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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 12t 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.
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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.)

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of properties Buildings Homepage
Password:

Learn More About
Portfolio Manager

ClickiCreate aNew, These links provide more information from

Accountitogetistarted: 4 " ENERGY STAR and are nct avaabl n French

‘You are accessing a U.S. Government information system. System usage may be monitored, recorded, and subject to audit. Unauthorized use of the system is prohibited and subject to
L
criminal and ¢ il penalties. Use of the system indicates consent to menitoring and recording

FOHOW Us [} ﬁ%m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
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.
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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.
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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.

F'_" ENERGY ST-""-IH Welcoms Jofialds: Account Seings | Mosscatons & | contsss | Heio | Slon ou
MyPortfolio Sharing Reporting Recognition
- o aE
[opsries (12) o Welcome to Fortfolio Vizws!
Add a Property Mowe you can see an ovendasw of your portfolic’s performance right from this page by using a
“wizwl". W hawe sat up one view 1o get you staned, Enengy Highlights. If you would like to see

these metrics, please Refresh Metrics or, you can 5=t up wour own customized wisws. Views
need to be refreshed to see your most recent metrics.

Source EUl Trend (kBtufft?) Clear Message

Dashboard Search by ID or Mame

|'l.li|=_-w.l5-JI Properies {15) ¥ | [Mone A

ei——
Add'Edit Delste Wiews
oo -
Copy of Test1: Jesss's Demo
o
006 2008 200 2012 2014 204
gkok
BEASTET
COiffice
. 5OTE26D
Manage Portfolio =ihes
Oficed
LB# Transfer ownershio of a property that DEAETTE
you manage to another Portfolio Parki
S d STHINg
nEger user T
\&y Upload andior updste multiple B Test
properies at once using an Excel 5210008
spreadshest if you are s pro. This can
e done to create new properties, add Sample K-12 School (US)
use details, create meters and add 5782025
meter consumption dats.
Sample Library {US)
4 Download wowr entire portfolio to Excel 5raz0z3
of create 3 custom download. Sample Office (US)
Erg2024
Set a portficlio baseling andior target fo
help measure progress. > Sample University (US)
5Tg2025
Add sample properties to your Scoount. o
M Up to five sample properties with pre- JTest?: Jesze's Damio
populated data will be added to your SElZE4n
portfolio for testing purposes. Tests
GE15368
ki
SE42TEE
gty
G001 420
- =
Page 1 of 1 Wiew 1- 15 of 15
Properties (13) {Count includes 1 child properties. Expand carsts fo view)

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
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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.
PN ENERGY STAR

PortfoliolVlanager®

Set up a Property: Let's Get Startedl

Walcoma |bflslde: Account Sattinge | MatficaSions u Cardacts | Help | Sign Out

Properies come in all shapes and sizes, from a lessed space in a large office building, to 3 K-12 school with 3 poal, to a large medical comples with lots of
Buildings. Since thare are so many choices, Partfolio Manager can walk you through getting your propemy up and running. ¥When you're done, you'll be resdy to

start maonitoring your ensrgy usage and pursue recegnition!

Your Property Type

We'll gt into the details Ister. For nows, overall, what main purpose doss your property serve?

[Office ¥ |
Learn more about Property Types.

Your Property's Buildings
Hewi many physical buildings do you consider part of your property?

Maone: My progerty is part of a building
= Ome: My propasty is a single building
Mare than One: My progerty includes multiple buildings (Camous Guidance)

Howi many?

Your Property's Construction Status

|= your property already buik or are you entsning this property 35 a construction project that has not
yet been complated?

Existing: My property is built, cccupisd andior being usad. | will be using Portfiolic Manager to
track energyiwater conswmption and, perhaps, pursue recognition.
Design Project My progerty is in the concaptual design phass {pre-construction); | will be
using Portfolic Mansger to evaluate the ensrgy efficiency of the design project.

# Test Property: This is not 3 r2al property. | am entening it to test fastures, or for othar
purposes such 3s training.

= | would like to enter data as if this propeny is in cperation.
| wiould like to enter data as i this propenty is in the design phass.

Follow Us 5] Ki i

Contact Us | Privscy Palicy | Browser Requirements | ENERGY STAR Buildings & Plants Website

a Tip

To &l up a prapearty. you'll need
Infarmation Ewch a5 gross flaor area and
aperaling haurs.

a Tip

Mot sure what kind of proparty you aa?
Secause we ocuE an whole bullding
panchimarking, you want to siect the
prapany typa thatbest rafects the
3cihvity In the majmty of your sullding.
Dont warry B you have athar tanants with
dTErEntl DUEINSEE LypeE, [UEl S2at e
maln acavity.

a Test Properties

Yiou mAy Wank % enter 3 prapery Inta
Partfollo Manager that Isn't aclualy 3
T3l prapany. inar 1o fEmikanze
yourself with featuras or maybe 1o frain
oiher peaple. By I=ling us this & “Taet
property, we oan give the option of
Including this property In your portsalia-
|28l Matrizs, chans ana 15002 or not,
dapanding wihat your neass are This
can be configured on your Account

Satinge.

Figure 4
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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 12" 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.
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m ENERGY STAR

Portfolio\anager®

WWelcoms Jbmelds: Account Ssmings | Momteations ' | Contasts | Haio | Sign Out

Set Up a Property: Basic Property Information

Tell us =3 littke bit miore 3bout your property, incheding 3 name that you will use 1o look wp your property and its address.

About Your Property

Mame: ity Hsl

N Tip
The name you choosa for your proparty
doaE not hawa 0 ba unigue. 5wl tmay
maEke & essiar Tor Fou 50 wiork with

Caonmntry: *[Unied Stat=s

Propertiss In your portiollo If ¥ou o not

Strest Addness: : 214 E 12th St

Gity/Municipaiity: " [ kansas City

use tha sama (or Elmilar) ramae.

State/Province: * [Misscuri

L

Posial Code:

64108
“¥=ar Built T
‘Gross Floor Area: “[ 213,001

e ‘O] %

Do any of these apply?

Mty properny has ons or more retail stores
Mty propernty has ons or more restaurants/cafetenias

Follow Us [ K3 B 03

@roce Floor Arsa (3FA) s th

My propeny’s energy consumption includes parking arsas
My properny has a Dat= Centzr that requires a constant power load of 75 KW or mors

Temporary Walue

e bobal property foor aree, messured from the princlipal sxterior
suri=o=s of the buldingis). Do not Include parkng. Deteis on wost o Incude

Il Tio
Ansaernng these simgle quastions will

help ws guide you In entaring your
property comectly.

ENERGY STAR Buildings & Flants WWebsite

Contact Us | Privacy Policy | Browser Reguirements

Figure 5

On the next page, the Gross Floor area should be filled in already. Enter in the

following information.

Weekly Operating Hours:

# of Workers on Main Shift:
Number of Computers:

% That Can be heated:

% That can be Cooled:

65.
951.
807.
>50%.
250%.

We are leaving the Current as of Date to be 1/1/1937.

Once the information is put into the system click Add Property.
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N ENERGY STAR®

PortfoliolVlanager®

Welcome [bfisida: Account Seftings: BIMQIMIE | ign Sut

Setup a Property: How is it used?

Baszed on what you've told us so far, Porffolic Managsr has et up your property. Fill in the tables below to provide more detailzd infommation on how your property
s used.

Basic Information
Name:

Property Type: Office

us

414 E 12th 5t m It
Kansas City, MO 64106

Add Ancher Type of Us= LA Add

W Building Use - SdtName

fitness areas,

= |fitis a Property Use Type that can get an ENERGY STAR Scons (note Retail can only get a score if it is greater than 5,000 square feet)

Gross Floor Ares (GFA) should include all space within the i including offices,
bassments, storage arsas, stairways, and elevator shafts.

Offfice refars to buildings used for the conduct of commercial or govemmental business activities. This includss

e and ional offices.

If you have restaurants, retsil, or senvices (dry clesners) within the Office, you should mast kely includs this square footage and ensrgy in the Office Propesty
U=e. There ars 4 exceptions to this rule when you shou'd creste a separate Fropeny Use:

« Ifit acoounts for more than 2% of the property's GFA
iied Offica

s [fitis 3 vacant/un

«  If the Hours of Operation differ by more than 10 hours from the main Property Use

More on this ruls.

reams and

break roams, kitchens, lobbiss,

Property Usa Detsil Value Current As OF

#r Gross Floor Area Emmt | [EaR v [ner &8 | o
e Weeky Operating Hours O Useaseait e | & | o
#r Number of Workers on Main Shift O Uses el [near &8 | o
e Number of Computers o Useadelaut e &8 o
W Percent That Can Bz Heated 1 Us= adefault ﬂ ]
¥ Percent That Can Be Cooled 1 Usea default ﬂ @

W This Use Detail is used to caloulste the 1-100 ENERGY STAR Score.

Figure 6

Follow Us [ G i I

Contact Us | Privacy Policy | Browser Requirernents | ENERGY STAR Buildings & Plants Website

Add Property ==l

***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.
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ENERGY STAIH-:' | Welcome |ofields: Account Sestings | Nosscations & | Contacts | Help | Slgn Oul
MyPortfolio ‘ Sharing Reporting  Recognition
Congratulations! You have successfully created your property.
Mext, you can:
= Add energy use information, so that you can ses your enengy performance metrics.
City Hall LT EE SIS Weather-Normalized
ENERCY STAR Source EUI (KBtuffF) st
414 E 12th 5t, Kansaz City, MO 84108 | Map It ‘"‘
Portfali 10 3070245
° Manager Froperty Current EUI: MNIA
“fear Buik: 1937 I
# Edit Baseline EUl:  MN/A
Summary Detallz | Enargy | Wiater ‘Wasts & Materlals Goals Deslgn
# Change Metrics
Property Profile (Future enhancements) ra Change Time Feriods
This section will be deleted in 2018, except for the _
property photos which will remain. More information. Metrics Summary
+ Create Profile
Mot Avallable (Energy Mot Avallable Changs
Matrio Easeling) s (Energy Currenty 4
: ENERGY ETAR Score (1-1000 et Avalncie Mot Avzlianke Nt
Source EUIl Trend {kBtu/fte) Source EUI (St ot Avababiz Mot Avallabiz HiA
Sz EUI (KBNS et Avalncie Mot Avzlianke Nt
Energy Cost (K} HNct Awvalabie Mot Avallable NiA
Total GG Emissions Intnsty i i
[ it et Avalncie Mot Avzlianke A
Vumtmr Ume (AT Vimter Souroes) i i
o et Avalncie Mot Avzlianke A
Total Wmste (Dspased Bng i i
Chuetma =) ot Avalacie Mot Avellaole A
1008 2008 2010 mz M4 098
Check for Possible Data Errors
Total GHG Emissions Trend (Metric Tons Run a check for any 12-maonth time period o s=e i there are any possible emars
COZe) found with your data.
Check for Possible Emmors
Sharing this Property
More About Sharing
| 3006 008 200 Mz A4 e *ou haven't shared your propsry yet. Sharing can be helpful if you want to
allows other people to wisw your propeny or help maintsin or update information
about it (e.g. property use detils or meter data). You may also want to consider
sharing with 30 onganizatien who exchanges data to automatically updats your
meeter information. Learn more about exchanging data.

Figure 7
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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.

m tNEHGY S TAR® Welcome jbfields: Account Settings l‘.:-'.i"i:.zlti::rzc= | Contacts | Help | Sign Out
== PortfoliolV]
ortfoliolVianager
MyPaortfalio Sharing Reporting Recognition
Properties (16) & Weloame io Portiolio Views!
Add a Property Mow you can see an overview of your portfolio’s performance right from this page by using &

"wigw". Wi have set up one view to get you started, Energy Highlights. If you would like to see
these metrics, please Refresh Metrics or, you can st up vour own customized views. Views
need to be refreshed to s2e your most recent metrics.

Source EUI Trend (KBtu/ft)

200

Dashboard Search by ID or Name
c [View All Froperties (18} v | [Nene v
Add/Edit'Delete Groups Add/Edit'Delete Views
100
—tame =
City Ha
R . BO70346
2006 2008 2010 2012 3014 26
Copy of Test1: Jesza's Damo
5304371
i akgh
hManage Portfolio SR48TET
1E# Transfer ownership of a property that ST’:E
you manage to another Portfolio 5676260
M T
SNSger uses Office?
5245776
[ Uglosd and'or updste multinle
oroperties st once using an Excel Esrking
spreadsheet if you are 8 pro. This can 5295351
be done to create new properties, add
use detzils, create meters and sdd BM Test
meter consumption dsta. FEi0000
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.
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E EME HEY STﬁHt ‘Welcome |bfialds: Account Sedtings | N:-'.‘u;\all:nst:I | Contacts | Halp | Sign Ouwl
g = @

PortfoliolVlanager

MyPortfolio Sharing Reporting  Recognition

Congratulations! You have successfully created your proparty.
Mext, you can:
= Add energy use information, so that you can ses your ensrgy peformance metrics.

City Hall o R UE UL Weather-Normalized
e ENERGY STAR Source EUI (kKBHu/fF) st
414 E 12th 8t, Hansas City, MO 84108 | Map it Cerification score?
?onfclio.'l.-'la'lager Property I0: 3070348 Current EUL: NIA
Year Buik: 1937 —
Fa=" Baseline EUl:  N/A
Summary Detallz Enargy Water ‘Wasts & Matarlals Goals Deslgn
/. Change hstrics
Property Profile (Future enhancements) # Change Time Feriods
This section will be deleted in 2018, except for the .
propenty photos which will remain. More information. Metrics Summary
Create Profis
- Not Avalisble (Enargy Mot Avallabla Changa
mairia Eacsling / (Enargy Current) / 7]
EMERGY ETAR Eoore (1-100) Not Avalacis Sot Awallsbls NiA
Source EUI Trend {kBtu/ft?) Saurce EUI {kShati Nt Avalatie Mat Awallsbbs MiA
ERke EUI (kEtuMS) HNct Avalacis Mot Avallsble MiA
Energy Cost (] HNct Awvalacie Mot Avallable NiA
Total GHG Emissions Inznsiky E o Eim Y TR Y
[eaooess Hot Avalacis Mot Avallsble MiA
Wimtcr Usz (AN Witer Scurces) Mt Avslasis Mot Ausllsple WA
(gl

Figure 9

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

=}

City Hall J@ not eligible to apply for Weather-Normalized
il ENERGY STAR 2y Wy not
[E=] Source EUI (kBtw/it?) 3
414 E 12th St, Kansas City, MO 64105 | Msp It Certification ( ) "oz

Portfolio Manager Property |D: 8072345 Current EUI: N.".A

“Year Built: 1837
Z Edi Baseline EUl:  N/A
Summary Details Energy Water Waste & Materials Goals Design ! !
MEtdr Summary Ieters - Used to Compute Metrics (0)
0 gy Meters Total .. Miew a5 & Disgram

In order to receive metrics for your
property, you must provide meters. You
3ye sniecad any meters yet

, There are currently no energy meters entered for this property/building. In order o track
energy usage and receive energy mefrics, you must provide an energy meter. Enter
information sbout vour energy meters to begin tracking energy usage. After entering the
meter, you will need fo choose to include it in your metrics.

Current Energy Date
Mot Available

Enter Your Bills For a step-by-step guide to entering meter dats, see How to get Liility Data into Portfolio
Mansger.

Figure 10
For City Hall, we have three meters:

e Electricity- Purchased From the Grid,
e District Chilled Water- From an Electric-Driven Chiller,
e 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!

City Hall Data Sheet Contents



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

Energy Benchmarking Guide Version 1.2 (March 2018)

Get Started Setting Up Meters for City Hall

There are four ways to enter meter data. First, you can enter manually, starting below. Second, you can set up your meters
spresdsheet with just your bill data. Third, for sdvanced users, you can use our upload tool that sllows you to set up all of ye
finally, you can hire an organization that exchanges dsta to update your energy dats automabcally.

Sources of Your Proper‘t}["s EI'IEFQ}'
@ What kind of energy do you want to track? Please select all that apply.
# Electric
# purchased from the prid
How Many Meters? © |1

generated onsite with ™My GWn Soiar panels

generated onsite with my own wind turbines.
Matural Gas
Propane
Fuel Gl (Mo, 2)
Diesel
« District Steam
How Many Meters?] |1
District Hot Water

« District Chilled Water
+ from an electric-driven chiller
How Many Meters? |4
fromn an absorption cnuer using natural gas
fromn an engine-driven chiller using natural gas
from anaother kind of chillar

Fuel Gl (Mo, 4)

Fuel Oil (Mo. 5 and MNo. 5)
Coal [anthracite)

Coal (bituminous)

Cole

WWood

Kerossne

Fuel Gil (Ma. 1)

Ciher:

Get Started! JpEs

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. ***

City Hall Data Sheet Contents
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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.

About Your Meters for City Hall

Enter the informstion below sbout your new meters. The meter's Units and Date Weter became Active are required. You can also change the meter's name.

3 Energy Meters for City Hall (click table to edit)

Other I . Date Meter Date Meter Enter as
]
’ LrErhEmE Type Type i became Active [ L=z became Inactive | Delivery?
- District Steam District Steam MBtu (milkon Btu) 1213115 L4
. . . . JHWh (thousand .
7 = e it 201RS F
Electric Grid Meter Electric - Grid WWatt-hours) 121615
P :IE:I‘_IC:: ,.."u_af: Vater :IE:I‘_IC:: Chibed Water - fon hours 123015 =
Electric Mete Electric
Delete Selected Enfries
Add Another Entry
Create Meters [JeEhis
F[:}l |0'|,i‘|,|' U S 13 .] m m Contact Us | Privacy Policy | Browser Requirements | ENMERGY STAR Buildings & Plants Website
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 31°'. For
example, for the 2017 compliance deadline, | will have needed to put in information from January 1,
2016 to December 31%, 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. ***

City Hall Data Sheet Contents
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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 setting up
your meters and enter your energy bills later.

Your Meter Entries for City Hall

Mow we need actual energy consumption information in order to start providing you with your metrics and, possibly, your scorel

3 Enerav Materis) for Citw Hall

|» District Steam
|» Electric Grid Meter

| District Chilled Water Electric Meter

F0| |OW Us [ .] m m Contact Us | Privacy Policy | Browser Reguirements | ENERGY STAR Buildings & Plants Website

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.

City Hall Data Sheet Contents
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MyPortfolio Sharing

Reporting Recognition

“four meter entries hawve been added to your meters!

Select Energy Meters to Include in Metrics

Tell us which meters to include when caloulating the Energy metrics for City Hall 5o that we can provide you with the most accurate metrics possible.

Summary

3

Meters regresenting the
total energy consumption
for City Hall {a single
buwilding).

a About Sub-meters

If you have sub-maters to massure
energy or water consumption for a
sp=cific purpose, and you 3lso have
3 master meter (which measures
total consumption), counting both of
those meters would double count
your consurnption and skew your
metrics {g.g., anificially incresse
your Site Energy Use Intznsity).
Leam More sbout configuring
meters for performance metrics

.

Energy Meters

Select all meters to be included in your Energy metrics. (Hint: Most meters should be included unless they
are sub-meters.)

Hame

Meter ID Type
& District Steam District Steam

24525005

Electric Grid Meter . .
¥ |laamosc0T Electric - Grid

District Chilled Water Elecinic Mater e e N
¥ 34505002 District Chilled Water - Electric

Total of 2 meteris). Tell us what this repres=nts:

* @ These meter(s) account for the total energy consumption for City Hzll (a single building].

These meter(s) do not account for the total energy consumption for City Hall {8 single building).

A Pp"" 53'&@0“51 Cancel

FOI | ow US 15 | .] m m Contact Us | Privacy Policy | Browser Reguiremeanis | EMERGY STAR Buildings & Flants Website

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.

City Hall Data Sheet
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@ ENEHGY STAH: Welcome jbfields: Account Settings | I'~.{31iﬁ=:ati=:nrse | Contacts | Help | Sign Out
®
== Portfolio/\lanager
MyPaortfolio Sharing Reporting Recognition
Properties (16) ; Welcome to Portfolio Views!
Mow you can see an overview of your portfolio’s performance right from this page by using &

"wigw". We have set up one view to get you started, Energy Highlights. If you would like to see
these metrics, please Refresh Metrics or, you can set up your own customized views. \iews
need to be refreshed to se=e your most recent metrics.

Source EUI Trend (kBtu/ft)

00
Dashboard [Search by 1D or Name |
200 g W - -
iew All Properties (18) ¥ | [Mone v
AddEdit'Delete Groups Add/Edit Delete Wiews
100 Nw .
City Hall
v 078248
2006 2008 2010 2012 3014 26 —
Copy of Test1: Jesze's Demo
5204371
Manage Portfolio 5248787
1E# Transfer ownership of a property that 53;'?269
¥ou manage to another Portiolio !
M .
SnNSger user Office?
5242778
[ Upload andor updste multiple
properties at once wsing an Excel Parking
spresdsheet if you are a pro. This can FaoEIA1
be done to create new properties, add
use detsils, create meters and add BM Test
meter consumption dats. Foi0009
Figure 15

Next click on the Water Tab.
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E EME HEY STﬁHt ‘Welcome |bfialds: Account Sedtings | N:-'.‘u;\all:nst:I | Contacts | Halp | Sign Ouwl
g = @

PortfoliolVlanager

MyPortfolio Sharing Reporting  Recognition

Congratulations! You have successfully created your proparty.
Mext, you can:
= Add energy use information, so that you can ses your ensrgy peformance metrics.

City Hall o R UE UL Weather-Normalized
e ENERGY STAR Source EUI (kKBHu/fF) st
414 E 12th 8t, Hansas City, MO 84108 | Map it Cerification score?
?onfclio.'l.-'la'lager Property I0: 3070345 Current EUL: NIA
Year Buik: 1937 —
Fa=" Baseline EUl:  N/A
Summary Detallz Enargy Water ‘Wasts & Matarlals Goals Deslgn
/. Change hstrics
Property Profile (Future enhancements) # Change Time Feriods
This section will be deleted in 2018, except for the .
propenty photos which will remain. More information. Metrics Summary
Create Profis
- Not Avalisble (Enargy Mot Avallabla Changa
mairia Eacsling / (Enargy Current) / 7]
EMERGY ETAR Eoore (1-100) Not Avalacis Sot Awallsbls NiA
Source EUI Trend {kBtu/ft?) Saurce EUI {kShati Nt Avalatie Mat Awallsbbs MiA
ERke EUI (kEtuMS) HNct Avalacis Mot Avallsble MiA
Energy Cost (] HNct Awvalacie Mot Avallable NiA
Total GHG Emissions Inznsiky E o Eim Y TR Y
[eaooess Hot Avalacis Mot Avallsble MiA
Wimtcr Usz (AN Witer Scurces) Mt Avslasis Mot Ausllsple WA
(gl

Figure 16

On this page you will want to click on Add a Meter. This can be found in two
locations on this page.

City Hall Data Sheet Contents
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Summary Details Energy Water Waste & Materials Goals Design
Water Use Intensity (All Water Water Meters - Used to Compute Metrics (D)
Sources) (galift)
» Miew as a Diagram
Current WUI: MN/A
. . f In order o receive water metrics for your property, you must provide water meters. You
Baseline WUI: MNIA have not entered sny meters yet. After entering the meter, you will need io sssocisie it to

receive metrics.

I

r Summary

eters Total

In r to receive metrics for your
property, you must provide meters. You
have not entered any meters yet

Add A Meter

Current Water Date
Mot Available

Enter Your Bills

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.

Get Started Setting Up Meters for City Hall

There sre four ways to enter meter dats. First, you can enter manually, starting below. Sacond, you can sat up your meters below, then upload a specially formatted
spreadshest with just your bill data. Third, for advenced users, you can use our upload tool that sllows you to set up all of your meters and enter bill data. And
finally, you can hire an organization that exchanges dsts fo updsie your energy dats sutomatically.

Your Property's Water Usage
What kind of water do you want to irack? Please select all that apply.

+ Municipally Supplied Potable \Water

Figure 18

City Hall Data Sheet

Two Meters Needed for
Onsite SolarWind

If you've got onsite Solar (or Wind), you
still need to enter an Electric Grid Mater.
Learn Maore

Indeor
Outdoor
¥ Mixed IndoorOutdoor Automate Your Meter
Entries
How Many Meters? I:l
Thers are many organizations that will
Municipally Supplied Reclsimed \Water electronically enter your wility data into
Wl Wiater Portfolic Manager. Many utilities provids
this service for free. Service providers
Other: | int=grate this service into their own
software and value-added offerings.
Learmn more
Get Started! Qlecitsl
Follow Us =) n ﬁ m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
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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.

About Your Meters for City Hall

Enter the information below about your new meters. The meter's Units and Date Meter became Active are reguired. ou can slso change the meter's name.

1 Water Meter for City Hall (click table to edit)

Other - Date Meter Date Meter became
o Meter Mame Type Units - In Use? -
Type became Active Inactive
Potable: Mixed Indoor'Cut | Potable: Mixed i
i = i Gallons 111718 -
door Meter ndoorJutdoo
Delete Selected Entries
Add Ancther Entry

Create Meters [ b2

FU' |O't."t." U 5143 .] Iﬂ! m Contact Us | Privacy Policy | Browser Reguirements | EMERGY STAR Buildings & Plants Website

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 31%. For
example, for the 2017 compliance deadline, | will have needed to put in information from January 1,
2016 to December 31%, 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 1° 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.

City Hall Data Sheet Contents
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Your Meter Entries for City Hall

Mow we need actual energy consumption information in order to start providing you with your metrics and, possibly, your score!

1 Water Meter(s) for City Hall

W Potable: Mixed Indoor/Outdoor Meter

Start Date End Date
Click to add an eniry
Delete Selected Entries
Add Another Entry

&% Learn how to copyipaste

Upload data in bulk for this meter:

i) You can copyipaste into the table above (instructions in this

F&Q1, or upload an Excel spreadsheet using our simple
spresdshest template.

Choose File | Mo file chosen

Figure 20

Usage

Gallons Total Cost {$) Estimation

m I:E_ :el

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

City Hall Data Sheet
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MyPortfolio Sharing Reporting Recognition

“Your meter eninies have been added to your meters!

Select Water Meters to Include in Metrics

Tedl us which meters to include when calculating the Water metrics for City Hall so that we can provide you with the most sccurate metrics possible.

Summary Vater Meters

Select all meters to be included in your Water metrics. (Hint Most meters should be included unless they

1 are sub-meters.})

Hame
MMeters regresenting the Meter ID

total wster consumption for
City Hall (= single building). ( F ;:FZET'L: wed Indoor!Cutdoor Mete. Potsble: Mized Indoar Cutdoar

Total of 1 water meter{s). Tell us what these meter(s) messure:

Type

About Sub-meters
‘ * @ These meter(s) sccount for the tatal water consumption for City Hall (a single building).

f you have sub-maters to messure These meter(s) do not account for the total water consumption for City Hall {a single building).

energy or water consumptien for 3
sp=cific purpose, and you slso have
3 master meter (which measures
total consumption), counting both of
those meters would double count
your consumnption and skew your
metrics {g.g., srificially incresse
your Site Energy Use Intensity).
Learmn Maore abowt configuring

meters for performancs metrics

Apply Selections |j==u=

FI:Ill |OW Us [} .] m m Contact Us | Privasy Paolicy | Browser Requiremants | EMERGY STAR Buildings & Plants Website

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.

City Hall Data Sheet Contents
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Summary Deetails Energy Water

Waste & Materials Goals Dresign

Property Profile (Future enhancements)

This section will be deleted in 2018, except for the
property photos which will remain. Maore information.

Create Profile

Source EUI Trend (kBtu/ft®)

2008 2008 20a

=
=]
=]
=
=1
=

)
m

2

Total GHG Emissions Trend (Metric Tons
CD2e)

2008 2008 20a

=
=]
=]
=
=1
=

)
m

2

Figure 22

/ Change Metrics
Change Time Periods

Metrics Summary

Hot Avallabla (Enargy Wot Avallabis cnange
matric # Eapellng) / (Energy Current) /
EMERGY STAR Scora {1-100) Mat Avaliabia Nat Avaliabia MiA
Sourca EUI (KBWTS) Mat Avaliabla Nat Avaliabla MiA
Sita EUI (kStwE) Mat Avaliabla Nat Avallabla HiA
Energy Cost 5 Nat Avaliabia Nat Avaliabia MiA
Total GHE EMIEEIoNE Int=nEity . . ,

at Avaliabia ot Avzllabia
[gcozats Mat Avaliabla Nat Avaliabla HiA
" & Al S )
:;;5:.[ LB [All ViEtar Sawnss) P — Nt Aualiabia WA
Total Waste [DispoEed and Nat Avzlishiz Nt Avzliabis NI

Clvertad) (Tors)

Check for Possible Data Errors

Run a check for any 12-month time pericd to see if there are any possibl

found with your data.
Check for Possible Errors

Sharing thiz Property

More About Sharing

“ou haven't shared your property yet. Sharing can be helpful if you wani to
sllow other people to view your property or help maintsin or update information
sbout it {.g. property wse details or meter data). You may also want to consider
sharing with an organization who exchanges data to automatically update your
meter information. Lesrn more about exchanging dats

24

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

on Run Checker.

City Hall Data Sheet
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m ENE HGY S’ TAR Welcome jbfields: Account Sethings | \Jctﬁcszicnsgl Caontacis | Help | Sign Out

ortfoliol\lanager”

MyPortfolic Sharing Reporting Recognition

Data Quality Checker for City Hall

The Data Quality Checker will help you find potential ermors and unususl dats within a given yesr. Select your year of interest, review your slerts, and follow the
links o wiew or correct your dats as nesdad.

Select Timeframe & Run Checker gy About Timeframes

‘e check data for a full year {12 months) of meter consumption and Property Use Details [called a The Cista Quslity Checker needs one full calendar year

Meatric Year). Select a Year Ending Date and click "nen checker” to see possible data issues. of Property U =tails and meter information for most
chacks. Otherwize, we will show you basic alers to et
Year Ending: Dec 31 hd w you know what's missing.
Cancel
Fl:.il |OW U S 1.3 .] m m Contact Us | Privacy Paolicy | Browser Bequirements | ENERGY STAR Buildings & Flants Website

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.
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MyPortfolio Sharing Reporting = Recognition
City Hall E Not eligible to apaly for ENERGY STAR Score (1-
ENERGY STAR 100)
414 E. 12th Strest , Kansas City, MO 84108 | Map It == Certification
Forifolio Mansger Properiy I0: 2874428
¢ ™ Current Score: 96
‘Year Built: 1837
/ Ed Baseline Score: 55
Summary Details Energy Water Waste & Materials Goals Design

Basic Information Property Uses and Use Details

. . View i = g
Construction Status: st | Acd Ancther Type of Uss LAY Add)
Existing property that is one single
building

Mame Property Use Type 2:::5 Az Action
Property GFA - Self-Reported:
413.901 Sq. Ft. p Office Use Office 413,801 # Iwantto... v
%F‘E]C;:pﬂncy: Property GFA [Buildings): 413,901 {used fo calculate EUIY

Property GFA [Parking): 0

To 2dd multipls wses and buildings to this property, you can use this
o uplaad your information.

Unigue Identifiers (IDs)
Portfolioc Manager 1D:

ZBT4420
Property GFA by Use = Property Type
Custom 1Ds: None Froperty Type - Self-Selacted:
Standard IDs: 1 view Office # Edit
o . = i s - Property Type - EPA Calculated:
[} Youcan select from Portfolio Manager's Cifina

Standard IDs to provide information to
others in data requests. Or you can ceste
up to three Custom |Ds =o that you can
«eross reference your progerty in other
systems.

(/] The EFA-Calculated Propery Type is
us=d for yowr metrics. Leam mors about
property types.

@ - Office:
100 %

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.
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MyPortfolio Sharing Reporting  Recognition
City Hall
414 E. 12th Street , Kansas City, MO 84108 Map It
Portfolio Manager Property 1D: 2874420
‘Year Built: 1837
7 Edt
Summary Dietails Energy Water Waste & Materials

=

27

Mot eligible to apply for
EMERGY STAR
Certification

ENERGY STAR Score (1-
100)

Basic Information
Construction Status: . View ss Diggram
Existing property that is one single

building

Name
Property GFA - Seli-Reported:
413,801 Sq. Ft. P Office Use
QOccupancy:
100%

Unigue Identifiers (IDs)

Portfolic Manager 1D:
2874420

Custom IDs: None

Standard IDs: 1 view

0 “You can select from Portiolio Manager's
Standard IDs to prowide information to
others in data requests. Or you can creste

up to three Custom |Dks so that you can
cross refersnce your progerty in other

Systems.

Property GFA by Use =

Property Uses and Use Details

Current Score: 96
Baseline Score: 85
Goals Dresign
| Add Another Type of Usa v
Gross Floor .
Property Use Type i Action
Orifice 413,801 f#
Property GFA [Buildings): 413,901 (uze Update with New Information

\iew Update History
Correct Mistakes

Property GFA (Parking): 0

1] To add multiple wses and buildings to this property, you can use this spresdshest temolate
o uphoad your information.

Property Type
Properiy Type - Self-Selacted:
Office # Edit

Property Type - EPA Calculated:
Office

0 The EFA-Calculated Property Type is
usad for your metrics. Leam more about
propeny types.

= Offige:
100 %

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.

City Hall Data Sheet
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MyPortfolia Sharing Reporting  Recognition
Edit City Hall
Address Information
Blama: '| Ciy Hal |
Country- * [(Cnizd Eamims ]
Strmat Akiees: [araz mmares |
kAR [ arsms ooy |
Fat | |
Etmm o * [M=gar ¥
Fosial Code: "| e |
Property Details
* Witst s the peimary funcSion [Oes ]
of your property?
Eraperty Type - oz
{nh.ﬂ::::'w e Sorimez VETRGE SIODIECR (Tt DUIOEE D S8 iSO fDe Suaes o the

AT yoe REew eTieRc. F S e comat ook comest B2y, D mss
=ur Une inforratien,

o ey prysiaal U RIgs * © Mone My property ks partof & buliding

0o you Comsder pat T YU @ One: My propasty Is 8 Single buliding

Eregery? © Mo fhan Cne: My proparty Indudes mubici buldings
{Cameus Guidance)

Hionw many?
* @ Eesting
o De=gn
o Test

=
e | RV

Crcu Flocr Arws (GHA] @ e tsiel propecty ToTe wen, mARTLes oo e
cotace muriace of tha aztercr sals o fie buliding(zl. L sot moiuding
pariung. Dutsis on what ks indioce.

[ =W
ginal’

Comsirucion Bt

Groes Roor Ares:

irigated Armac

Ocoupency:

Additional Infermation

s this property’s gt ® N
rmmaied oy Senice a0 s
Froduct Provider?

= b @ Fadersl Sroperty & ko
{imwmed by BTy counryT) o Yes

Figure 26

City Hall Data Sheet

n Praperty Type Clasalfication

Tew Eropety Type - 854 Dwcoinies” emn Selermined
&y haw peu cmandes the Frogerty Laea (el meee oo
o przoany The Sroperly Tioe pou snienes may nat
maizh ine BRA Caicusisd o, anc that's ok 2 Soemt
hmew @ Voo =By S becking pzur prasey cfleeei s
Formcampw d 4T SR W prooed; Phml @ BTN

S NzmT retml I may CmIay i ER e B
Saritziz Venmger 410 Smaady i ex Shee 1T pu0 are
CEMENTE BEma] e WSS Ceicy wes Frapetly TVDE, iEa
may wand i Mo mojuaiTanis i e Sropedy Jas
Fou i Tt o B mee Przpert Tone.
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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.

Energy Empowerment Ordinance (benchmarking)

Ordinance: Complionce | Training | Rescurces | Submit My Data

Cn June 4, 2015, Mayor Sly James and the City Council of Kansas City adopted the Energy Empowerment
Crdinance to improve the city's manogement of resources by requiring owners of large buildings to benchmark
and report their energy and water use. The goal is to help businesses and residents to save money on their ufility
bills and create local jobs in energy efficiency. This infarmation will also help our local energy utilities and the
City government target future financial and technical assistance.

Benchmarking ID & Covered Property List

Search for vour building to find your KCMO Benchmarking ID and other building-related information on our

Covered Property List. If you are not able to find your building or your Benchmarking ID or have any additional
guestions, please complete the Contact Us Form.

Download the Requests for Changes and Exemptions for information on changing the information on record in

the Covered Property list, or to request an exemption to a Benchmarking Submission.
Submitting Data to the City

The program requires benchmarking to be done and submitted to the City through Energy Star Porifolio
tanager. For Steps on how to use the tool, please click on the Compliance tab at the top. Once all information

is completed in Portfolio Manoger please use thq Submit My Datallink fo finish the process.

Energy Empowerment Ordinance Help Center | benchmarking@kemo.org | 816-513-3462
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.
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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.

MyPoritfolio haring Reporting Fiod
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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:
e Missing a few days in the calendar year submitted on.
e Gap in Meter Dates.
e Energy/Water usage entered on a date before the listed year built.
e Energy/Water Usage entered on a date before the Meter became active.
e Meter Active Date Labeled on a date before the year the building was built.
e 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.
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m ENEHGY S ] AH 5 Welcome jbfields: Account Setfings | r\lo‘tﬁ-:mil:\'ws0 | Contacts | Help | Sign Out
r i = @
PortfoliolVbager

MyPortfolio Sharing Reporting Recognition
Properties (16) ; Welcome io Portfolio Views!
Add a Property MNow you can see an overview of your portfolio’s performance right from this page by using a

"wigw". We have set up one view to get you started, Energy Highlights. If you would like to see
these metrics, please Refresh Metrics or, you can set up your own customized views. Views
need to be refreshed to see your most recent metrics.

Source EUI Trend (KBtu/ft)

Dashboard Search by ID or Name

200 »

[View Al Properties (18] ¥ | [Nene v

Add/EditDelete Groups Add/EditDelete Views

1o Name -

City Hal
8078348
2006 2008 200 212 2014 26
Copy of Testl: Jesse's Demao
5804371

gkgk
. ER4ETET
Manage Portfolio !

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.
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' ' I:NI:HGY S TAR Welcome jbfields: Account Sedtings | rSJ:J‘tﬁn::Enjn:msIo | Contacts | Help | Sign Out

Portfolio/\Vlanager®

MyPartfalio Sharing Reporting | Recognition

Charts & Graphs ENERGY STAR
Performance Documents

m___ Statement of Energy Performance (SEF)

o, Statement of Energy Design Intent

= (SEDI)

T2 Dats Verification Checklist

9 l "% Progress & Goals Report

m___ ENERGY STAR Scorecard

Water Scorecard
Weather Normalized Source EUI
How much total primary fuel would be required by my properties, under average weather

conditions?

Templates & Reports (10) ||

=  MName =  Status =  Action

= | Data Request: 2016 Reporting Template (May 01 2017 Deadline)

=1 r A
t | (Request from Energy Empowerment Program) Mo Response Fraview Generated l lwant io |
— -
Performance Highlights Mo Report Generated | | want to... v |
Energy Performance Mo Report Generated | | want to... ¥ |
Emissions Parformance Mo Report Generated | | want to... T |
Water Performance Mo Report Generated | | want to... ¥ |
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.
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m EN I:H GY SIAH. Welcome jbfields: Account Settings | I*d:a'.iﬁc:aticm;0 | Contacts | Help | Sign Qut
=< Portfoliol\Vlanager
MyPortfolio Sharing Reporting Recognition

Edit Report Template: City Hall

o Name Your Template 7 Tip
-

As you create and save your templstes,
they will appear in the Templates &
Reports section of the Reporting tab.

o Se|ect Timef[ame Keeping the names unigue will make it
easier for you to find and use your

Name: *  |City Hall

Flazss provide 2 unique name for this template

Timeframe: * |Current Year ﬂ| for: |Energyﬂ| templates.

gy Each property must have 12 full months of data for metrics to be calculated. If metrics cannot be calculated, "MIA™ will be
a'splayed in your report. Pick the last day of the 12 month period that you want.

' Tip
e Select P[oper‘[ies f you are planning to use your report
template to request information from
Properties: * |One Property [v] [city Han [~ other people, you only need to select the

timeframe and information/metrics. When
the people respond fo your request, they

o Se|e[}t |I'If0|'|"|'|ati0|"| & Metrics will select the properties to include.

Information & Metrics: *I Select Information & Metrics I Selected tems: 13
Save Template [&01%

FD| |OW Us L} n m m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
|

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
e Address 1.
e Property GFA-Self-Reported (ft?).
Tab- Energy Use by Fuel Source
e Electricity Use- Grid Purchase (kWh).
e District Steam Use (kBtu).
e District Chilled Water Use (kBtu).
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TAB- Energy Performance Metrics
e Energy Star Score.
e National Median Site EUI (kBtu/ft?).
e % Difference from National Median.
e Site EUI (kBtu/ft?).

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

a
Select Information & Metrics Selected items: 13 of 50 maximum (View Selection and Order)

Energy Baseline Date

Energy Current Date

ENERGY STAR Score

Annual Maximum Demand (K'W)

Annual Maximum Demand (MMMYYYY?)

Annual Maximum Demand {Meter Name (Meter ID))
Mational Median Source Energy Use (kBtu)

National Median Site Energy Use (kBiu)

National Median Site EUI (kBtufft*)

National Median Source EUI (kBtu/ft=)

Mational Median WateriWastewater Site EUI (kBtu/gpd)
Mational Median WateriWastewater Source EUI (kBtu/gpd)
% Difference from National Median Site EUI

% Difference from Mational Median Source EUI

% Difference from National Median Water/Wastewater Site EUI
% Difference from National Median Water/Wastewater Source EUI
Site Energy Use (kBtu)

Source Energy Use (kBtu)

Site EUI (kBtufft®)

Source EUI (kBtw/ft=)

WaterWastewater Site EUI (kBtu/gpd)

WaterWastewater Source EUI (kBtu/gpd)
< >

Property Information
Property ID Numbers
Property Use Details
Energy Use by Fuel Source
Data Accuracy

Water Performance Metrics
Waste Performance Metrics
Cost Performance Metrics
Greenhouse Gas Emissions
Renewable Energy & Green Power
ENERGY STAR Certification

Property Design

|
|
|
|
|
g
|
|
|
|
|
|
|
|
g
|
|
|
|
|

|y Downlosd Full List of Information & Metrics  sejacted items: 13 of 50 maximum (View Selection and Order) IR0 B aniey] | Cancel

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.
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MyPortfolio Sharing Reporting | Recognition

Your template has been successfully saved.
In addition o saving your template for future use, you can go ahead and use it ight away fo:

= — Pull information you have selected from your account and into your template to create a report for download.
* Reguest Data from Others — Ask other people to fill out your template with information from their accounts.
* Share Template with Others — Give your template to other people so that they can use it to prepare spreadsheets from their accounts.

Keep in Mind: If you have chosen a large number of properties andfor mefrics in your template, it may take a little longer to generate your report. Leam more
about creating large spreadsheets.

Charts & Graphs ENERGY STAR
Performance Documents

1 Statement of Eneray Performance (SEP)

e, Statement of Energy Design Intent
= (SEDI)

"F1 Data Verification Checklist

9 l T2 Progress & Goals Report

"’_._ ENERGY STAR Scorecard

Weather Normalized Source EUI ‘T2 Water Scorecard

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

Templates & Reports (11)

#  MName % Status * Action
™ | Data Request: 2016 Reporting Template (May 01 2017 Deadling) X -
{1-¢ | (Request from Eneray Empowerment Program) Mo Response Preview Generated |I want to... ll
-
¢ | City Hall Mo Report Generated ==
Generate New Report
e o e
Performance Highlights Mo Report Generated Share this Template
Request Data using this Template
— Delete this T It
Energy Performance Mo Report Generated - E:_:.?. Is smpate T
Figure 35

37

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.
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& MName + Status = Action
— ) e —
¢ | City Hall @) Generated: 10/20/2017 3:37 PM —_—
view Current Report
5 ’ | Uownload Current Reper in Excel
™ | Data Request: 2016 Reporiing Template (May 01 2017 Deadline) ) .
* Mo Response Preview Generated Download Current Report in XML
[0—% | (Request from Energy Empowerment Program) Generate New Report
e Edit this Template
¥ | oghg No Report Generated Share this Template
Request Data using this Template
- - Delete this Template
erformance Highlights o Report Generate T d
Perf Highlight Mo Report G ted T
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.

MyPortfolio Sharing Reporting | Recognition

View Report: City Hall
Date Generated: 10/20/2017 03:37 PM EDT
Number of properties in report: 1

The following displays the data generated from your repert femplate. It includes the information and metrics that you selected for the properties you included. You
may "Generate a Mew Report” o get updated information from the action menu for this report template.

Information and Metrics

Information and Metrics 1 records
i § o
& . Property GFA - ENERGY S5TAR Mational Median
Fr s Rrpeans U ST s Self-Reported (f?)  Score Site EUI {KBtulf) :
6070348 Gity Hal 12/31/2018 414 E 12th St 41301 g5 137.8 -5E
< >

Generate New Report | Download Excel | Download XML [sdlE3)

Figure 37
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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:

e FAQ Section

o
o
0)
o
o

0)

Deleting Meters

Deleting Property

When and how to add parking
Building use Metrics Changed this year
Utilities- Reading my Bill.

Data Centers

e Possible Video Walk-Through of materials present in this document.

e More ways to Download Information.

e Link to Accompanying Document that Explains the Energy Star Score,

Energy Star Certification and Upcoming Portfolio Manager Updates that

could affect scores and certification.

e Typographical edits.
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