(2rs2) HOW TO SHARE WITH A MASTER ACCOUNT

To be eligible to compete in EPA’s National Building Competition, you must share your Portfolio Manager account with EPA’s
master account. Follow these easy instructions to do so. You must share with EPA before submitting your application.

1. Go to https://www.energystar.gov/istar/pmpam/, log in, then choose “Access My Portfolio”
2. From the “My Portfolio” page, select “Share Facilities” from the list on the right-hand side of the page.
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3. From the dropdown menu, select “ENERGY STAR Building Contest — EPA_MASTER_ACCOUNT".
4. Once selected, click “ADD AND MODIFY”
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Learn more

5. On the next screen, under “Step 2,” select the “Read Only” radio button, then leave the answers to the next three
questions as “No.”

6. Under “Step 3,” select “Main Portfolio.”
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https://www.energystar.gov/istar/pmpam/
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Click “CONTINUE”
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Home = My Portfolio = Share Facilities (Steps 2 and 3)

Select Access Rights

STEP 2: Select the set of Access Rights you want to provide this User.

Access Role Access Rights

' Facility/Profile Editor (1) Edit all Data for this Facility; (2) Generate a Statement of Energy Performance; (3) Submit an ENERGY STAR Building
Application; (4) Create/Edit a Building Profile

& Facility Editor 1) Edit all Data for this Facility; (2) Generate a Statement of Energy Performance; (3) Submit an ENERGY STAR Building
Application; May NOT create/edit a Building Profile

) Profile Editor 1) Create/Edit a Building Profile: May NOT edit any other data for this facilty, generate a Statement of Energy Performance or
submit an ENERGY STAR Building Application

O Read Only 5 Read Access only; May NOT edit any data for this facilty, generate a Statement of Energy Performance. submit an ENERGY
STAR Building Application or create/edit a Building Profile

Optional Rights (rights that are added to the selected access role)

Can this user set a baseline for the shared facilities? O Yes @ No
(Mote: There is only one baseline date per facility.)

Can this user provide access to the shared facilities with other users? O Yes @ No
(Mote: A user cannot delegate any access role greater than their own. See table above. All users who are given this right will be able to assign this right to other users.)

Can this user delete the shared facilities from your account? O Yes @ No
{Mote: This right is reserved only for Facility/Profile Editors or Facility Editors.)

STEP 3: Specify the group from this user's account to place the shared facility{ies). Learn more about sharing into groups
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CANCEL CONTINUE
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Under “Step 4,” select the facility/facilities that you are nominating to participate in the competition.
Click “CONTINUE"
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Select Facilities to Share with EPA's Master Account - ENERGY STAR Building Contest

Select all facilities for which you would like to provide this user with access. To remove access, uncheck the checkbox next to that facility. Mote: you will only be able to
share facilities that you currently have access to share.

The access role and rights you selected in Step 2 are:

Access Role: Portfolio Manager General User
Able to Set Baseline? No

Able to Delegate Access? No

Able to Delete Facility? No

Accessible to User through: Main Portfolio

The "Current Access Level” columns allow you to see whether this user has already been provided access to this facility by you or another user. If you choose to change the
access role here, your selection will replace the current access role.

If the access role or optional rights for a particular facility listed below in the "New Access Level” columns do not match those listed above, you do not have access to share
that facility at the level you have chosen in Step 2. You can either choose to select the recommended access rolefrights listed in the "New Access Level” columns below or
provide a different level of access to that user at a later date.

STEP 4: Select all facilities in your account that you would like to share with EPA’s Master Account.

Select Facilities to Share Facility Name Current Access Level New Access Level
(uncheck to Remove Access)
Access Role Optional Rights Access Role Optional Rights
B sckctal (provided by)
8 Office Building Mone Mone Portfolio Manager General User Set Baseline? Mo
Delegate? Mo
Delete? No

CANCEL CONTINUE

10. On the next page (not shown), verify all information and click “SAVE.” You're all done!
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