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Introduction 
This guide is intended to be a walk through using Portfolio Manager. The data is 
based on similar data used for Kansas City Missouri’s City Hall building. The data is 
available if you want to work along with this guide. This document is intended to 
be a great introductory tool for individuals interested in energy benchmarking or 
needing guidance to fulfill the requirements for the Energy Empowerment 
Ordinance. 
 
This document uses cross-referencing. The easiest way to find a specific topic is to 
go to the Table of Contents and on your keyboard, hold Control while you Click 
on the section (if you are reading this in a PDF file then you only need to click it). 
You can also find the cross-reference to the table of contents itself in the footer of 
each page. 
 
You can follow along with any example given using the City Hall Data Sheet. Links 
will be provided throughout the document but can easily be found in the footer of 
each page. 

Contact Information 
The City of Kansas City’s Benchmarking Help Center provides this document and 
all associated resources. Should you have any questions about Energy 
Benchmarking in general or about complying with the Energy Empowerment 
Ordinance, please reach out. The contact information is listed below. 
 
Website:   www.kcmo.gov/kcgreen/benchmarking 
 

Mailing Address:  414 E 12th St 
            Kansas City, Missouri 64106 
 

Email:   Benchmarking@kcmo.org 
 

Phone:   816-513-3462 

Supplemental Resources 
Along with this document there is a City Hall Data Sheet that will help you to 
follow along if you want to enter in sample information based on City Hall data.  
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
http://www.kcmo.gov/kcgreen/benchmarking
mailto:Benchmarking@kcmo.org
https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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In addition, there are multiple resources available on our website. Some of these 
resources are: 
 
Portfolio Manager Guide 1- Creating an Account and Property 
Portfolio Manager Guide 2- Adding Meters and Usage Data 
Portfolio Manager Guide 3- Data Quality Checker 
Benchmarking Submittal Steps 
Portfolio Manager Help 

Setting Up a Portfolio Manager Account 
The first step will be to go to the Energy Star Portfolio Manager Website and click 
Create Account (feel free to skip this step if you already have an account.) 
 

 
Figure 1 

 
On the next page fill out the information. Under the reporting units section, you 
will want to put Conventional EPA Units. Once all necessary information is put 
into the system, click Create My Account. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
https://drive.google.com/file/d/0B8EaOHqS1tSNYXhrM3F2aTNxVk0/view?usp=sharing
https://drive.google.com/file/d/0B8EaOHqS1tSNOWVTRGpxQ0NNY3M/view?usp=sharing
https://drive.google.com/file/d/0B8EaOHqS1tSNVGNwcTA4b0JCazQ/view?usp=sharing
https://docs.google.com/document/d/1meWV5QBjL9_HeeKeuTJHUdncZQq01arD57Xr9L_qGjI/edit?usp=sharing
https://drive.google.com/file/d/0B8EaOHqS1tSNUDdtWHFubThlY1E/view?usp=sharing
https://portfoliomanager.energystar.gov/pm/login.html
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Figure 2 

 
You will need to validate the account by clicking on a link sent to the email you 
provided. Each time you use the Energy Star Portfolio Manager Website link, you 
should be able to log in with the username and password you created. The City of 
Kansas City will use a demo account throughout this document. 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
https://portfoliomanager.energystar.gov/pm/login.html
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Adding a Building 
The main page once you log in is below. This will be the starting point for each 
section in the demonstration. 
 

 
Figure 3 

 
As you may notice, my properties are listed on the right. If there are none, that 
area will be blank. To create a property, click the Add a Property button at the 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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top left corner. The first time you enter a property it may instead say Enter my 
First Property.  
 
If you are following along with the City Hall Data, on the first page you will want 
to enter in the  
Property Type as Office;  
Your Properties Buildings as 1;  
Your properties Construction Status as Test Property;  
Then click Get Started. 

 
Figure 4 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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On the next page you will want to fill out the information as follows 
 
Name: City Hall. 
Country: United States. 
Address: 414 E 12th St. 
City/Municipality: Kansas City. 
State/Province: Missouri. 
Postal Code: 64106. 
Year Built: 1937. 
Gross Floor Area: 413,901. 
Irrigated Area: 0. 
Occupancy: 100%. 
 
In the area where it says do these apply, none of these will need to be marked for 
this demo building. however, depending on your actual building you may need to 
mark the boxes when benchmarking your own building. 
Once all the information is entered, click Continue. 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 5 

 
On the next page, the Gross Floor area should be filled in already. Enter in the 
following information. 
 
Weekly Operating Hours: 65. 
# of Workers on Main Shift: 951. 
Number of Computers:  807. 
% That Can be heated:  ≥50%. 
% That can be Cooled:  ≥50%. 
We are leaving the Current as of Date to be 1/1/1937. 
 
Once the information is put into the system click Add Property. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 6 

 
***Metrics with a star next to them indicate that this is part of the calculation for the Energy Star 
Score*** 
 
You have now added the property. The next page takes you to the building 
profile. On any page, you can return to the main page by clicking at the top as 
shown by the arrow on the image below. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 7 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Adding an Energy Meter(s) 
We will start from the home page. Here you should see that the property created 
is now on the right-hand side of the screen. We will need to go into the building 
profile which we can do by clicking on the name. Please click on the name of the 
building you chose to continue. 
 

 
Figure 8 

 
We are back at the beginning of the page we created last section. To add an 
energy meter, first we will need to click on the Energy Tab. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 9 

 
From here we will want to click on Add a Meter which can be found in two 
locations on this page. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 10 

 
For City Hall, we have three meters:  
 

• Electricity- Purchased From the Grid,  
• District Chilled Water- From an Electric-Driven Chiller,  
• District Steam.  

 
When entering in your own building it is important to find our which types of 
meters you are using. Typically, KCPL will be Electricity- grid while MGE will be 
Natural Gas. Below are the three for City hall. Once you have these marked, click 
Get Started! 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 11 

 
The next page you will check all the meter boxes on the left-hand side and enter 
in the correct units and active dates. We are going to put the active date as the 
first billing date found on each meter (The data sheet will have the active date 
for each meter listed on the top). 
 
***Please note the meter active date should be on or before the billing date of any information you 
add for that meter. The active date should also not be before the building date. *** 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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The units for a meter should be found on the bill in which the usage is shown. If 
not, it can be obtained by the utility company. Below are the units for each meter 
in the demo building. 
 
District Steam- MBtu. 
District Chilled Water- Ton Hours. 
Electric Grid- kWh. 
Please enter in the information accordingly and click Create Meters. 
 

 
Figure 12 

 
On the next page, You can click on the grey area on each meter to add the billing 
information.  
 
***Please note that the entire calendar year will need to be put in January 1st-December 31st. For 
example, for the 2017 compliance deadline, I will have needed to put in information from January 1st, 
2016 to December 31st, 2016. Each day will need to be accounted for so if this is the first-time 
benchmarking, you will need 13 billing cycles to make sure no days are cut off. All the energy meters in 
this demo use 13 cycles for this reason. *** 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 13 

 
Please add in the information from the data sheet into the proper location on this 
page. Once all information is entered, click Continue. 
  
On the next page, make sure all meters are selected and click on the circle 
indicating the meters account for the entire energy consumption. Then, click 
Apply Selections. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 14 

 
You have now entered in the Energy meters and should be redirected to the 
Energy tab in the building profile. 

Adding a Water Meter(s) 
The steps here are very similar to the section regarding energy meters. This demo 
will start from the home page. You should see the building you created on the 
right-hand side. Please click on the building. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 15 

 
Next click on the Water Tab.  
 
 
 
 
 
 
 
 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 16 
 
On this page you will want to click on Add a Meter. This can be found in two 
locations on this page. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 17 

 
On this page, you will be asked to select the meter(s). For this demo there is only 
one, Potable Water Mixed Use. Please select that and hit Get Started. 
 

 
Figure 18 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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On this next page, select the box next to the meter and put in the units (gallons) 
and the date the meter became active (the date of the first billing start date). 
Then click Create Meters. 
 

 
Figure 19 
 
On the next page, you can click on Click to add an entry on the meter to add the 
billing information.  
 
***Please note that the entire calendar year will need to be put in January 1st-December 31st. For 
example, for the 2017 compliance deadline, I will have needed to put in information from January 1st, 
2016 to December 31st, 2016. Each day will need to be accounted for so if this is the first-time 
benchmarking, you will need 13 billing cycles to make sure no days are cut off. In this example, we are 
only using 12 because the meter start date is on the 1st of January, so all the days will be accounted for 
with only 12 entries. *** 

 
Add in all the usage entries on the data sheet and click continue. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 20 

 
Make sure the meter is selected and then click the box that states the meter 
accounts for the entire consumption. Now click Apply Selections. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 21 

Using the Error Checker 
By this point you should see a number at the top-right that either shows an 
Energy Star Score or Energy Use Intensity (EUI). In this demo it will be an Energy 
Star Score. If you click on the water tab, then you should see a water use intensity 
amount on the left side. If a number doesn’t appear in either area, this usually 
shows there is an error. We will go over how to check for errors in this section 
 
Start from the home page, click on the property you created. It will take you to 
the Summary Tab for the building which is where we want to be. 
 
Click on the Check for Possible Errors box on the middle-right.  

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 22 

 
Since we are entering in 2016 data, will put year ending Dec. 31, 2016. Then click 
on Run Checker. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 23 

 
This next page will tell you of any errors. One error occurs about waste 
management. The Energy Empowerment Ordinance does not require a waste 
management submittal therefore this error is fine (waste management will not be 
covered in this document). 
 
Other errors will need to be addressed. Otherwise, the data will not be useable 
for benchmarking plus the City of Kansas City will receive indicators of errors (for 
those subject to submitting for the Energy Empowerment Ordinance). 
 
Later in the document, we will go over common errors. This will require us to 
revisit this tool later. 

Editing Information 
Starting from the home tab, click on the building you wish to edit. 
 
Now you will want to go into the Details tab at the top. In this tab you can edit 
your building information.  
 
To edit basic information, click the Edit button at the bottom of the box in the top 
left corner. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 24 
 
To edit information regarding the use type, click the action drop down and click 
on Correct Mistakes. This will allow you to make any corrections. 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 25 

 
***Please note that the Property GFA- Self-Reported should equal the SQFT of all of the use types 
with the exception of parking (if applicable). We only have one use type and the Gross Floor area of 
413,901 matches the Property GFA- Self-Reported. Additionally, this tab is used to add or delete use 
types.*** 
 
All the information in this demo should be correct up until this point but if there 
was an error in the property details please edit the information. 
 
 
 
 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 26 
 
 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 27 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Submitting Benchmarking Data to the City of Kansas City 
This step will require you to use a link provided on our Benchmarking Website or 
through email (benchmarking@kcmo.org). For this demo we are going to use the 
Website. If you have not already done so, please go to 
kcmo.gov/kcgreen/benchmarking/. On this page you should see multiple areas 
with a link titled Submit My Data. Please click on this. 
 

 
Figure 28 

 
Next it will ask you to sign in if you haven’t. Once you do it will take you to a form. 
On this form scroll down to the bottom, select your property and click Generate 
Response Preview. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
http://www.kcmo.gov/kcgreen/benchmarking/
mailto:benchmarking@kcmo.org
http://www.kcmo.gov/kcgreen/benchmarking/
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Figure 29 

 
Next go to the Reporting Tab up at the top in Portfolio Manager (tabs will show 
MyPortfolio-Sharing-Reporting-Recognition). 
 
Under this tab, there will be a template that says Data Request [calendar year] 
Reporting Template… Click on the drop-down box to the right and click Send 
Response. 
 

 
Figure 30 

 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Lastly, the next page will have you e-sign and you’ll be done. An email should be 
sent by ENERGY STAR Portfolio Manager to you confirming your submittal. 

Common Errors 
This section will list the common errors and walk through how to fix them. Some 
of the most common errors established by the Benchmarking Help Center are: 

• Missing a few days in the calendar year submitted on. 
• Gap in Meter Dates. 
• Energy/Water usage entered on a date before the listed year built. 
• Energy/Water Usage entered on a date before the Meter became active. 
• Meter Active Date Labeled on a date before the year the building was built. 
• No Meter Associated with This Property. 

 
To be able to successfully troubleshoot these and other errors, it is recommended 
that you become familiar with the Using the Error Checker and Editing 
Information sections of this document. 
 

Reports 
This intent of this section is to help you learn how to generate reports to better 
understand your own data. For those subject to the Energy Empowerment 
Ordinance, you are not required to generate any additional reports in this manner 
but are encouraged to read this section if you are interested in making the most 
of your consumption information. 
 
***This may be one of the few times you will ever hear this, but it is better to do this part in Internet 
Explorer. Google Chrome has been known to cause some troubles making report generation 
impossible. *** 

 
Starting from the home page, you will want to click on the tab at the top named 
Reporting. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 31 

 
On this page, you will see several sample or previously existing templates. 
However, we will want to create our own. Please click on the Create a New 
Template button near the top right. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 32 

 
It will take you to a page where you can give the template a title, select the report 
timeframe, select either a single property or multiple properties, and lastly select 
the metrics that will be displayed based on your property and the information you 
have entered. 
 
For this demo, please enter in the information as listed below: 
 
Name: City Hall (any name will work for this box). 
Timeframe: Current Year, for Energy. 
Properties: One Property, City Hall. 
 
Now click on the box that says Select Information & Metrics. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 33 

 
You will now see many categories on the left-hand side, when you click on a 
category, you will see different metrics to select from. 
 
***Please note, Property Name, Parent Property Name, Portfolio Manager Property ID, and Portfolio 
Manager Parent Property ID will be automatically selected for you. *** 

 
For this demo, please enter in the information below: 
 
Tab- Property Information 

• Address 1. 
• Property GFA-Self-Reported (ft2). 

Tab- Energy Use by Fuel Source 
• Electricity Use- Grid Purchase (kWh). 
• District Steam Use (kBtu). 
• District Chilled Water Use (kBtu). 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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TAB- Energy Performance Metrics 
• Energy Star Score. 
• National Median Site EUI (kBtu/ft2). 
• % Difference from National Median. 
• Site EUI (kBtu/ft2). 

 
At the bottom you should show that 13 of 50 maximum are selected. Please click 
on Apply Selection. 
 

 
Figure 34 

 
The window will close and now you should click Save Template. 
This will now take you back to the report tab where you can now see the report. 
You will want to click on the action drop-down box and click Generate Report. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Figure 35 

 
This will now allow us to access the information. Please click the Drop-Down Box 
again, now you can see the options to View the Report or Download it. You may 
also edit it if you want to add or remove something. In addition, you can use this 
to request data from another user. 
 
For this demo, please click View Current Report. 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing


Energy Benchmarking Guide Version 1.2 (March 2018)                                                                                      38 
   
 

City Hall Data Sheet                                                                                                                        Contents 
            

 
Figure 36 

 
You can now scroll through all the information that you selected. As more 
information is stored into Portfolio Manager, the more meaning you can obtain 
from the results. The reporting tool allows you to take that information and put it 
into an Excel or XML format. 
 

 

Figure 37 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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Upcoming Document Updates 
This section is to list some of the updates that will be present in the next version 
of this Document: 

• FAQ Section 
o Deleting Meters 
o Deleting Property 
o When and how to add parking 
o Building use Metrics Changed this year 
o Utilities- Reading my Bill. 
o Data Centers 

• Possible Video Walk-Through of materials present in this document. 
• More ways to Download Information. 
• Link to Accompanying Document that Explains the Energy Star Score, 

Energy Star Certification and Upcoming Portfolio Manager Updates that 
could affect scores and certification. 

• Typographical edits. 

 

 

https://drive.google.com/file/d/0B8EaOHqS1tSNcHM4TVlpQngwSkU/view?usp=sharing
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