meter
0 Energy Meters Total o« Mew as a Diagram

In order 1o receive metrcs for your
propery, you must provide meters. You

have not entered any meters yet
_l There are cumently no energy meters entensd for this property/baalding. In order Lo track

Add A Weter enelgy usage and receive energy metrics, you must provide an enengy meter. Enter

informiation about your energy meters to begin tracking energy usage. After entering the
LU E gy Kise meter, you will need to choose to include it in your metrics.
Mot Available

For a step-by-step guide to entering meter data, see How o get Litility Data into Portfolio

e

Portfolio Manager Reference Guide 13
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« Choose “Mixed Indoor/Outdoor” for your water meter if you only
have one meter that captures both your indoor and outdoor water
consumption.

For each type of energy or water meter selected, enter the number of
meters to create.

Click GET STARTED!

About Your Meters

1.

2.

Click on a meter to edit its details.

Change the meter name.

« If this is an energy meter, change the name to the meter number
as shown on your SDG&E bills (Eight numbers, including leading
zeros). This is essential in order to use SDG&E'’s automatic data
upload web service.

 For water meters, you can choose how you want to name your
meter. Be sure to name your meters in a way to distinguish which
meter is which (if you have more than one) for when you manually
update your monthly water bills.

Choose the following standard units based on your meter and units
used on your utility bills.
Standard units are as follows:

kWh (1,000 watt-hours)
Natural gas therms

ccf (hundred cubic feet)

Mark the date the meter became active for all meters (both active
and inactive).

« If you are entering a currently active meter, leave the “In-Use?”
check box checked and the last column blank (this is the most
likely scenario).

« If you are entering an inactive meter, uncheck the “In-Use?” check
box and enter the date the meter became inactive in the last
column.

If this meter reflects a bulk fuel purchase for an energy meter, select
the “Enter as Delivery?” check box (e.g., propane tanks delivered to
your property). This does not apply for water meters.

Repeat these steps for each meter you created; then, click CREATE
METERS.

14  Center for Sustainable Energy | San Diego Regional Energy Partnership



About Your Meters for Test Property 1

Enter the information below about your new meters. The meter's Units and Date Meter became Active are required. You can also change the meter's name

1 Energy Meter for Test Property 1 (click table to edit)

Other Date Meter Date Meter Enter as
Moter Name Type Type Units became Active In Use? became Inactive = Delivery?
) ) kWh (thousand
01234567 Electric - Grid Watt-hours) 01/01/2014 '
X Delet lect ntrnes
Add Angther Entry

Create Meters |getees

Add Meter Entries
ﬂ Entering Meter Data

Click the gray arrow next to each meter to expand the section on the Your
Meter Entries page. Following are the three ways you can add your meter data.

There are three main ways to

enter meter data: Option 1. Add Meter Entries Manually

1. Manually 1. Click ADD ANOTHER ENTRY under the meter.
2. Uploading a spreadsheet

2. Using your utility bills, enter the start and end dates of your bills, the

3. Connecting with SDG&E ; ) )
total usage information and cost (not required).

(Preferred; energy meters only)

3. Ifyou are unsure of the values on the bill, you can check the
“Estimation” box to flag the entry for later review.

4. The final column,“Green Power," allows you to identify that some of
your meter’s energy is from purchased off-site green power (such as
wind or solar); green power generated on-site should be tracked in a
separate meter.

5. Todelete an entry, click the check box in the far left column for the
entries you wish to delete, and click DELETE SELECTED ENTRIES.
Click CONTINUE to complete deleting your entries.

6. Complete your meter entries by clicking CONTINUE in the bottom
right-hand corner of the page. You will receive a notification in a
green box on the next page that your meter entries have been
successfully added.

Portfolio Manager Reference Guide 15



Your meters have been created! If you have your energy consumption information for these meters, you can enter it below. Or, you can continue with sefting

up your meters and enter your energy bills later

Your Meter Entries for Test Property 1

Now we need actual energy consumption information in order to start providing you with your metncs and, possibly, your sconel

1 Energy Meter(s) for Test Property 1

W 01234567 Edit
Usage
Start Date End Date KkWh (thousand Watthours)
o | 112018 2172016 100
Delete Selected Entries
An ntry

& Leamn how o copy/paste

Upload data in bulk for this meter:

n You can copyipaske into the table above (instructions in this
EACQ), or upload an Excel spreadehaat uting our simple
Sore ];h ge ‘gm; Ig g

| Choose File | No file chosen Upload

Option 2. Add Meter Entries by Spreadsheet Upload

1. Alternatively, you can upload your meter entries in bulk using a
spreadsheet. Review the instructions in the FAQ document (see
image below).

Upload data in bulk for this meter:

u You can copy/paste into the table above] (instructions in this FAQ) |

or upload an Excel spreadsheet using our simple spreadsheet
template.

| Choose File | ELEC_MeterC...dsheet xIsx

16 Center for Sustainable Energy | San Diego Regional Energy Partnership




Download the spreadsheet template and enter your usage
information.

After you enter your usage information into the template, save it to
your computer.

Click CHOOSE FILE or BROWSE (depending on your browser) to
select the file from your computer.

Click UPLOAD. After uploading your spreadsheet, you should see
meter entries on the page.

Complete your meter entries by clicking CONTINUE. You will receive
a notification in a green box on the next page that your meter entries
have been successfully added.

Option 3. Add Meter Entries by Connecting with SDG&E
(Preferred; Energy Meters Only)

1.

See Step 4, “Sharing Your Property and Meters with SDG&E," for
instructions on how to connect with SDGE Benchmarking for
automatic upload of your energy data from SDG&E to Portfolio
Manager.

» This does not apply to water meters (you can only add water
meter entries manually or by spreadsheet upload).

If connecting with SDG&E, then click CONTINUE to proceed with
setting up your meters. You will receive a notification in a green box on
the next page that your meter entries have been successfully added.

Select Meters to Include in Metrics

1.

Select the boxes of the meters that total your property’s energy or
water use.

« In some cases, you might want to leave some meters unchecked.
For example, if you have a main meter and a pool that is sub-
metered, but whose energy is also captured by the main meter,
you will only want to have the main meter checked as this
prevents double counting of your pool’s energy consumption.

Select the first button to state that the meters selected account for
your property’s total energy or water consumption.

Click APPLY SELECTIONS.

» You will receive a congratulations message saying,
“Congratulations! Any energy/water meters you selected have
been successfully associated to your property(ies).”
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Summary Energy Meters

Meters representing the total energy Select all meters to be included in your Energy metrics. (Hint: All meters should be included unless
consumption for Test Property 1 (a they are sub-meters.)
single building).
; Mame
U Meter 1D Type
About Sub-meters '
L ” i Electic - Grid
20641250

If you have sub-metars to measure enargy of water
consumption for a specific purpose, and you also have

a master meter (which measures lotal consumphion), il il L SI. AL i e .

counting both of those meters would double countyour | * @ These meter(s) account for the total energy consumption for Test Property 1 (a single

tonsumption and skew your metrics (e.g., artficially building).

increase your Site Energy Use intensily). Leam Mare O These meter(s) do not account for the total energy consumption for Test Property 1 (a single
t configurin B rmance metr building).

Apply Selections |

4) Sharing Your Property and Meters with SDG&E

To enable others to view and/or edit your property and meter information,
you need to add contacts to your account and share your property and
meters with those contacts. In this section, we will describe the process for
sharing your property and meters with SDG&E.

Adding SDG&E as a Contact

You can connect with San Diego Gas & Electric (SDG&E®) for automatic
upload of your energy meter consumption data into Portfolio Manager. The
first part of the process of connecting with SDG&E’s benchmarking web
services is to add SDGE Benchmarking as a contact.

1. Oncelogged in, click the CONTACTS link at the top right of the page.

2. Inthe search field box, enter SDGE BENCHMARKING and then click
the SEARCH FOR NEW CONTACTS button.

MyPortfolio Sharing Reporting  Recognition

"I..I"I"_I,Ir Cﬂﬂtaﬂts |SDGE Benchmarking Search for new eontacts

| This 15 where you keep track of your contacts andlor organizations (1.e. people o companies associaled with your propedties such as Professional Engneers,
Registened Architects, of cthers with whom you share information). You can add anyone as a contact, regardless of whether they have a Porfolio Manager
| account and you can shane your propedies & reports with any of your conmected contacts, You can “connect”™ 10 other Portfolo Manager users by searching for
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MyFortfolio Sharing Flanning

Search Results

3. Clickthe CONNECT button, read the Terms & Conditions and submit

the connection request.

Reporting Recognition

The results of your search are listed below. Chclang “Connect™ will send a request Lo the person askang them fo confirm your request to add them as your contac
i they accept. you will see them Ested as a connected contact in your address book. If they do not accept. or have not accepled yel. you will see them as an

unconnected contact in your address book. Connecting with contacts wall make it easser 1o share propesty snformation: within Portiohio Manager,

Your Search Criteria

Mame |mmmmuing

Ouganazation I

oe SOGE Benchmariing

SDGE Benchmarking Wab Servce with SDGE m

Page [t ol 1 ] 1-1001

4. SDG&E's web services processes contact requests automatically at

1 p.m. (PT) daily. You can see the status of your contact requests by
clicking the MyPortfolio tab and looking under the “Notifications”
table on the right-hand side. You should see a notification that says a
request has been sent to SDGE Benchmarking. This is also where you
will receive a notification about whether or not SDGE Benchmarking
accepted your request.

Once you have added SDG&E as a contact, follow the steps below to share
your property and meters with SDG&E.

Confirm Your Meter Names

Before you share your property with SDG&E, it is recommended that you
confirm your energy meter names match your eight-digit SDG&E meter
numbers as shown on your utility bill.

1.

2.

Click a property in Portfolio Manager.
Navigate to the ENERGY or WATER tab..
Click on the meter name in blue that needs to be updated.

On the next page, click the BASIC METER INFORMATION bar to edit
the meter name.

In the NAME field, enter ONLY the eight-digit meter number
beginning with 0 (if you have a seven-digit number, add a 0 at the
beginning).

Click SAVE CHANGES.
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~ Basic Meter Information

Name: I' ‘01234557 |I X Delete Meter
Meter ID: 20293138
Type: Electric - Grid Need to change?
Date Meter became Active: ‘oworza e
[##] Still In Use
Date Meter became Inactive: l:'m

Save Changes

Submit a Share Request for all Buildings and

Energy Meters

You will need a copy of your most recent bill to provide the account
number and last bill amount to be added to the already existing meter
number in Portfolio Manager.

1.

Navigate to the SHARING tab in your Portfolio Manager account and

click SHARE (OR EDIT ACCESS TO) A PROPERTY.
2. Select the property or properties to share:
» You can choose to share one, multiple or all properties.

3. Select the People (Accounts) you want to share your property/
properties with:

» Choose SDGE Benchmarking (SDGE).

MyPortfolio Sharing Planning Reporting Recognition
1 You have no new notifications.

Share [or Edit Access to)
a Property

Overview of Shared Properties Leam more about Sharing Properties
By Contact By Property

Owned By (PDA). | Anyone ‘v| Shared By: | Anyone ™| In Group: | All Properties
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4. Selectthe PERSONALIZED SHARING & EXCHANGE DATA option to
allow for data exchange and click CONTINUE.

5. Select permissions for SDG&E by clicking the EXCHANGE DATA
button.

MyPortfolic | Sharing Planning Reporting  Recognition

Share Your Property(ies)

To finish up, tell us what type of access the people you have selected should have for each of the
properties that you have selected. The oplicn to exchange dala s only available for authonzed accounts

wew  Who gets to Share Forward?

Fuill Access - Automatically includes “Shanre Fonwand™
rights
Read Only - Automatically does NOT inclede “Share
o Fonward™ rights:
Select Permissions for Each Contact b Vi e S i i

o The access levels you select do not have 1o be the same for each property or each permissions for property, meder, goals and recognition
¥ parian pemissions.

¥ Exchange Data -You decide, along with e individual
permissions for property. meler. goaks and recognition
permissions

4

Sort by: | Property Name

Read Only
Name (1D) Ho MW R Full *fm’ Custom Access | Exchange Data

Test Propery 1 (4571562)

SDGE Benchmarking

Share Property(ies) Cansel

6. A new window will pop-up. Fill in all required fields and change the
permissions to Full Access to all properties and meters being shared:

« Is this property being benchmarked because of AB 11037 N
« Do you require monthly meter updates? Y

Choose Full Access for each line item.

- All share requests MUST use the “Full Access” option,
including properties and meters. Any access level other than
“Full Access” will result in a rejected meter or property share
request.

For each meter enter:

- The SDG&E account number associated with the meter (first 10
digits only).

- The most recent bill amount for that meter (do not add a $).
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« Under Additional Options, decide if you want SDG&E to have the
ability to Share Forward.

- In most cases, you will likely select No.

7. Scroll to the bottom of the pop-up and click APPLY SELECTIONS
AND AUTHORIZE EXCHANGE.

« If the page seems unresponsive, scroll up to the top to see if any
error messages were generated. If there is an error, fix it and try
this step again.

Is this propety being [
benchmarked because of
AB11037 [Y/N]:
Angwer [v] f you are reguesting data for this property to comply with AB1103.; 1
Do you require monthly « [y
meter updates? [Y/N]

- 1 Characters

Angwer [v] i you requine SDGE to updade the meters for this property.; 1 - 1 Characiers

Select the parmission level below that you would ke to grant SDGE Benchmarking for each category

Ibem Mone Read Only Access  Full Access  Bill Account Mumbert Last Bill Amount2

Property Information .

Al Meter Information

01234567 . 012345676
Goals, Improvements, & e
Checklists
Recognifion .

L]

1 Bill Account Numbeer: Account number nesds o ing e wading Zeros, [Example; 002245587 Between 10 and 10 Chares fers klcee Information

2 Last Bill Amount: & Least 3 Character(s) More information

Additional Options

ltemn
* Share Forward

Yes

Allow SDGE Benchmarking to share this property with others and give them any permissions that hefshe has, including the

nght to share with more people.

Apply Selections & Authorize Exchange

;ﬂ_ﬂtﬂ
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0 Sending Requests
to SDG&E

SDG&E’s web services processes
contact and property requests
automatically at 1 p.m. (PT) daily.

You can see the status of your
contact requests by clicking the
MYPORTFOLIO tab and looking
under the “Notifications” table on
the right-hand side. You should
see a notification that says a
request has been sent to SDGE
Benchmarking. This also is where
you will receive a notification
about whether or not SDGE
Benchmarking accepted your
request.

8. If you are sharing more than one property, repeat these steps for all
remaining properties.

9. Click SHARE PROPERTIES.

10. You should receive a message in a green box saying “You have
successfully shared/edited access to your property(ies).”

MyPartfolia Sharing Planning Reporting  Pecognition

Share Your Property(ies) % Wha g#ts to Share Forward?

Tor firush e, fadl i what type of sceas the pecpis you hanre Sabes bed should hare for sach of The PR s
[properses Thal you Bawe sebecied. The opoon 1o sxchange data o only soadable for mahonzed secounts - - Ally e e P

Raad Ondy - Automat 3y Soes NOT include “Share
Foraand™ ngnis

Select Permissions for Each Contact oo A

4__ = Thup et e il v i deibintt 5 Rsl Fdrow 85 B tha 050 Tir S0ch jropsrty oF aath PATERAS TR B Proprly et GO A% AR 0Enasn
L& L PATERGTN
(=) EXChange DUls -You 0. J0ng Wl T manidual
parTesascns or propaty. meier o and recogndon
parTESsON

Sod by Peoparty Name ®

Hame AD) Mo deoeis w Fuull Actiid Cusiom Access  Exchange Duta
¥ Tis) Propety 1 (4571341)
SDGE Bexbmakcg & i

Share Property(ies) | IE=Tt
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Generating Reports

It is easy for you to see trends and to track improvement for your entire
portfolio of buildings with a variety of standard graphs and reports in
Portfolio Manager. Follow these steps to view reports about your properties
and to assess progress. To get started, log in to Portfolio Manager at
portfoliomanager.energystar.gov. Then, click the REPORTING tab to
view graphs and reports for a property or portfolio.

There are three types of reports:

A. Standard reports using templates provided in your account.

B. Quick charts and graphs for your portfolio (all your properties) that
focus on site and source energy use intensity and ENERGY STAR score.

C. Five different ENERGY STAR performance documents.

ortfolio Sharing Planning Reporting Recognition

Charts & Graphs ENERGY STAR
Performance Documents

"% Statement of Energy Performance (SEP)
?wmm

% Data Verification Checklist
"1 Progress & Goals Report
T ENERGY STAR Score Card

Indoor Water Intensity

How much indoor water do | use on a per square foot basis?

gmplates & Reports (8)

¢ Name & Status = Action

Energy Performance Generated 5/23/2016 316 PM [1 want to... v]
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https://portfoliomanager.energystar.gov

A) Generate Standard Reports Using Templates

1. Go to the action menu for the report and select “Generate a New
Report”

Templates & Reports (8)

4+ MName ¢+ Status =  Action
Energy Performance Generated: 5/23/2016 3:16 PM | | want to._ v
- Performance Highlights No Report Generated | want to. v J
- | want to...
™= Emissions Peformance No Report Generated
™ \Water Performance No Report Generated | | want to... v
1— . .
Fuel Perfarmance Mo Report Generated [ | want to,. |
™ | ENERGY STAR Certification Status No Report Generated [1 want to__ v]
— .
Partner of the Year Report No Report Generated [ 1 want to. v
Sustainable Buildings Checklist Report No Report Generated [1want to... v

nﬁmaﬁeﬂrepu'tswimh' be available for 30 days. After that time you will need to generate a new report to obtain data with your template.

2. Select the timeframe for your report.

« You can choose a single year or you can compare two years.

3. Select the number of properties for the report.

« Please note that if you don't have a full 12 months of data for the
selected timeframe, most metrics will not be calculated and will be
displayed as “not available” in the report.

4. The list of metrics the EPA has pre-selected for the standard report
is displayed at the bottom of this page. For an explanation of each
metric, hover over its name.

» You cannot change the metrics selected for standard reports.
5. Once you have made your selections, click GENERATE
SPREADSHEET.

» You will be taken back to the REPORTING tab and should see
a notification message in a green box that saying your report is
being generated.
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Create Performance Highlights

In order to generate the spreadsheet, you will need to first select the timeframe of information 1o include as well as the properties from your account that you
would like to see in the spreadsheet. Once you have done this, you will be able to generale your spreadshesl

o Select Timeframe

Timeframe: * |'Ease'line+§w -r|

Each property misst have 12 full months of data for metric s 1o be cale ulated. i metrics cannct be ¢ ek ulated, “HA" will be

played in your report. Pick the last day of the 12 month period that you want.

o Select Properties

Properties: * | One Property

v | | Test Property 1 v

e Review Included Metrics

Metric Category Metric Mame

Property ID Numbers Portfolio Manager Property 1D

Property Information Property Mame
Property 1D Mumbers

Property Information Parent Property Name

Property Information City
Property Information State/Province
Property Information Postal Code

Property Information
Energy Performance Metncs | ENERGY STAR Score

Energv Performance Metncs | Site EUI

Portfolio Manager Parent Property 1D

Property GFA - EPA Caleulated (Buildings)

-

Generate Spreadsheet

Cang el

6. Once your report is generated, you will see a notification in a green
box in the second half of the screen that states, “Your new report(s)

has been generated.”

« You will also see a new report listed in the table, highlighted in

green.

» The status column on this page indicates the date and time to

report was most recently generated.

7. Click the drop-down box under the “Action” column.

« From this menu, you can download the report in Excel or XML

format.
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n Making Changes

Once you select the imeframe and
properties, they will be saved for the
report If you wantilo generate the report
with a diferent imeaframe of properties,
you will need 1o come back here o
miake adits.

Need to Change the
Metrics?
Metrics in this termplate were selected by
EFA lo help you understand key aspects
of your parformance. If you'd like to
rake your own report with diferant
MBLTCS, you can Create 3 new emplate.



« If you want to change the timeframe or selected properties,
choose “select properties and timeframes” and regenerate the
report to refresh the report with new data.

« If you update property use details, you must generate a new
report using the action menu to see these changes in the report.

8. Choose“View Current Report”to review the information and metrics
from the report, as well as download the report.

Your report "Performance Highlights” is being generated.

You may view your report by selecting “View Report” or "Download Report in Excel” from the action menu below. Large responses may take a longer time to
prepare, bat if you have included a small number of properties or metrics, it may be ready right nowl See your list below.

Please note that each property you included should have a full 12 months of information for each timeframe. Otherwise, the metnics may not be able to be
calculated. When this happens, "M/A™ will be displayed in your repon.

Charts & Graphs ENERGY STAR
Performance Documents

% Statement of Energy Performance (SEP)

ay; Statement of Energy Design [ntent

= (SEDH)

"% Data Verification Checklist

1 Progress & Goals Regor
"% ENERGY STAR Score Card

Weather Normalzed Source ELI
How much total primary fuel would be required by my properties, under average weather
conditions?

Templates & Reports (8)

@ Your new report(s) has been generated

¢ MName & Status = Action
™ Performance Highlights () Genersted 53112016234 PM [T wantto v
| want to... |
—_—
Energy Performance Generated: 52372016 316 PM View Currenl Report
Download Current Report in Excel

Download Cument Heport in XML
Emissions Performance Mo Repont Generated Generate New Report

| Select Properies and Timeframes

9. Click CLOSE to return to the REPORTING tab.
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B) Generate Charts and Graphs

1. Click on a Charts and Graphs option on the upper-left corner of the
REPORTING tab to see colorful graphs of how your portfolio (or
group of properties) is performing.

« This section allows you to see information about ENERGY STAR
scores, as well as source and site energy use intensity, at the
portfolio level.

» Each charts and graphs page shows four figures. The top two
figures show performance across your entire portfolio. The bottom
two figures show baseline versus current performance broken
down by group and by property type.

2. Individually print or download charts by clicking the appropriate
icon in the upper-right corner of each figure.

3. Expand the table below the charts by clicking on any of the triangles.
This table shows the raw data used to create the charts.

4. Navigate between charts by clicking on NEXT REPORT or PREVIOUS
REPORT.

5. Click CANCEL in the lower right-hand corner to return to the
REPORTING tab.
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Weather Normalized Source EUl Report asorsaizoms, 114452 ameom)

Weather Normalized Source EUI is a measure of what your Source EUI would be under the normal conditions in your climate. Source EUI is a
measure of the total energy required to operate your building (including energy losses from generation/transmission/distribution); therefore Weather
Mormalized Source EUI shows the total energy you would expect to use, if the weather conditions were the average ( More

P

ortfolio Average Weather Normalized Source EUI

-91 _4 b Change in Average Weather Normalized

Source EUI

143? b Current Average Weather Normalized
Source EUI

235 1 b Baseline Average Weather Normalized
Source EUI

Properies Included: 3

Weather Normalized Source EUl by Group =
Select Groups

2 g

=4

Weather Normalized
Soue EUI (RBIUMT)

¥
§
a
=

Il Baseline Weather Normalized Source EUI
B Current Weather Normalized Source EUI

< Previous Report

Raw Data for these Charts & Graphs

>

Weather Normalized
Source EUI Averages by Group

Weather Normalized
Source EUI Averages by Property Type

Weather Normalized
Source EUI Averages by State/Province

Complete Reference Table

Your Properties Compgared to the =
National Median Sqi e cran

Dowriload PHG image
I Weall Download JPEG image
Equdl Dewnload POF dosument
B Wea Download 5VG vector image

Weather Normalized Source EUI by Property =

Type
Select Types

400
B

& Soo
3=

Z 0o
B oo
£ g

33

0

5 s

i
g

&

:

E
X
-

g

.

Il Baseline Weather Normalized Source EUI
B Current Weather Normalized Source EUI

Next Report > | =it
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C) Generate ENERGY STAR Performance
Documents

1. To download an ENERGY STAR performance document, click on the
name of the report you wish to download.

2. Select one or multiple reports for download.
3. Choose properties and timeframes.

« You can generate a report for the current year, the baseline year or
any year in between.

4. If contact names are required for the selected reports, you will be
prompted to select names from drop-down menus on this page.

« If you do not see the contact or organization you want, you can
add them using the hyperlinks.

5. Once you entered the necessary information, click GENERATE AND
DOWNLOAD REPORTS.

6. Save any generated reports to your computer as they are not saved
in Portfolio Manager.

» You also can regenerate the performance documents later.
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Generate and Download Reports

Portfolio Manager offers several standard reports for properties that can be useful in communicating your property’s progress with others. These reports offer

detailed information about your property for a single time penod and are presented in a POF format

o Select Report(s) to Download

# Statement of Energy Performance (SEP)
| EMERGY STAR Data Verfication Checklist
] Score Card

(] Progress and Geals Report

] Statement of Energy Design Intent (SED)

€) select Property for Report(s)

Property: "[Test Property 1 v

o Select Timeframe for Report(s)

Timeframe: - Baseline Year ¥
o Select Contacts for Report(s)
Select Property Contacts

Primary Contact:
Property Owner:
Venifying Professional:

| CSE Benchmarking (CSE Ber v | Add Contact
| Center for Sustainable Energy ¥ | Add Organization
| CSE Benchmarking (CSE Ber v | Add Contact

Generate & Download Report(s)

Cancel

n Prefer to design your own report?

If none of thase reports look like what you need,
consider creating a spreadsheeat template to pull the
data you want and design your awn report outside of
Portfolio Manager.

u Are you applying for recognition?

Although these reports look similar, if you are applying
for gither ENERGY STAR certification or Designed to
Earn recognition, you must ganerate the required
documentation by way of the application process.

n Metrics on your Reports

In order to calculate medrics for your property for a
given ime penad. there must be 12 months of complete
meter data and propenty use detail information, If
metrics (including the scone) cannot be calculated for
any reagon, they will appear as "N/A” in your repat.
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Applying for ENERGY STAR Certification

Eligibility Requirements
To be eligible for certification, a property must:

1. Belocated in the United States, U.S. territories or owned by the U.S.
government.

2. Meet the definition of one of the eligible property types.

Bank Branch Multifamily Housing
Courthouse Non-Refrigerated Warehouse
Data Center Office

Distribution Center Refrigerated Warehouse
Financial Office Retail Store

Hospital Senior Care Community
(General Medical & Surgical) ~ Supermarket/Grocery Store
Hotel Wholesale Club/Supercenter
K-12 School Worship Facility

3. Receive an ENERGY STAR score of 75 or higher that reflects:

» the whole property
(or campus for Hospitals, Hotels, K-12 Schools or Senior Care)

« all energy use on the entire property for 12 months

 accurate property use details
(with vacancy accounted for in Offices and Medical Offices, when
appropriate)

Application Process

1. Benchmark your property in Portfolio Manager and achieve an
ENERGY STAR score of 75 or higher.

» The score is calculated based on the information entered into
Portfolio Manager, which includes 12 months of energy data for all
fuel types and the operational characteristics in effect during this
time.

2. Begin the online application in Portfolio Manager by navigating to
the property name on the MYPORTFOLIO tab. From the property
summary page, on the top, to the left of the ENERGY STAR score, you
should see a box with the ENERGY STAR logo.
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« If your building is eligible for certification, the link will say, “Apply
for ENERGY STAR Certification,”and clicking the link will take you
to the online application.

Apphy for ENERGY STAR ENERGY STAR Score (1-
Certific ation 100’

Current Score: 100

Baseline Score: 100

« If your property is not eligible for certification, it will say, “Not
eligible to apply for ENERGY STAR Certification,”and clicking the
link will provide further explanation as to why your property is

ineligible.
gy Not eligible to apply for ENERGY STAR Score (1-
ENERGY STAR 100)
Ceification

Current Score: 74

Baseline Score: 65

3. Have a licensed professional (LP) conduct a site visit, verifying the
information in your application.

» For ENERGY STAR purposes, an LP is either a professional engineer
or registered architect.

« The LP can be a third party that you have hired — or they can be
part of your organization.

» While there is no cost associated with applying for ENERGY STAR
certification, using a hired licensed professional to verify your
information will have associated costs.

4. Complete the online application in Portfolio Manager, upload a
scanned copy of the signed application and submit the application
electronically to EPA.

5. Respond to questions from EPA, if necessary.
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6. Receive notification of the application’s status.

« It typically takes about three weeks to review and process an
application, barring significant issues.

» Once the application is approved, the applicant should receive
a letter of congratulations, certificate and decals in two to three
weeks.

— The year listed on the ENERGY STAR certification is based on
the year in which the application was approved.

Deleting a Property

In some instances, you might wish to delete a property from your account.
Please note that deleting a property is PERMANENT and CANNOT BE
UNDONE. Follow the instructions below to delete a property.

1. Clickthe MYPORTFOLIO tab.

2. Under the box with the list of properties in your account, click the
name of the property you wish to delete.

3. Once you are taken to the PROPERTY LEVEL view of the property
you wish to delete, click the DETAILS tab.

4. Scroll to the bottom of the page, where you will see the button
DELETE THIS PROPERTY in the bottom left-hand corner of the
screen.

» Note the information bulletin that states deleting your property is
permanent and cannot be undone.

5. If you are sure you want to delete your property, click the DELETE
THIS PROPERTY button.

» A pop-up will appear confirming your decision.

« Please remember that DELETING A PROPERTY IS PERMANENT
AND CANNOT BE UNDONE.

6. If you are sure you want to delete the property, click CONTINUE;
otherwise, click CANCEL.

7. If you click CONTINUE, you will go back to the MYPORTFOLIO tab
and should see a green notification box at the top of the screen
saying that you have deleted the property you selected from your
portfolio.
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Summary Details Energy I water Goals Design

Property Uses and Use Details
Basic Information ety

- Add Ancther Type of Use - [
Construction Status: +'s View as Diagram [ ot B L (Add
Test property that is one single building

Property GFA - Self Reported: Name Property Use Type E;::* Floor ' s ction
200,000 Sq. Ft.
Occupancy: P Euilding Use Office 200,000 it | | want to._. =)
100% :
Propesty GFA (Buildingsy 200,000 {used to calculate EUI)

Property GFA (Parkingk 0

- - To i miliRy el bl th X use this spreadshest lemplate
Unique Identifiers (IDs) nm umﬁﬁ:,mﬂ = ; O T s T L VMO PR
Portfolic Manager 1D:

4993569
Custom IDs: None Property GFA b‘j" Use = Property Type
Standard |Ds: None Property Type - Self-Selected:

Office Edit
[ "ou can select from Portiolo Manager's

Standard IDs to provide information 1o others
in data requests. O yOU CaN Ereate up to
three Custom IDs so that you can cross
refarance your property in ofther systems.

Property Type - EPA Calculated:
Office

The EPA-Cakulsted Property Type is
usad for iy our Meric s, Laarm more abau
propenty types

Additional Information

Federal Property: Property Motes
Not Set ;

Use the following area to keep noles on your property.
Service & Product Provider:

None (Find a SPP)

Delete this Property

Caution! Deleting your property is
permanent
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ADDITIONAL RESOURCES

Please visit these links for additional help and support.

Center for Sustainable Energy

Resources

More information on benchmarking using ENERGY STAR Portfolio Manager
is available on CSE's website: EnergyCenter.org/Benchmarking.

Learn more about organizations already benchmarking their properties by
reviewing Benchmarking Coach Case Studies at EnergyCenter.org/sdrep/
benchmarking/case-studies.

Additionally, if you have any questions about using this guide, please
contact a Benchmarking Coach at benchmarking@energycenter.org.

SDG&E Resources

SDG&E helps its customers obtain their building’s energy usage
information by providing both aggregated and nonaggregated energy
data upon request.

If you have access to individual billing information for each meter (meter
number, account number and last bill amount), then you can request
nonaggregated energy usage from SDG&E directly from ENERGY STAR
Portfolio Manager. You can find instructions on how to receive your
nonaggregated energy usage from SDG&E at sdge.com/business/non-
aggregated-energy-usage-data-program.

If you meet certain aggregation thresholds (three or more utility accounts
for commercial properties or five or more utility accounts for properties
with one or more residential units), then you can request aggregated
whole building energy usage information from SDG&E. Instructions on
how to request aggregated data energy usage are available at sdge.com/
business/ab802-non-residential-owners-benchmarking.

If you have any questions on how to request your data from SDG&E, please
contact a Benchmarking Coach at benchmarking@energycenter.org.
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EPA ENERGY STAR Portfolio Manager

The EPA provides great resources on their website to help users with
Portfolio Manager. Key links are provided in the following table.

Resources Hyperlink

Extensive list of FAQs
Online form to submit technical questions or comments

Additional Portfolio Manager training resources available at:
— Step-by-step documents (PDF)

— Access to recorded trainings and short videos

- Information on upcoming trainings

Register for regular webinars

Portfolio Manager Technical Reference Series

Guidance on ENERGY STAR certification

Full listing of all available property types and associated
use details

energystar.gov/buildingshelp

energystar.gov/buildings/training

esbuildings.webex.com

portfoliomanager.zendesk.com/hc/en-us/articles/214620098-
Where-can-I-find-Technical-Reference-Documents-for-
Portfolio-Manager-

energystar.gov/buildings/facility-owners-and-managers/
existing-buildings/earn-recognition/energy-star-certification

energystar.gov/buildings/tools-and-resources/list-portfolio-
manager-property-types-definitions-and-use-details
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As a mission-driven nonprofit organization,
CSE works with energy policymakers,
regulators, public agencies and businesses
as an expert implementation partner and
trusted information resource. Together, we
are the catalysts for sustainable energy
market development and transformation.

HEADQUARTERS
9325 Sky Park Court, Suite 100 « San Diego, CA 92123 « 8582441177 « EnergyCenter.org
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