ENERGY STAR

Portfolio Manager 201:

Editing Property Detalils, Data
» Quality Checker, and Sharing
;. Property Data ey




Learning Objectives

In this session, you will learn about EPA's ENERGY STAR Portfolio Manager tool and how to:

 Edit property data

 Correct or update property use details
 Use the Data Quality Checker
 Share property data
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Portfolio Manager 101

If you're brand new to using Portfolio Manager, these resources are a good
place to start:

* Portfolio Manager 101 webinar
* Portfolio Manager Quick Start Guide
* https://www.energystar.gov/buildings/tools-and-resources/portfolio-

manager-quick-start-quide
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https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-quick-start-guide
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-quick-start-guide

Edit property data

Correct or update property use details
Use the Data Quality Checker

Share property data
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MyPortfolio

MyPortfolio Sharing Reporting  Recognition
Properties (4) Dashboard (Metrics current as of 05/16/2019 09:30 PM EDT) & |Sea,ch by ID or Name |
Add a Property : . —
| View All Properties (4) v | | Energy Highlights v | Refresh Metrics
Add/Edit/Delete Groups Add/Edit/Delete Views
Source EUI Trend (kBtu/ft?) Name . Energy . ENERGY STAR_, Site EUI - Source EUl
Current Date ~  Score T (kBtuffty) T (kBtu/ft?) M
/s Change Metric ABC Office
— Building 01/31/2019 65 55.4 132.9
200 6663053
Sample K-12
Schoal (US) 08/31/2018 85 551 104 4
6663269
100
Sample Library
(US) 12/31/2017 NA 971 206.8
) 6663268
20086 2010 2012 2014 2016 2018 Sample Office
(Chart current as of R, 2%1}953 1213172017 26 1031 250.5
05/16/2019 08:29 PM EDT)
First | Previous LERRERRY west [ Last JEITRA View 1 -4.0r4
# Download Data Table
Manage Portfolio
189 Transfer ownership of a property that
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Edit Property — Basic Information

Summary Deetails Enargy

Water Wasta & Materials Goals Dasign

Basic Information

Construction Status:
Test property that s ona single
building

Property GFA - Salf-Reported:
100,000 Sq. Fr.

Oocupancy:

95%% m

Unigue Identifiers (IDs)

Portfolie Manager 1D:
5941103

Custom IDs: Mona

Standard |Ds: Nona

) You can salect from Portfolio
Menager's Standard 1Ds 1o provde
informaticn to others in data
requesis. Or you can creats up to
thres Gustom IDs so that you can
cross reference your property in

oiher systems.
Gt

Additional Information

Fedaral Property:
Mot Set

Sarvice & Product Provider:

Mone ([Find a SPP) m

/. Caution! Daleting your property is
L0 permanan:.

Property Uses and Use Details

View as Diagram |: Add Another Type of Use {I u
Mame Property Use Type el Action
B Buiding Usa Office 100,000t [ | want fo.. $|

Property GRA (Buildngs): 100,000 (used to calculate EL
Property GFA (Parking): 0

) To edd mutiple uses and buildings to this proparty, you can use thes
spreadsheat template to uploed your information.

Propearty Type

Property Type - Salf-Salected:
Offica # Edit

Property GFA by Use

Property Typea - EPA Caloulated:
Offica

) The EPA-Calculeted Proparty
Type iz used for your metrics.
Learn more about property typas.

100 %

Property Notes
Use the following &rea to kesp Notes on your propery.

*ou hawe 1000 characters remammg for your notes.




Edit Property — Basic Information

Py ENERGY STAR® Welcome Account Settings | Contacts | Help | Sian Out
ﬁ I = M ™ Language: Enalish | Erancais
== PortfolioManager

MyPortfolio Sharing Planning . Reporting

Edit Insurance Office
Address Information
Mame: | Insurance Office |
Country: '[l_ nited States - ]
Street Address: : | 5201 Blue Lagoon Dr |
CityMunicipality: = | Adingtn |
County: | |
State/Province: * [ Virginia ~
Postal Code: : | 20221 |
n Property Type Classification
The “Property Type defined by Portfolio Manager” was
= jetermined by how yvou classified the uses that make
Property USE DEtaII up the property. The primary funcion you entered may
- What 15 the pimar fanciion | Office Fr not match the property type defined by Portfiolio
of your property? - Manager. It is not required that these malch, You may
B — Office e tracking your property type differently. For example if
roperty type defined by
Porifolo Manager g it s sipogs i [ s i -
have entered. If this type doesnt look correct to you, please sdf your uze 4
niformation. classify it as office. Ifyou are concernad aboutthe
Portfolio Manager determined property type, you may
How many physical buildings =~ © Neme: My property is part of a building ‘want to make adjustments to the yses you entered or
do you consider part of your @) One: My property is a single building select a new primary function for the property.
proparty? © More than One: My property includes multiple buildings
e —




Detalls

it P P
Edit roperty roperty
Property Details
I 1 = e i (e g
of your property? ’ )
Progerty Typs - EPA Dffice
CSJGUEYMB:W Paortfiolo Manager considers your property 1o be this type based
on the uses you have enterad. If ths type doesn't look cormec: to
you, please adit your use information.
How many prysical = None: My property is part of a building
‘ buildings do you consider = Omne: My property is a single building
part of your propery? More than One: My property includes multiple bulldings
(Campus Guidance)
How many?
Censtruction Status: " O Existing
Cesign
= Test
Year Buitt: " 1975
) e [o] (5
Groas Floor Area [GFA) is the total property floor area, measunad
from the outside surface of the exterior walls of the building(s). Do
not including parking. Detalls on what to include.
Irigated Araa: 0 |: Sq. F1. ¢:|
Ocoupancy: EEER
Additional Information
Is this properiy's data # Mo
mainained oy a Service ‘fas
&nd Product Provider?
Is this & Faderal Property = Mo
[vwned by any country?) ‘fas
Update Property ) B8

o Property Type Classification

Tre *Property Type - EPA Calculated” was
detarmined oy how you classified the Property
\Usas that make up the property. The Property
Type you enterad may not match the ERA
Caleuated one, and that's ok, it doesn't have to.
You may be tracxing your property differently. For
axample, Tyou have a property that is 0%
office/40% retall, you may clessfy it as retail, but
Porfolic Manager wi! classify i1 as office. If you
ara concemnead about the EPA Calculated
Propery Type, you May wan: to make
adustments 1o the Property Uses you entered or
select & new Property Type.




Tip: Defining Property Use Types

* |dentify your property’s “Primary Function”
= Pick the property use that best identifies your building
= More than 80 property types available

» Add additional property uses only if:
= |tis a property use that can get an ENERGY STAR score
= |t accounts for more than 25% of the property's gross floor area (GFA)

= |tis a vacant/unoccupied Office or Medical Office (and is greater than 10% of
the property’s GFA)

= The hours of operation differ by more than 10 hours from the main property use

ENERGY STAR
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Water Waste & Materials Goals Diasign

Basic Information

Construction Status:
Test property that is one singla
building

Property GFA - Self-Reported:
100,000 Sq. Fr.

Occupancy:

05% m

Unigque Identifiers (IDs)

Fortfolic Manager 1D:
5941103

Custom |Ds: Mone

Standard |Ds: Nonea

) You can salact from Portfolo
Meneger's Standard |1Ds 1o provde
informatien to cthers in data
requests. Or you can create up to
thres Gustom IDs so that you can
cross referance your property in

other systems.
£

Additional Information

Federal Property:
Mot Set

Service & Product Provider:
Mone (Eind a SPP)

Delete this Froperty

Caution! Deleting your property is

AN parmanani.

Property Uses and Use Details

. Wiew as Diagram | Add Ancther Type of Uss (% [ Add |
Marme Property Use Type e Action

B Building Uss Office 100,000 [ I wantio.. $|

Property GFRA [Buildings): 100,000 (used to calculats EUI
Property GFA (Parking)y: 0

) To 2dd mutiple uses and buildings to this proparty, you can usea this
spreadsheat tamplate to upload your information.

Property GFA by Use = Froperty Type
Property Type - Salf-Salectad:
Offica # Edit

Property Type - EPA Calculated:
ffica

I Tha EPA-Calculeted Property
Type is used for your metrics.
Learn maore about proparty types.

100 %

Property Notes

Uze the following &rea to kesp notes on your propery.

*ou hawve 1000 characters remanng for your notes.

Example: Adding a Separate Property Use for Vacant Space

Surnmary Details: Enargy

Scenario

Office Building with Gross Floor
Area = 100,000 sq. ft.

Recently, 10,000 sq. ft. became
vacant.

Click "Add” to add another use type
(“Office”) to account for vacant
space.

ENERGY STAR
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Example: Adding a Separate Property Use for Vacant Space

Add Property Use For Eden Park Test Two

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices.

Gross Floor Area (GFA) should include all space within the building(s) including offices, conference rooms and auditoriums, break rooms, kitchens, lobbies, fitness
areas, basements, storage areas, stairways, and elevator shafts.

If you have restaurants, retail, or services (dry cleaners) within the Office, you sl
There are 4 exceptions to this rule when you should create a separate Property

Ifit is a Property Use Type that can get an ENERGY STAR Score (note: R
If it accounts for more than 25% of the property’s GFA

« Ifit is a vacant'unoccupied Office

If the Hours of Operation differ by more than 10 hours from the main Prop

Mg

Name: |Vacant Office Space

Property Use Detail

¥ Gross Floor Area
W Weekly Operating Hours
% Number of Workers on Main Shift
W Number of Computers
Percent That Can Be Heated

# Percent That Can Be Cooled

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

Enter Zero for these Use Details:

Gross Floor Area =0

Weekly Operating Hours = 0
Number of Workers on Main Shift = 0
Number of Computers = 0

Value Current As Of ;zll':gorary
To Sq. Ft.[v] T
[ [] Use a default EEE =21 O
o [] Use a default IW ﬁ O
o [] Use a default IW @ O
[ Use a default IW ﬁ O
O

[50°, or more [v]

[ Use adefault |1!1f1981 ﬁ

Save Use e T




Example: Adding a Separate Property Use for Vacant Space

Summary Details Energy Watar ‘Waste & Matarials Goals: Design

Basic Information Property Uses and Uss Details

Construction Status: - Wi &= Diages | Add
Test property that is one single
building
Name Property Usa Type :maa 7D Action
Proparty GFA - Selt-Reported: ras
100,000 Sq. Ft. B Buiding Use Crffica woponfr | lwantto.. 8
Oeoupancy: —
G54 p ‘acant Offica Use Ofica 02 | Twant ... $|
Property GFA (Buildings): 100,000 {usad to caleulates ELI
Propary GFA [Parkng): 0

Unigue Identifiers (I0s)

0 To acd multiple uses and buildings 1o this property, you can use this

Portfolic Manager |D: spreadsheet template o uplocad your informetion.

5641103

Custom [Da: Mone
Standard |Ds: Mone Property GFA by Use =

1) Youw can select from Porfolic
tanager's Standard 1Ds to provide
mformation 1o others in data
raquests. O you Can create up 1o
thrae Gustom |Ds so0 that you can
cross reference your property in

otier sysiams.

100 %

Additional Information Property Notes

e denl Pmpahc Usa the folowing ares 1o <eep Notes on your property.

Mot Sat

Froperty Type
Property Type - Self-Seected:
Orffice /@

Property Type - EPA Caloulated:
Office

1) The EPA-Calculated Property
Type is usad for your matrics.
Learn more about property types.

Sarvice & Product Provider:
None (Find & SPP

ENERGY STAR
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Edit property data

Correct or update property use details
Use the Data Quality Checker

Share property data

ENERGY STAR



Correct vs. Update

* |f you need to make edits to your property use details, you can either
“Correct Mistakes” or “Update with New Information”

« “Correct Mistakes” changes a value that was entered in error

= No historical record of the old value will be kept or factored into
your metrics

« “Update with New Information” tracks a value that is changing over time

= Enter date as of which the new value took effect, so that the tool
can account for this when calculating “time-weighted” metrics

14
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Edit Property — Update with New Information

Scenario

10,000 sq. ft.
of space is
vacated

Property Uses and Use Details

® View as Diagram Add Another Type of Use

Name Primary Function
¥ Building Use Office
- Vacant Office Space Office

Property GFA (Buildings):

Property GFA (Buildings and Parking):

Gross )

Floor Area | fction

100,000 ft= | want to._. -

0O ft2 | want to._. -
| want to._.

100,000 (used ] O
View Update History

100,000 Correct Mistakes
Delete use

u To add multiple uses and buildings to this property, you can use this spreadsheet

termplate to upload your information.

ENERGY STAR



Edit Property — Update with New Information

Update Property Use Details

It is important to keep the information about how your property is used up to date since this information is used to calculate your performance metrics. Updates that
you make here are tracked as part of the Hisfory Log. To correct an error that you find, use the Hisfory Log. Note: you do not need to provide any new information
for details you aren't updating.

Property Use Name™ " /3040t Office Space

Type of Use: Office

Detail Current Value Updated Value Current As Of \T;mg‘"a”'

# Gross Floor Area 0Sq Ft
(as 0f 01/01/1981) 10,000 Ft O

W Weekly Operating Hours 0 I I— Ay
(as of 01/01/1981) [] Use a default E O

# Number of Workers on Main Shift 0 I— Ay
(as of 01/01/1931) [ [ Use a default & O

# Number of Computers 0 I— A
(as of 01/01/1981) [ LIRLEcleRde it 2 0
Percent That Can Be Heated 50 % or more [] Use a default | ﬁ O

(as of 01/01/1981)

50 % or more -
W Percent That Can Be Cooled p 0°f 011011881) [] Use a default I B O

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

n If your preperty has more than one building, you need to update your Property Use Details (# Workers, Weekly Operating Hours of operation) for both the
parent property (campus) and the child properties. It is not done automatically. Learn more about keeping Use Detfails up to date

Save Update <
~—
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Edit Property — Update with New Information

Summary I' Detalls Energy ‘Water Waste & Materials Goals Dasign

T Property Uses and Use Details

Construction Status: . View 55 Diagram [ Add Anather Type of Use $ | Add |
Test property that is one single
lbuilding

Name Property Usa Type Grosas Floor Action

100000 Sa. Fr. J+ Buiding Use Offica 100,000 fiF [ lwantto.. $
Oceupancy: ; -
DL m B Wacant Office Use Orffica 10,000 f# | Pwant to... ¥

< I' Property GFA (Buildings): 110,000 (usad to calculate ELI >

Propary GFA (Parkng): ©

Unique Identifiers (IDs) I} To add multiple uses and bulldings 1o this property, you can use this
Portfolio Manager |D: spreadsheet template to uplead your informietion.
Sa41103
Custom Ds: None
Standard 1Ds: Mone Property GFA by Use = Froperty Type
Property Type - Self-Sesected:
) You can sesect from Portfolio Dfﬁcaf@

Manager's Standard 1Ds to provide
mformation 1o others in data
requests. Or you can creals up 1o
three Gustomn |De so that you can
cross refarance your property in

other sysiams.

Proparty Type - EPA Calculated:
Orffice

) The EPA-Calculated Property
Type is usad for your metrics.
Learn more about property types.

100 %

Additional Information Property Notes

el IUza the folowing ares to eep NOtes on your property.

Mot Saz

Service & Product Provider:
Mone [Find & SPF




Edit Property — Update with New Information

Update Property Use Details

It is important to keep the information about how your property is used up to date since this information is used to calculate your performance metrics. Updates that
you make here are tracked as part of the History Log. To correct an error that you find, use the History Log. Note: you do not need to provide any new information
for details you aren't updating.

Property Use Name: ~[ofico

Type of Use: Office
Detail Current Value Updated Value Current As Of \T’;mzorary
W Gross Floor Area 100000 Sq. Ft. @ﬂ
(as of 01/01/1981) @000 Sq.Ft._ [v| O
W Weekly Operating Hours 65
(as of 01/01/1981) [] Use adefault | | B O

# Number of Workers on Main Shift 140 @ @
(as of 01/01/1981) [] Use a default B O
W Number of Computers 140 @ @
(as of 01/01/1981) [J Use a default O

0, ™0
Percent That Can Be Heated ?e?s ﬁf%n%ﬁﬁ 081) [] Use a default I E ]
50 % or more 8-
W Percent That Can Be Cooled = 0"f R [] Use a default I B O

w* This Use Detall is used to calculate the 1-100 ENERGY STAR Score.

[[)) 't your property has more than one building, you need to update your Property Use Details (# Workers, Weekly Operating Hours of operation) for both the
parent property (campus) and the child properties. It is not done automatically. Learn more about keeping Use Details up to date




Edit Property — Update with New Information

Property Uses and Use Details

.=, View as Diagram Add Another Type of Use [ Add |

Gross Floor .
Name Property Use Type Area Action

Updated
Gross Floor Area

W office Office 97,479 ft2 I want to... A

Value Current As Of Tempor,

W Gross Floor Area 00000 ft2 05/01/2018

W Weekly Operating Hours 65 01/01/1981 No
W Number of Workers on Main Shift 140 01/01/1981 No
W Number of Computers 140 01/01/1981 No

Percent That Can Be Heated 50 % or more 01/01/1981 No
W Percent That Can Be Cooled 50 % or more 01/01/1981 No

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

Updated
B Gross Floor Area

W Vacant Space Office 2,521 fit2 | want to...

Current As Temporary

Value of Value?

* Gross Floor Area 10000 ﬂ2<7 05/01/2018 No




Edit Property — Update with New Information

Summary Details Energy Watar ‘Waste & Materials Goals Design

Basic Infarmation Property Uses and Use Details

Construction Status: . Miew &z Diagram [ Add Anather Type of Use O e
Test property that is one single
ouilding
Name Property Use Type 2’”’5 s Action

@m GFA - Self-Reported: ) —
1H.000 29 F B Euiding Use Office sopoafe  [Iwantto. 4]
Oecupancy: _—
GEGG m P acant Office Uss Ofica 10,000 f:= | 1want to... ¥

< Property GEA (Buildings): 100,000 [usad o mculaﬁD

) To add multiple uses and buildings 1o this properly, you can use this
spraadshest template o uplead your informaticn.

Example of a property
accurately set up,
PropertyTpe accounting for vacant

Property Type - Self-Selected:

one /s space

Unique |dentifiers (IDs)

Portfolio Manager ID:
£841103

Customn [Da: Nome

Property GFA by Use

Standard 1Ds: Mone

B You can select from Portfolio
Manager's Standard 1Ds to provide

20

nformation to others in data
raquests. Or you can create up 1o
thrae Custorn |Ds so that you can
cross reference your property in

oltiver SyS1ams.

Additional Information

Federal Property:
Not Sar

Service & Product Provider:
Mome (Find a SPF

100 %

Property Notes

IUsa tha following area to 4eap notes on your proparty.

Propearty Type - EPA Calculated:
Orffice

) The EPA-Calculated Property
Type is usad for your matrics.
Learn more abaut property types.

ENERGY STAR
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Edit Property — Correct Mistakes

Scenario

Incorrect sq. ft.

for vacant
space entered

Property Uses and Use Details

® \iew as Diagram | Add Another Type of Use v m
Name Primary Function Gross Action
'T Floor Area
B Building Use Office 98 329 fiz | want to.__ B
} Vacant Office Space Office 1,671 2 [ want to__. -
| want to___

Property GFA (Buildings):

Property GFA (Buildings and Parking):

100,000 [used i Update with New Information

100,000

View Update Histo

| Delete use

ENERGY STAR
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Edit Property — Correct Mistakes

History Log for Vacant Office Space
Below is a record of any details you have provided for this PI"OD'BFW Use. These values represent how your PI"ODBFW Use has {:hanged over time and are used to
prc-vide you with the most accurate metrics possible for your DFUD'EFW for any time perio-d_ You can also correct any errors you find here._ It you have a mulli—building
property (campus), you need to update these Property Use Details in BOTH the parent and child properties.
# Gross Floor Area
] | current As Of value Temporary  peovised By Revised Date
Value?
[ | 08/01/2015 B4 (to present) [20000] | [sq.Ft. [7] = Eric Smith 10/16/2015
[ | 01/01/1985 ES (through 7/31/2015) 0 sq Ft [+] = Eric Smith 10/16/2015
¥ Delete Selected Entries
w Weekly Operating Hours
[ | Current As Of value TE,;“p'"a“' Revised By Revised Date
alue?
[ | 01/01/1985 £ (o present) b ] = Eric Smith 10/16/2015
¥ Delete Selected Entries
W Number of Workers on Main Shift
[] | current As Of Value Temporary Revised By Revised Date
Value?
[ | 01/01/1985 B (to present) b ] (] Eric Smith 10/16/2015
X Delete Selected Entries




Edit Property — Correct Mistakes

Summary I' Detalls Energy Water Wasta & Matarials Goals Design

Basic Information Property Uses and Use Details

Construction Status: =" View as Diagram [ Add Another Type of Use D Add |
Test proparty that is one single
building
Mame Froperty Use Type 2"““ e Action
< ! Property GFA - Salf-Reportad: i

L J Bullding Use Offica 20,000 f% [ lwantto... #|
Ocoupancy: - -
455 m b Vacant Offica Use 20000 g |_|want to... £

Offica
@1}- GFA (Buildingsl: 110,000 {usad to calculate EUD‘
R ——

Proparty GFA [Parkmg): ©

Unigue Identifiers (IDs) 0 To add multiple uses end buildings 1o this property, you can use this

Portfolic Manager ID: spreadsheet tempdate to uplead your informaeticn.
S941103
Custom |Da: None
Standard IDs: Mone Property GFA by Use = Property Type
Property Type - Self-Seleciad:

) You can sekect from Poriolio
tanager's Standard 1Ds to provide
riformation 1o others in data
raquests. O you Can creale up 1o
thrae Customn |Ds so0 that you can
croas refarence your property in

Oliner Sys18ms.

Office #° Edit

Proparty Type - EPA Calculated:
Cffice

) The EPA-Calculated Property
Type is used for your matrics.
Learn more about property types.

Additional Inforrmation Property Notes

e Usa the folowing ares to 4aep notes On your property.

Mot Sat

Service & Product Provider:
Mone (Find a SPF




Edit Property — Correct Mistakes

History Log for Building Use

Below is a record of any details you have provided for this Property Use. These values represent how your Property Use has changed over time and are used to

provide you with the most accurate metrics possible for your property for any time period. You can also correct any errors you find here. If you have a multi-building

property (campus), you need to update these Property Use Details in BOTH the parent and child properties.

# Gross Floor Area
Current As Of value / TE\’,::’U'E:;“' Revised By Revised Date
08/01/2015  EH (to present) |soooo | [sq.Ft. [~] Eric Smith 10/16/2015
01/01/1985 B8 (through 7/31/2015) 100000 sg. Ft. :| Eric Smith 10/16/2015

¥ Delete Selected Entries

# Weekly Operating Hours
Current As Of value Te\ﬂ:ﬁfggr’ Revised By Revised Date
08/01/2015 [ (fo present) Eric Smith 10/16/2015
01/01/1985 [ (through 7/31/2015) Eric Smith 10/16/2015

¥ Delete Selected Entries

W Number of Workers on Main Shift
Current As Of value Tegﬁf::” Revised By Revised Date
08/01/2015  [EH (to present) 200 Eric Smith 10/16/2015
01/01/1985  EH} (through 7/31/2015) ic 115




Edit Property — Correct Mistakes

Property Uses and Use Details

. View as Diaaram | Add Another Type of Use El m
Name Primary Function Gross Action
Floor Area
W Building Use Office 06,658 i I want to__. |E| e
value Current As Of Emggmw
Gross Floor Area 08/01/2015 No
Weekly Operating Hours 55 08/01/2015 No
Mumber of Workers on Main Shift 200 08/01/2015 Mo 3
Number of Computers 200 08/01/2015 Mo
Percent That Can Be Heated 50 % or more 08/01/2015 MNo
Percent That Can Be Cooled 50 % or more 08/01/2015 MNo
W Vacant Office Space Office 3,342 ft* | want to... |Z| b
Value Current As Of ,I:E’;;raw
Gross Floor Area 08/01/2015 MNo
Weeklv Ooeratinn Hours n 01011985 (i[s] e
Property GFA (Buildings): 100,000 (used to calculate EUIY
Property GFA (Buildings and Parking): 100,000

ENERGY STAR



Edit Property — Correct Mistakes

5 Diatail Energy Watar ‘Waste & Materials Goals Design

Basic Information Property Uses and Use Details

View as Diagram |: Add Anotiver Type of Use :] | Auckd |

Construction Status:
Test property that is one single

building
Mame Property Use Type :mﬂa Floor | o ien
< Property GFA - Self-Reported: rea

000 Sa. Ft. Building Use Offica 80,000 f# [[Twant to... ]
Goocupancy: ; :
GEOG E P vacant Office Use Offica e goo fF | Iwant to... £

63’1}; GFA (Buildings): 100,000 {used to calculate ELID
Propery -

Unique Identifiers (IDs) ) To add multiple uses and buildings 1o this property. you can use this

Portfolio Manager 1D: spraadsheet template 1o uplcad your informetion.

S441103
Custom IDs: Mone
Standard 10sE: None Property GFA by Use = Property Type
Property Type - Sef-Seeciad:
) ouw can select from Porfolic Office /ﬂ

‘Manager's Standard 1Ds to provide
riformation o others in data
raguests. Or you can creale up 1o
three Gustom |Ds so that you can
cross refarence your property in

otier sysiams.

Property Type - EPA Calculated:
Office

) The ERA-Calculated Property
Type is usad for your matrics.
Learn mone about property types.

100 %3

Additional Information Property Notes

EE?S? Proparty: Usa tha following ares to keap notes on your property.

Sarvice & Product Provider:
Mone (Eind & SPF




Correcting/Updating Properties with Multiple Buildings
(Campuses)

W

1]

C

W

nen you have a property set up as a campus (e.g.,
nild” buildings that comprise a “parent” property), you

| need to update/correct use details at both the building

and property levels.

* |f you make a change at the building level, it will not

automatically “roll up” to the property level

27
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1. If you are editing your building record to indicate that the total number of building occupants had increased, you would use which of the
following options?

A. Correct mistakes
B. Update with new information

2. If you are editing your building record because you had entered 10,000 ft? of floorspace instead of 100,000 ft?, you would use which of the
following options?

A. Correct mistakes
B. Update with new information

3. True or False: in a multi-tenant office building, you would enter each tenant as a separate property use within the building record.
A. True
B. False

ENERGY STAR
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1. If you are editing your building record to indicate that the total number of building occupants had increased, you would use which of the

following options?
A. Correct mistakes
B. Update with new information

An increase in building occupants is a meaningful change in a property use detail over
time. You would want to treat this as an “update” so that Portfolio Manager can use the
correct occupant count to calculate metrics before and after the change.

2. If you are editing your building record because you had entered 10,000 ft? of floorspace instead of 100,000 ft?, you would use which of the

following options?
A. Correct mistakes
B. Update with new information

Fixing a number you entered incorrectly doesn’t require a timestamp. You do not want
the tool to use the incorrect value; you just want to correct it.

3. True or False: in a multi-tenant office building, you would enter each tenant as a separate property use within the building record.

A. True
B. False

In general, you should enter as few property use types as possible when setting up a
property. You should benchmark the all of the floorspace within this property as a
single “Office” entry unless any of the special cases on slide 9 are in place at your
building. Only in that case would you break out the affected spaces as separate line
items for property use.

ENERGY STAR
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Edit property data

Correct or update property use details
Use the Data Quality Checker

Share property data

ENERGY STAR



Address Data Quality Alerts

» Portfolio Manager includes built-in features to help users
input data correctly, such as:

1. Alerts
2. Tips

3. Easily accessible definitions

* Intended to help catch common data entry mistakes

31
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Gross Floor Area Alert

Summary I' Details Energy Watar Wasts & Matarials Goals Daslgn

Basic Information Property Uses and Usa Details

Construction Status: ='= View a5 Diagrem | Add Anater Type of Use %] | A |
Test property that is one single
building

Property Use Type  o"°°% "1%%" action

Araa

C Property GFA - 5&"-HE|}®
100,000 Sq. Ft. B Buiding Use Offica 100,000 f2 [ Iwantto... 3

Oecupancy: » -
955 m P acant Office Use 10,000 f# | | want to... ¥

@Fﬁ. (Bum:lmg@ed o calculate ELI)

Gross Floor Area originally entered
as 100,000 sq. ft. for this property

When “Vacant Space” was added, the
Gross Floor Area went up to 110,000 sq. ft.

Edit primary building GFA to equal 90,000 sq. ft, to keep total floor area consistent
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Meter Data Alerts

Manage Bills (Meter Entries) for Supermarket A-1

ou mey select one of your meters to get s1arted. Or, f you are coming here from youwr mieter (51, a meter may 2 ready De seecied.

AL Electricity has an overlap where 08/01/2005 precedes 05/03/2008. Please remove the overlap by adjusting the dates of your energy bills. For
help, sea this FAG.

AL Electricity has a gap of 35 deye between the dates of 11/30/2005 and 01/05/2008. Please closs the gap by adjusting the dates of your energy
bills. For help, see this FAQ.

33

[ Electricity 3 Display Yearis): |[ 2006 % | Show All Years % |
Usage Green
Start Date End Date e o Cost [$) Estimation Last Updated
B/a/2015
o | assie00s 5/3/2006 366,720 o =) 2015

help, ses this FAD.

AL Electricity hes an overlap whers 09/01/2005 precedes 05/03/2008. Mease remove the overlap by adjusting the detes of your energy bills. For

6/4/2015
o | srrzoos 9/30/2006 427.920 o e 201
o | 1002008 16431/2005 369 640 o @ |&42ms
feccioios
6/4/2015
o | 11mzo0s 11/30/2006 384,960 o e 201

L. Bectricity hes a gap of 35 deys between the dates of 11/30/2005 and 01/05/2006. Please close the gap by adjusting the dates of your
anergy bills. For help, sas this FAQ.

B/4/2015

o | 1008 2419006 54960 o o s

o | 2iareoos AB2006 87,360 o o 5""’?33
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Data Quality Checker

Summary Deatails Energy Water Wasta & Matarials Goals Dasign
Motifications (0} Metrics Summary # Change Time Period
You have no new notifications. Dec2ia /  Mar27
Metric (Enargy (Enargy Change
Baszelina) Current)
. EMERGY STAR scare . . 0i0.0%)
Proparty Profile (Changes coming Fall 2017) (1-100
Thizs section will be daleted in the Fall of 2017, Sourca BUI (kBtw'F8 a411.1 Fato -84.1(-10.4%)
excapt for the property photos which will remain.
More informaticn. Sita EUI {keBrtusft) 326.4 263.4 -83.0(-18.9%)
Create Proflie Enargy Cost ($) 5B1,581.78 540,588.06 | -40083.72(-7.0%)
Total GHG Emiesions
Metric Tons COZ2e) 35574 28474 -386.0(-11_8%)
Source EUI Trend (kBtuw/f?) Watar Use (All Water
o Sources) (kgal 357549 32281 -145.8(-4.3%)
Total Waste [Disposed )
'l-.‘.__- and Diverted) (Tons) &ra.99 B38.75 43 24(-4.9%)
bl
Check for Possible Data Errors
5 Run a chack for any 12-maonth time period to see if there are any possiole armors

006 2008 2000 M2 M4 2016 found with your data.

ENERGY STAR
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Data Quality Checker

MyPortfolio Sharing Reporting Recognition

Data Quality Checker for Portfolio Manager 201 Sample Building

The Data Quality Checker will help you find potential errors and unusual data within a given year. Select your year of interest, review your alerts, and follow the
links to view or correct your data as needed.

Select Timeframe & Run Checker n About Timeframes

We check data for a full year (12 months) of meter consumption and Property Use Details (called a The Data Quality Checker needs one full calendar year

Metric Year). Select a Year Ending Date and click "run checker" to see possible data issues. of Property Use Details and meter information for most

] . checks. Otherwise, we will show you basic alerts to let
Year Ending: Nov30 | 2021 v| Re-Run Checker you know what's missing.

Congratulations! We did not find any incomplete or unusual data for the Metric Year ending
11/30/2021.

Cancel

Follow Us D n w m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website

L

ENERGY STAR
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4. The Data Quality Checker does all of the following except:

A.

B.
C.
D

|dentifies erroneous or anomalous data

Reviews all entries for an individual property for a given 12-month period
Fixes any data errors at your property

Runs the same checks used during the ENERGY STAR Certification process

ENERGY STAR



4. The Data Quality Checker does all of the following except:
A. Identifies erroneous or anomalous data
B. Reviews all entries for an individual property for a given 12-month period
C. Fixes any data errors at your property
D. Runs the same checks used during the ENERGY STAR Certification process

The Data Quality Checker will alert you to
potentially erroneous data, but it will not fix it for
you. You will need to fix the item(s) in question,
using the guidance provided by the Checker.

37
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Edit property data

Correct or update property use details
Use the Data Quality Checker

Share property data

ENERGY STAR



2 Steps to Sharing Properties

1. Confirm you are connected to the person you want to share with on
the Contacts page. If needed, send a connection request by clicking
on “Add Contact’

2. Share one or more of your properties with your connected contacts
and specify the level of access the contacts will be granted to view
and/or edit your properties

Note: You can reference the 5-minute video, “How to Share Properties in Portfolio
Manager” at www.energystar.gov/buildings/training as a refresher, if needed.

39
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http://www.energystar.gov/buildings/training

Add and Connect with Contacts

ENEHG‘f STAR® Walcome gracavinsons: Account Settings(Contacts |Help | Sign Out
Porlfullol\flanager &

MyPortfolio sharing Reporting  Recognition

MyPortfolio Sharing Reporting  Recognition

My Contacts and Organizations

This is where you keep track of your contacts and/or organizations (i.e. people or companies associated with your properties such as Professional Engineers,
Registered Architects, or others with whom you share information). You can add anyone as a contact, regardless of whether they have a Portfolio Manager account
and you can share your properties & reports with any of your connected contacts. You can "connect” to other Portfolio Manager users by searching for their
accounts and sending a connection request.

Contacts I Organizations

Search existing contacts Q | Add New Conlactsh:on

O Name (title) -~  Organization ¢ Connection Status 4 Username ¢

O Alice Bell ICF

Energy and Sustainability Researcher @ Connected PM101Demo

O Rosemary Wallace

o iy Hotoaretor ICE @ Connected RW_Processor
. Sky Scraper . 201 Inc . Not connected
| Sky Scraper [ 201 Inc . Not connected
m] Sky Scraper - 11n . Not connected
ious [ RE RN Next | Last [FEIRY 1-50f5
X Delete selected entries \&J Download all contact information




-ind Contacts

MyPortfollo Sharing Reporting  Recognition

Add Contact

There &re two ways 1o &dd & contact. First, search below to see if tha contact you wiou'd (ke 1o edd hes & Portfolio Manager account. If you find the person,
sand & Connection Raguest, and when thay accept the reguast, they will be adosd 1o your Contacts, Sacond, f the contac: you would 48 to add does mot
heve a Partfole Maneger account, then you can creats an entry within your parsangl contacts.

Find Contact in Portfolio Manager n Connecting with Other Users

Search using any of the criteria balow. If you think your contact already hes an sccount
in Portfoto Maneger, saarch for tham. If you find

Name: Tamela Reuter the persen, send a Connection Reques:, and if

they accept they will ba addad to your Sontacts.
You can easily share vour property information

R with your contacis,
Usernzme:
n Keeping Personal Contacts
Email; If the contect you want to acd does not have a

Pordolic Managar eccount, you can still add

LS Cancal them as your personal contact.

')l Oraanizina Personal Contacts by

ENERGY STAR
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Send Connection Request to Contact

MyPortfollo sSharing Reporting Recognition

Search Results

The resulis of your saarch are listed balow. Clicking *Connect” w send a reguest 1o the parson as«<ing them to confirm your reguest to acd them as your
contact. If thay accept, you will ses them lisied &5 a connectad contact in your address book. If they do not accept, or have not accepiad yat, you will see
therm as an unconnected contect in your address book. Connecting with contacts wil make it essier to share proparty information within Portfolo Maneger.

T €1 Temela Reuter
Your Search Criteria Congultant with The Clark Group, LLC m
M ; —
ame Page |1 of 1 (80 ¢ 1-1of1
Cirganzation:
Usernama:
Emall Address:

 Sserch)
o

Can't firrd what you are lnoking for? Try edjusting
your ssarch criteria.

ENERGY STAR



Connection Request Confirmed

ENEHE‘H’ STAR
PorlfoImManager
MyPortfollo sharing Reporting Recognition

Wealcome gracevinsona: Account Settings | Contacts | Help | Sign Out

A connection request has been sent to Tamela Reuter.

‘Winen Tamela eccepis your request, you w be 2ble 1o share arty nfoemation.

Search Results

The results of your ssarch are listed balow. Clicking "Connect” w
contact. If they acecept, you will ses them listed &s 2 connectad oy
them as an unconnecied contect in your address book. Connectd

MyFPortfolio sharing

43

Properties (9)
Add a Proparty

Source EUI Trend (kBtu/ft?)

300

Reporting

Recognition

cations (2) View &ll

= “ou have sant a connection reques: to Tame's Reuter. Once thay
wa  Fave accepted the reguest, you will be able 1o share properties with
Tamela Beuter.

Properties (3) (Count includes 1 child properties. Expand carets
to wiewr)

Cancel

Clear

‘

=

ENERGY STAR
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Contact Receives and Accepts Connection Request

MyPortfollo Sharing Reporting  Recognition

Properties (1) Notifications (1)
Add a Property

& Tamels Reuter would like to connect with you.

Source EUI Trend (kBtu/ft?)

MyPortfolio Sharing Reporting  Recognition
Properties (1) | Notifications (1)
Add a Property You have accepted a connection request from Tamela Reuter . The connection has been made and

contact.

will now show in your Contacts list. If needed, you may now share property information with this

Source EUl Trend (kBtu/ft?)

ENERGY STAR
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Connection Confirmed

MyPortfollo

sharing

Properties (1)
Add a Property

Reporting

Recognition

Notifications (1)

< v

You are connected to Tamela Reuter.

ENERGY STAR
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Sharing Tab — Overview

MyPortfolio Sharing Reporting

My Shared Properties
(2)

‘ Share (or Edit Access to) ’
a Property

Share with your Utility or
Service Provider for exchanging
data

Download Sharing Report

Recognition

Sharing Notifications (2) view All

{n

<.

Portfolio Manager 201 Sample Building - Sharing request sent to
Rosemary Wallace

Meter Issue Office Example - Share accepted by Rosemary Wallace

Cancel

Clear

Clear

ENERGY STAR
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Share Your Property: Multiple Properties

Share (or Edit Access to) Properties

Sometimes it's really important to be able to share your property with someone else. Maybe they need to help monitor your property, enter energy information
(perhaps automatically) or process applications for recognition. If this sounds like what you need, start out by selecting the property(ies) that you'd like to share and
who you'd like to share with them. If you have already shared properties, you can also use this form to edit people's access to your properties.

One Property
Multiple Properties
All Properties

O.F

S

Select Properties

We'll get into the details of the level of access later. For now, which properties do you
want to share andg

Multiple Properid® select Properties

Selected Properties: 0

Select People (Accounts)

Which people (accounts) do you want to share these properties with (or modify their
current access to)? The access for each can be different and you'll be able to specify that
on the next page.

Select contacts from my contacts book:

DATA REQUESTER, ENERGY STAR
ENERGY STAR TRAINING, ENERGY

To select mulfiple contacts, hold down your Confrol (CTRL) key and click on each selection. Only your
connecied contacis appear in this list.

Choose Permissions

If you only need to choose one permission (because you are doing a single share or you
want to give the same permissions for all of your shares), you can choose that permission
here. Otherwise, you may assign different permissions for different properties and/or
contacts on the next screen.

“ (O | am doing a single share OR | want to choose the same permissions for all of my
share requests.
() I need to give different permissions for different share requests, and/or | need to
give Exchange Data permissions.

Cancel

a Sharing with Accounts

In order to share properties with others (either
individuals or organizations), you need to be
“connected” with them. To make a connection, go to the
“Add Contact” or “Add Organization” page and search
for them within Portfolio Manager (they need to have a
Porifolio Manager account). Once you find them, send a
“Connection” request. After they accept your connection
request, they will show up on the list to the left.

a Exchanging Data

To get started, first connect with an crganization that
exchanges data. Once you are connected, their name
will appear on the selection list on the left. Note, you
cannot share in bulk for "exchange data.”

new WWho gets to Share Forward?

Full Access - Automatically includes "Share Forward”
rights

Read Only - Automatically does NOT include "Share
Forward” rights

Custom - You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Data Exchange -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

ENERGY STAR
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Share Your Property: Multiple Properties

Select Properties

m] Primary Function ¢ State/Province L : .
Filter Properties (3)
] Big Bank Bank Branch VA Fiter Dy Gronm
(0] Kids Daycare [Pre-school/Daycare NC [ GrougTom
2 Group 2 (2)
o Office 1 Office oc

Filter by Primary Function

Selected Properties: 0 (View Selection) () Bank Branch (1)

[ Office (1)
[ Pre-schosi/Daycare (1)

Filter by Construction Status

Existing (2) .
‘g Frojact (1) ‘ Select Properties
Filter by State/Province o Name & Primary Function & State/Province s . .
[} District of Columbia {D.CJ (1) ) Filter Properties (3)
() Nerth Caroiina (1) ‘ - Bi Bark Bank Branch VA Filter by Group (Craste New Greu)
Virginia (1)
= (] Office 1 Cffice Dc [ Groun 1(1)
7 Group 2 (2)
ies: 0 (W ion) T .
Selected Properties: 0 (View Selection] Filter by Primary Function

[ Bank Branch (1)
[ Office i)
[} Pre-schoslDayeare (1)

Filter by Construction Status

[ Existing (2)
[ Project 1) ‘

Filter by State/Province

[ District of Coiumbia {D.C (1) ‘

[ Morth Garglina (1)
(] Virginia (1)

Appty L L Cancel
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Choose Permissions — Option 1

.~

Choose Permissions

If you only need to choose one permission (because you are doing a single share or you
want to give the same permissions for all of your shares), select "Bulk Sharing.” If you
need to assign different permissions or share with Data Exchange providers, select the
2nd option.

“ (@ Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either

because | am doing a single share OR | want to choose the same permission for all of
my share requests).

@ Read Only Access
(O Full Access

(O Custom Access (meters are all shared at the same level)

Exchange Data (You can share in bulk for exchanging data here or you can
assign permissions one by one for each property using the radio button
below.)

() Remove Access

() Personalized Sharing & Exchange Data ("Custom Orders") - | need to give
different permissions for different share requests, and/or | need to give Exchange Data

permission.
Share Property(ies) e

ENERGY STAR



Choose Permissions — Option 2

Choose Permissions

o (o) If you only need to choose one permission (because you are doing a single share or you
1 want to give the same permissions for all of your shares), select "Bulk Sharing." If you

foy needto assign different permissions or share with Data Exchange providers, select the
2nd option.

* () Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (gither

because | am doing a single share OR | want to choose the same permission for all of
my share requests).

(=) Personalized Sharing & Exchange Data ("Custom Orders") - | need to give

different permissions for different share requests, and/or | need to give Exchange Data

permission. MyPartfollo Sharing 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 option to exchange data is only available for authorized accounts.

Select Permissions for Each Contact
o £ The access levels you select do not have to be the same for each property or each

Click arrow to o "
show/hide

new YWho gets to Share Forward?

Full Access - Automatically includes "Share Forward"
rights

Read Only - Automatically does NOT include "Share
Forward" rights

Custom - You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Data Exchange -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Sort by
perm ISSIOn None e Full Access Custom A Exch Data
l S "D' O Access O ustom AcCcess Xchange
options .

123 main street (4104902)

ENERGY STAR TRAINING ENERGY STAR

TRAINING O O % C O

Main Street Hospital (4101387}

Choose
permissions

ENERGY STAR TRAINING ENERGY STAR

TRAINING —L—) C
P —— —
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Share Property(ies) e




Sharing Notifications Appear in Both Accounts

User who shares a
property receives a
notification

MyPortfollo  Sharing Reporting  Recognition

You have successfully shared/edited access to your property(ies). If you shared properties, you will receive a notification when your contact has accepted the
share. I you edited access to current permissions, the edits have been made, no acceptance is required.

My Shared Properties Sitrglo itz

User with whom a
property is shared
also receives a
notification

51

—{QS & | Hotel Buiding 1 - Sharing request sent to ENERGY STAR TRAINING Cancel | Cear
o Nk - ENERGY STAR TRAINING
| e

Set Up Web Services/
Data Exchange

MyPortfollo  Sharing  Reporting  Recognition

My Shared Properties Sharing Notifications (1)

()
i <+ | Hotel Building 1 - Shared from Andrew Schulte (Full Access) Accept | Reject
Share (or Edit Access to)
a Property
Data Exchange

ENERGY STAR



Edit/Update Sharing Permissions

MyPortfolio Sharing Reporting  Recognition

Sharing Notifications (2) View All

My Shared Properties

(2)
o |
< Portfolio Manager 201 Sample Building - Sharing request sent to i
Share (or Edit Access to) Rosemary Wallace Clear
a Property
Share with your Utility or <. | Meter Issue Office Example - Share accepted by Rosemary Wallace Clear
Service Provider for exchanging
data
Download Sharing Report
Overview of Shared Properties Leamn more about Sharing Properties
By Contact By Property
Filter By: | All Sharing Contacts v [ |
S Properties We -
Name -~ Organization s Sharc ¢ Action
Rosemary Wallace [ ' 1
(RW_Processor) ICF 2 | want to... v
1. | <a Page [1 Jor1| [»> | 1| [100 v] View 1-1 of 1
[[)) This table represents people with whom you share at least one property, either because you shared one with them, they shared one with you, or you both have access to
another person’s property. For complete sharing information, download the Sharing Report for your portfolio.
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Sharing Rules: Granting and Editing Access

Ability to Edit Share Permissions

Property Data
Administrator

Can edit anyone’s sharing permissions

Can edit anyone’s sharing permissions except

Full Access for the Property Data Administrator
Read Only Cannot edit anyone’s access
Custom Can only edit sharing permissions for those

people with whom they directly shared

Can only edit sharing permissions for those

Exchange Data people with whom they directly shared

-> No other users can edit access for the Property Data Administrator

ENERGY STAR
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Share Forward

* Full Access

 Always includes the ability to share forward

» Read Only Access

 Never includes the ability to share forward

 Custom Access
« Ability to share forward is an optional right

 You choose if you want people to share forward

 Exchange Data
* Ability to share forward is an optional right

» You choose if you want people to share forward

ENERGY STAR



Transfer Ownership

Summary Details Energy Water Waste & Materials Goals Design

rd Change Metrics
Vd Change Time Periods

Source EUI Trend (kBtu/ft?)
Vd Change Metric

7.5k — Metrics Summary
. R Sep 2020 (Energy Dec 2022
- Metric # Baseline) / (Energy Current) Change @
2 iy EMNERGY STAR Score (1-100) Mot Available 95 MIA
25K Source EUI (kBtu/ft) Mot Available 5,878.3 MiA
Site EUI (kBiw/F) Hot Available 20994 HIA
0 . 2985716.92
2012 2014 2016 2018 2020 2022 Energy Cost ($) 251959233 5,788.309.25 (105.30%)
(Chart current as of 03/27/2023 Refresh Chart Total (Location-Based) GHG
01:51 PMEDT) Emissions Intensity Mot Available 174.8 MIA
(kaCO2elfF)
Water Use (All Water Sources) 0.0 0.0 0.00 (0.000013)
(kgal)
Total Waste (Disposed and Mot Available 13.90 NiA

Diverted) (Tons)

Data Quality Checker

Run a check for any 12-month time period to see if there are any possible errors
found with your data.
Check for Possible Errors

Sharing this Property

u More About Sharing

allow other people to view your property or help maintain or update information

about it (e.g. property use details or meter data). You may also want to consider
sharing with an organization who exchanges data to automatically update your

meter information. Learn more about exchanging data

@’ Transfer Ownersh 4 Download Property to Excel

5 Copy Property




Transfer Ownership

r-r ENERGY STAR® Welcome facclolos: Account Settings | Contacts | Help | Sign Out

Portfolio/\ianager®

MyPortfolle  Sharing Reporting  Recognition

Transfer Ownership of Your Property

You may want to transfer ownership of your property to another parson if you are no longer going to manage the property in Portfolio Manager. In order to
transfer the property, the other person must have an account and be a connected contact.

o Property to Transfer: Supermarket A-1

o Select Person (Account) to Transfer to

Which person (account) do you want to transfer this property to? n Transfer to a Connected Contact

Select contact from my contacts book: The person that you are transferring your property to

. ) must be one of your connected contacts. If the person
A .
| - Select a contact - v is not connected to you, you can always connect with
them.

Transfer Property e

ENERGY STAR
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5. True or False: in order to share a property record with another Portfolio Manager user, you must first be
connected to them.

A. True

B. False
6. True or False: if you share a property record with another Portfolio Manager user, you must allow them full
read/write access to your data.

A. True

B. False

ENERGY STAR



5. True or False: in order to share a property record with another Portfolio Manager user, you must first be

connected to them.
A. True
B. False

6. True or False: if you share a property record with another Portfolio Manager user, you must allow them full

read/write access to your data.
A. True
B. False

58

Before you can “share” a property with another PM
user, you must be “connected” at the account level.

When you share with other PM users, you can
provide varying levels of access, including read-
only, or a combination of full access and read-
only for various elements of your property.

ENERGY STAR



Recap

In this training, we learned how to:

 Edit property data

 Correct or update property use details
* Use the Data Quality Checker
 Share property data

5 ENERGY STAR



ENERGY STAR Help Desk

CONTACT US

Topics
~ Portfolio Manager FAQs

% Federal, State & Local Requirements
» Account Basics

> ENERGY STAR Certification

3 Metrics (Score, EUN, Efc)

5 Meters

3 Property Information

3 Property Types

» Web Services

y  Water And Waste Benchmarkinz

Find Products Save at Home

WELCOME!

ABOUT FOR PARTNERS SEARCH Q

New Homes  Commercial Buildings  Indusirial Plants

TRENDING ARTICLES

ow do | Copy snd Paste Data inte my Meter?
Standsrd IDs in Portfolic Manager
Wvvhat should | include in my GFA?
Contacts for state/local complisnce ordinances

List of Utilities offering \Web Services

CONTACT SUPPORT

On-demand user support at energystar.gov/buildingshelp
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Extra Help

o Visit www.enerqgystar.gov/buildingshelp

o Extensive list of FAQs

o Online form to submit technical questions or comments

o Additional Portfolio Manager training resources available at: www.energystar.gov/buildings/training

o Step-by-step documents (PDF)
o Access to recorded trainings and short videos

o Information on upcoming trainings

o Ask the Expert

o Wednesdays at 12:00 noon ET. It's an open Q&A session for Portfolio Manager questions.

o https://energystar-mesa.force.com/PortfolioManager/s/article/\Nhen-are-the-Ask-The-Expert-webinars-1600088554 111

o Register for regular webinars at: https://esbuildings.webex.com/webappng/sites/esbuildings/meeting/home

o Portfolio Manager Technical Reference Series: https://www.energystar.gov/buildings/tools-and-

resources?f0=im field select primary cateqory:1522

ENERGY STAR
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https://esbuildings.webex.com/webappng/sites/esbuildings/meeting/home
https://www.energystar.gov/buildings/tools-and-resources?f0=im_field_select_primary_category:1522
https://www.energystar.gov/buildings/tools-and-resources?f0=im_field_select_primary_category:1522
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Thank you for attending!

Questions?

Slides will be sent to all webinar registrants after today’s session

If you have any questions on Portfolio Manager
or the ENERGY STAR program, contact us at:
www.enerqystar.gov/BuildingsHelp

ENERGY STAR
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