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Presenter Notes
Presentation Notes
Hello everyone and welcome to today’s ENERGY STAR webinar, “Portfolio Manager 301,” which is the last of three, hour-long presentations to familiarize you with Portfolio Manager.  Thank you for joining us.



Learning Objectives

In this session, you will become familiar with EPA's ENERGY STAR® Portfolio Manager® tool and learn how to:

 Navigate Portfolio Manager

« Add a property and enter its use details

 Enter energy, water, and waste & materials data

* Analyze progress using performance documents, charts and graphs and reports

Note: ENERGY STAR also has short 5-minute videos on these introductory topics available for quick view at
www.energystar.gov/buildings/training
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Presenter Notes
Presentation Notes
Today we will demonstrate the core functionality of Portfolio Manager. You will learn all of the essential "how to" information you need to get up and running with Portfolio Manager, so you can start to track your buildings’ energy, water, and waste & materials performance.

Learning objectives include: how to navigate Portfolio Manager, how to add a single property and enter details, how to enter energy, water, and waste & materials data, and how to generate reports and track progress.

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

EN ERGY STAR®

e Portfolio/\lanagers

Management Tool

Assess whole building energy
and water consumption, plus
waste

Track changes in energy, water,
greenhouse gas emissions, and cost
over time

Track green power purchase Create custom reports

Share/report data with others Apply for ENERGY STAR certification

ENERGY STAR


Presenter Notes
Presentation Notes
Portfolio Manager is often used as a management tool that’s just one part of a broader, strategic plan to reduce consumption and costs. It is used to:

Compare, measure and track consumption overtime.
Set baselines, goals and targets.
Generate metrics that reveal underperforming properties.

Then, based on this whole-building perspective, building managers can begin to make investment decisions about conservation and efficiency measures and track the impact of these strategies in Portfolio Manager after they are implemented. 

Finally, Portfolio Manager is a free, online, secure resource backed up by free and regularly updated trainings documentation.

Management Tool 
Assess whole building energy and water consumption, plus waste
Track changes in energy, water, greenhouse gas emissions, and cost over time
Track green power purchase
Share/report data with others
Create custom reports
Apply for ENERGY STAR certification



EN ERGY STAR®
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Hundreds of metrics, including:
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avoided
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Presentation Notes
Portfolio Manager offers more than 300 metrics to assess performance. For energy there are metrics such as source and site energy and weather normalized energy. Greenhouse gas emissions and green power is tracked.  Indoor and outdoor water by type is tracked.  And trash, recycling and compost can be tracked.  These resources are limited and PM helps to allocate them strategically to get the greatest benefit from projects. 

The marquee metric for energy in Portfolio Manager is the 1-to-100 ENERGY STAR Score, available to certain property types.  If the Score is 75 or higher, a property is eligible for ENERGY STAR Certification. Recognition is an important part of a good energy management strategy, and we’ll talk more about the ES Score in just a bit. 

Portfolio Manager offers users literally hundreds of metrics. Among them are energy consumption, water consumption, greenhouse gas emissions, and the 1 – 100 ENERGY STAR score.


Benchmarking is the process of comparing use
to gain valuable perspective about building performance

Use Portolio Manager to TN

Establish a baseline: v v v
« Compare current use to baseline over time. v v v
« Compare median of national sample of similar v

buildings to baseline.
« Compare normalized national sample of similar v _ ‘/

buildings to baseline. (ENERGY STAR (Multifamily 1-100

1-100 Score) Score)
Set target reduction goal. v
Compare properties in portfolio to each other. v v v
v

Apply for recognition (eligible space types). (ENERGY STAR

Certification)
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Presentation Notes
So, what do we mean by “benchmarking”? Benchmarking is the process of comparing use to gain valuable perspective about building performance; Portfolio Manager offers several ways to compare energy, water, and waste.  

For all three, use Portfolio Manager to establish a baseline.  The baseline comprises 12 complete calendar months of data and is a starting point against which to compare future consumption.  

In other words, as the building operates, we compare newer data to the baseline period in order to understand how consumption and costs change over time. 

For energy,  another way to benchmark in Portfolio Manager is to compare a property’s baseline to the median energy use of a national sample of similar buildings, which mostly comes from a dataset called CBECS PRONOUNCE AS “SEA-BECKS”, or the Commercial Building Energy Consumption Survey. 

And finally for energy, certain properties will generate an ENERGY STAR Score, which reflects your property’s performance compared to a national sample of similar buildings (from [PRONOUNCE AS “SEA-BECKS”] CBECS and other surveys) that is normalized for the weather and attributes related to how the property operates.  To note, the CBECS survey is conducted approximately every 5-7 years. 

In addition to the ENERGY STAR Score, there is now also a score for multifamily properties, which reflects a properties performance compared to a normalized sample of other multi-family properties. 

Once a 12 mos. baseline is established, Portfolio Manager can be used to establish target reduction goals for energy based on: 1) desired energy use reduction from baseline; 2) reduction compared to median, or;  3) target ENERGY STAR Score. 

Buildings can also be grouped in Portfolio Manager and compared to each other. 

And, certain property types, those eligible for the ENERGY STAR Score, can apply for special recognition if the Score is 75 or higher.  



The 1-100 ENERGY STAR Score

e Cligible to
WeERd cam EPA's
e EMERGY STAR

1 29 50 75 100

(poor) (average) (excellent)

One simple number
understood by ALL stakeholders.
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Presentation Notes
The ENERGY STAR score is one simple number that can be understood by all stakeholders. 


Property types with 1-100 ENERGY STAR scores

Barracks* Convenience Courthouses Data _Centers Distribution Financial Offices
Stores Centers
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HoteIs K12 Schools' h edial Offices MuItrfaMy ) Office Buildings Residenoe Retail Stores
Housing Hall/Dormitory*

Worship

Senior Living Single-Family Supermarkets Vehicle Warehouses Wastewater Wholesale club/
Homes* Dealerships Treatment Plants* Supercenters Facilities

Communities
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* Building types with an asterisk are not eligible for ENERGY STAR certification.



ENERGY STAR Score for Multi-Use Properties

Eligible for Score ZI Ineligible for Score |[X

Bldg. 1 7 Bldg. 2

Office

60% Warehouse Laboratory

40%

40%

Bldg. 4

Bldg. 3 7]

Dry Cleaning

Office Warehouse
40% 40%
15%

Data Center
20%

Office
25%
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It is not uncommon for a property to have multiple property types within it.  A multi-use property can receive the ENERGY STAR Score and receive certification, but these two conditions apply: 1) Seventy-five percent  (75%) of the property's Gross Floor Area (GFA) must be comprised of property types that are eligible for an ENERGY STAR Score; and, 2) More than fifty percent (50%) of the GFA must be comprised of one eligible property type (excluding parking). 

For example, Building 1 on the slide depicts a property that is 60% office and 40% warehouse.  This space is eligible for a Score and certification because both property types are eligible for a Score, and because the office is more than 50% of the total GFA.

In Building 2, even though the office is more than 50% of the GFA, this building is ineligible for the Score because it doesn’t meet the 75% minimum requirement.  In other words, 40% of the space is comprised of lab, which is an ineligible property type. 

*Only read if you have time*

Building 3 is eligible for a Score because it does meet the 75% minimum requirement—hotel and office are both eligible space types and combined make up 85% of the building GFA.  This building is also eligible because the hotel is more than 50%. 

Finally,  Building 4 is not eligible for the Score, even though all three space types within it are eligible property types.  This is because no one eligible property type is more than 50% of the total GFA. 


ENERGY STAR Portfolio Manager - Canada

Property types include:

 The tool has been adapted to include Canadian weather
data, postal codes, both official languages, the metric
system and other data specific to Canada.

« Scores are based on a model developed by Natural
Resources Canada using data from Canadian buildings.

Please direct all questions about Canadian properties
to Natural Resources Canada

Distribution Center
Financial Office
Hotels/Motels

K-12 School

Hospitals

Ice Rinks/Curling Rinks
Medical Office
Non-Refrigerated Warehouse
Office

Residential Care Facility
Self-Storage Facility
Senior Care Community
Supermarket/Grocery Store

Multifamily Housing
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Presentation Notes
--As of March 2018, building certification has been available in Canada! 
   
The Canadian property types on this slide can earn the ENERGY STAR Score now that tool has been adapted in partnership with Natural Resources Canada to include Canadian weather data, postal codes, both official languages, the metric system, and other Canadian data. 

For more information about benchmarking Canadian properties, please see these FAQs:  

https://energystar-mesa.force.com/PortfolioManager/s/article/Which-property-types-can-get-a-score-certification-in-Canada-1600088537247
https://energystar-mesa.force.com/PortfolioManager/s/article/Portfolio-Manager-s-Canadian-contact-information-1600088537248
https://energystar-mesa.force.com/PortfolioManager/s/article/Can-I-get-certification-for-my-Canadian-properties-1600088532670

 Please direct all questions about Canadian properties to Natural Resources Canada at: 

Toll free: 1-877-360-5500
Ottawa local:  613-992-3245
Email: info.services@nrcan-rncan.gc.ca
Website: http://www.nrcan.gc.ca/energy/efficiency/buildings/energy-benchmarking/13603
 

http://www.nrcan.gc.ca/energy/efficiency/buildings/energy-benchmarking/13603
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1.

2.

Portfolio Manager can be used to benchmark building performance for which resource types?

a.  Energy

b.  Water

C. Waste

d All of the above

True or False: If your building is not eligible for the 1-100 ENERGY STAR score, you cannot benchmark in Portfolio Manager.

a. True
b. False

ENERGY STAR



Pop Quiz!

1. Portfolio Manager can be used to benchmark building performance for which resource types?

a.  Energy

b. Water You can benchmark any combination of these
C. Waste three resources in Portfolio Manager!

d All of the above

2. True or False: If your building is not eligible for the 1-100 ENERGY STAR score, you cannot benchmark in Portfolio Manager.

a. True
b. False

For property types not eligible for the ENERGY STAR score, there are a
variety of other metrics that you can use to track performance, including:
» Site and Source Energy Use Intensity
* Weather Normalized Energy Use
* Greenhouse Gas Emissions
* And dozens more!

I ENERGY STAR




To get started in Portfolio Manager you will need:

0 Property information:
* Primary function
« Name, address, postal code
* Year built

» Gross floor area

Q Property use details, e.g.:
* Operating hours
* No. of computers

* No. of workers, etc.

e At least 12 mos. of consumption data for resources you
want to track:
* Property-specific utility bills for all purchased and on-
site generated energy and water
 Quantity of waste and materials recycled, disposed,
donated etc.

Use Portfolio Manager’s data collection worksheet to
gather data upfront for your property type/s

https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet

ENERGY STAR


Presenter Notes
Presentation Notes
To create a record in Portfolio Manager, all you need are the items listed under number 1 on this slide:  the property’s primary function, name, address and postal code, the year built and the gross floor area.  Enter those details and you have a record. 

If you are interested in generating the ENERGY STAR Score, you will also need property use details.  The details are considered in Portfolio Manager to be the drivers of energy use in buildings. They will change according to the property type you are entering and Portfolio Manager will prompt you accordingly.  The drivers of energy use in an office building will differ from those of a hotel, for example. 

Lastly, you will need consumption data for the resources you’re interested in tracking. To generate metrics you will need at least 12 mos. of data because all metrics in Portfolio Manager are annualized.  For energy and water this information typically comes from utility bills which you will need for all purchased and on site generated energy, and the same for water.  And for waste, you will need the quantity of waste and materials recycled, disposed, donated, etc.  The information may come from a measurement from your waste hauler, or from the size of the bin.  

The ENERGY STAR Program offers a very handy data collection wizard that creates a PDF or a Word document with all of the necessary inputs for the property type or types you wish to enter in Portfolio Manager.   You can use the wizard, then collect the necessary data, so that you have everything you need when you sit down at your computer to create the Portfolio Manager record.  The collection wizard helps reduce the amount of time you go back and forth to get the data you’ll need. 

Find the data collection wizard here: https://www.energystar.gov/buildings/tools-and-resources/portfolio_manager_data_collection_worksheet


If you are a building owner who plans to work with a consultant such as a Licensed Professional or engineer to benchmark your building, the recommended best practice is for the building owner to create the property in their account and share it with the consultant. PM data is proprietary and belongs to the person who is the PM account owner, or the PDA. 
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 Navigate Portfolio Manager

 Add a property and enter its use details
 Enter energy, water, and waste & materials data
 Generate reports to assess progress
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Presenter Notes
Presentation Notes
With this background in mind, let’s start with navigating Portfolio Manager.


Commercial Buildings

Benchmark \
Gert Stamed
Understand Metrics »

Document Performance
Analyze Results

COVID-19 Updates

Portfolio Manager Login

Save Energy >
Earn Recognition 1 4
Resources by Audience
Resources by Topic
Training
About Us »

JOIN MAILING LIST

Sign up to receive updates
from ENERGY STAR
BUILDINGS & PLANTS on

Portfalio Manager and
program news.

Benchmark Your Building Using ENERGY

I
STAR® Portfolio Manager®

COVID-19 Program
Impacts:

EPA has made several changes 1o the

PN ENERGY STAR®

PortfoliolVlanager

The most-used energy measurement and tracking tool for commereial buildings.

certification rules. See this FAQ for the
latest updates.

GET HELP

Looking for Portfolio Manager

What is Benchmarking?

The first step to saving energy at your building is to benchmark — that is, to measure and

compare your building’s energy to similar buildings, past consumption, or a reference technical support? Visit our help

performance level. center.

Benchmarking turns the information on your utility bill into knowledge you can act on.

ENERGY STAR Portfolio Manager — the Industry
Standard for Benchmarking Commercial Buildings

Portfolio Manager is an interactive resource management tool that enables you 1o
benchmark the energy use of any type of building, all in a secure online environment.
Nearly 25% of U.S. commercial building space is already actively benchmarking in
Portfolio Manager, making it the industry-leading benchmarking tool. It also serves as ghe

national benchmarking tool in Canada.

=2 Rortolio! 11+ e F\xﬂio'ﬂ.'.r':gv' O
s —
[e— — & usemame
= e [--——]
—_— JR— =
—— - - . - = @ Password
"- L ~— 1T I'v'z Create account Forgot password?
L
T B St
Vi o o g i T A

Uise Portfolio Manager metrics to compare your building’s energy use to a yearly baseline, national medians, or similar
buildings in your portfolio.

MANAGE ENERGY,

WATER, WASTE, AND
GHGS

Many buildings can also receive a 1-100 ENERGY STAR

arArs

Energystar.gov/portfoliomanager

Create a username and
password, then log in
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Presentation Notes
To create username and password and to login go to https://portfoliomanager.energystar.gov/pm/login.html
 and follow the prompts on the screen – creating a new account is very simple.



Navigate Portfolio Manager

4 portfolio level tabs

MyPortfolio Sharing Reporting  Recognition

7 property level tabs

Summary . Details Waste & Materials

:I.—I

Goals =  Design

Intuitive navigation — multiple ways to get to the same place

ENERGY STAR


Presenter Notes
Presentation Notes
Portfolio Manager’s navigation is very intuitive. It uses a tabbed structure that makes it easy to find your way around the tool.  There are four tabs at the portfolio level and 7 tabs at the property level. 



Navigate Portfolio Manager

&
K N ENERGY STAR Welcome ninaberlin: Account | Notifications | ENERGY | Contacts | Help | Sign
out

PortfoliolVianager® -

MyPortfolio Sharing

Portfolio
level view

——)

Reporting Recognition

Properties (14)

Add a Property

; Portfolio Manager Metric Updates

On August 27, 2018 performance metrics in Portfolio Manager were updated for U.S. buildings to
reflect current market data. You may notice a change in your current and historic 1-100 ENERGY
STAR score or other metrics. After logging in for the first time after these updates have been
made, you'll need to click the "Refresh Metrics" button to see your new metrics within the

ENERGY STAR Score Trend Dashboard. For more information, visit www_energystar.gov/scoreupdates.
Clear Message

# Change Metric Dashboard (Metrics current as of 03/11/2019 12:05 PM EDT) & [Search by ID or Name
400 View All Properties (14) || Energy Highlights V| Refresh Metrics
Add/Edit/Delete Groups Add/Edit/Delete Views
200 Name ., Energy . ENERGY . Site EUI . Source EUI
CurrentDate ~  STAR Score ~  (kBtu/ftt) =~  (kBtulft?) h
Antonio Office
0 Building NA NA NA NA
2008 2010 2012 2014 2016 2018 6652215
(Chart current as of Refresh Chart Company HQ
05/08/2019 04:27 PM EDT) 6466285 04/30/2018 63 62.5 1502
Corporate Office
6650503 10/31/2018 64 55.8 154.0
: Hotel & Suites
Manage Portfolio 6652206 08/31/2018 25 79.4 2224
1@ Transfer ownership of a property that Little Falls
you manage to another Portfolio Elementary School = 04/30/2018 61 62.0 109.7
IManager user. 6466039

ENERGY STAR


Presenter Notes
Presentation Notes
The point of this slide is to orient you to Portfolio Manager’s basic navigation. 

The portfolio-level tabs are listed across the top of the screen. We are looking at the MyPortfolio page here. You can also click on Sharing, Reporting, or Recognition from this page.

The portfolio page automatically loads with your list of properties, a customizable chart on the left hand side, a menu of useful items to manage your portfolio, and notifications. These can be requests to connect with other users, notices that someone accepted a property that you shared, or others.   There are also separate notifications from the ENERGY STAR program when there is important news or updates.

The Help button in the top right corner will bring you to the Portfolio Manager help menu.



MyPortfolio Sharing Reporting = Recognition

u u
Nawgate Portfolio / change st
Sample K-12 School (US) Not eligible to apply for ENERGY STAR Score
EMERGY STAR (1-100)
M a n a e r 321 Education Way, Phoenix, AZ 85005 = Map It Certification
g Porifolio Manager Property ID: 6664951 Current Score: 85
Year Built: 1950
7/ e Baseline Score: 87
Summary Details Energy Water Waste & Materials Goals Design
/ Change Metrics
Source EUI Trend (KBtu/ft®
( ) / Change Time Periods
/ Change Metfric
— Metrics Summary
H 150 B Dec 2016 (Energy Aug 2018 (Energy
Property Ievel ‘"eW — Me‘lﬂc/ Baseline) / Current) / Changeo
100 -—* -2.00
ENERGY STAR Score (1-100) 27 25 (2 30%)
50 Source EUI (kBtw/ft?) 1003 104.4 4.10 (4.10%)
Site EUI (KBtw/ft?) 53.1 55.1 2.00 (3.80%)
i
2008 2010 2012 2014 2018 2018
Energy Cost (3} 50,020.50 61,513.82 ?:uzau.;s}
(Chart current as of 05/14/2019 Refresh Chart )
04:03 FM EDT) Total GHG Emissions Intensity
(kaCOzem) 49 5.1 0.20 (4.10%)
Water Use {All Water Sources) 8007 Mot Availabl A
{kgE|} - vallable
Total Waste (Disposed and -
Diverted) (Tons) 8386 Mot Available A
Check for Possible Data Errors
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



Presenter Notes
Presentation Notes
After you click on a property name, you will see another set of property-level tabs. With these tabs, you can navigate between a summary of the property, property details, and meter data. You can also set and track progress against specific performance goals, and compare a building’s current energy performance against its initial design.

Clicking on the Portfolio Manager logo in the top left-hand corner will always take you back to the MyPortfolio page to see the list of all of your properties. 
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 Navigate Portfolio Manager

 Add a property and enter its use details
 Enter energy, water, and waste & materials data
 Generate reports to assess progress
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Presenter Notes
Presentation Notes
This completes our first objective, navigating portfolio manager. Now, we will discuss adding a property and entering details about it.


Add a Property

PN ENERGY STAR®

| |
= Portfolio)/ ¥
=2 PortfoliolVlanager
MyPortfolio ‘ Sharing Reporting Recognition

Properties (14) ; Portfolio M

On August

reflect curr

STAR scor

ENERGY STAR
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Now, let’s walk through the process of manually entering a building. To start, click the “Add Property” button in the top left-hand corner of the “My Portfolio” tab to access a wizard to “Set up a Property.” 


Add a Property:
Existing

Select property type

P=N ENERGY STAR:
=2 Portfoliollanager®

RW_Processor: Seftings

Set up a Property: Let's Get Started!

Welcome Account | Notifications @ | ENERGY | Contacts | Help | Sign

STAR Out
Notifications

Properties come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with a pool, to a large medical complex with lots of
buildings. Since there are so many choices, Portfolio Manager can walk you through getting your property up and running. When you're done, you'll be ready to

start monitoring your energy usage and pursue recognition!

Your Property Type

Select number

of buildings

Select construction

ACME
BANK We'll get into the details later. For now, overall, what main purpose does your property serve?
| Select a property type v
> Learn more about Property Types.
Your Property's Buildings
How many physical buildings do you consider part of your property?
© None: My property is part of a building (e.g., a Tenant Space)
© One: My property is a single building
O More than One: My property includes multiple buildings (Campus Guidance)
How many?
>

Your Property's Construction Status

Is yaur property already built or are you entering this property as a consfruction project that has not
yet been completed?

@ Existing My property is built, occupied and/or being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recaognition:
© Design Project. My property is in the conceptual design phase (pre-construction), | will be

status

v

using Portfolic Manager to evaluate the energy efficiency of the design project.
(O Test Property: This is not a real property. | am entering it to test features, or for other

purposes such as training.
‘ Get Started! E

u Tip

To set up a property, you'll need
information such as gross floor area and
operating hours.

n Tip

Not sure what kind of property you are?
Because we focus on whole building
benchmarking, you want to select the
property type that best reflects the
activity in the majority of your building.
Don't worry if you have other tenants with
different business types, just select the
main activity.

u Test Properties

You may want to enter a property into
Portfolic Manager that isn't actually a
“real" property, either to familiarize
yourself with features or maybe to train
other people. By telling us this a "Test"
property, we can give the option of
including this property in your portfolio-
level metrics, charts and table or not,
depending what your needs are. This can
be configured on your Account Seftings.

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

Follow Us [} I3 iy Y



Presenter Notes
Presentation Notes
This wizard is the first of many prompts that will help you correctly benchmark your property. 

From here, select the best property type.  There are 85 options. Not all of these 85 types are eligible to earn the ENERGY STAR Score. However, as we noted earlier, benchmarking is valuable for all properties, so select the property type that best reflects your property.  This will help you analyze the performance of the building and compare it to similar buildings in your portfolio.  

Next, designate the number of physical buildings located on your property, either none, one, or more than one.  Choose “None” if you are benchmarking part of building (a space within a building) or “One” if you are benchmarking a single building and “More than one” if you are benchmarking a campus.   In the case of the latter, make sure to review the Campus Guidance for tips on entering properties with multiple buildings.   Also note that spaces within a building, say a single story for example, will generate an ENERGY STAR Score but are not eligible for ES Certification.  The unit for ENERGY STAR Certification is individually metered single buildings, and in some cases campuses for the property types Hotel, Multifamily, Senior Care Center, Hospital or K-12 School.

Finally, select the Construction Status of your property. Most properties will be “existing,” but properties could also be entered as “Design” for buildings that have not yet been constructed.   Use the design option to evaluate the energy efficiency of the design project, to apply for Designed to Earn the ENERGY STAR Certification, and to compare designed energy use against actual use once the building is occupied and operational.  “Test Property” is another option here, if your entering a fictitious property to test Portfolio Manager’s features.  You can test a building in the design phase or as an existing building. 

Click “Get Started” to move to the next page.






Set Up a Property: Basic Property Information

E n t e r I n g B a s I c Tell us a little bit more about your property, including a name that you will use to look up your property and its address.
P rO p e rty About Your Property

= Name:
Information " |

*

Country:

---Select - - - EI

Street Address:

City/Municipality-

State/Province: Y _Select--- El

Postal Code:

Year Built:

Gross Floor Area: H Temporary Value

Gross Floor Area (GFA) is the total property floor area, measured from the principal exterior
surfaces of the building(s). Do not include parking. Details on what to include.

Irrigated Area: | Sq. Ft H
I Occupancy: * %

s

ENERGY STAR


Presenter Notes
Presentation Notes
On the next page, enter general information, including property address, size, gross floor area and occupancy percentage.

There are different ways of measuring gross floor area but in Portfolio Manager, it is the total property floor area, measured from the principal exterior surfaces of the building.  Select the link next to Gross Floor Area on this page for more information. 

Irrigated area is not a required field. It is used in calculating the Water Score for Multifamily housing. 

Occupancy is the percentage of your property’s Gross Floor Area (GFA) that is occupied and operational. For example, if you have a 10 story office building, that on average has 9 of its 10 floors fully leased and occupied, the occupancy would be 90%.  If there are people working in all floors or areas of the building then it is 100% occupied.  Also, there is only one occupancy rate for each property as a whole.  

The occupancy rate is not used in calculating the ENERGY STAR Score or other metrics, however, there are minimum occupancy requirements for ENERGY STAR Certification for certain property types. Offices, banks, courthouses, and financial centers require at least 55% occupancy to be eligible for ES Certification. Hotels must be at least 60% occupied and Multifamily properties must be 80% occupied.  



Check the statements that apply

Answering these simple questions will
Do any of these apply? help us guide you in entering your
property correctly.

&

My property's energy consumption includes parking areas

]

My property has a Data Center that requires a constant power load of 75 kW or more

]

My property has one or more retail stores

]

My property has one or more restaurants/cafeterias

(oo LI’ Cancel

These use details will change depending on the property type you specify.

ENERGY STAR
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Presentation Notes
You will also be prompted to provide answers to a few additional questions that will help Portfolio Manager to guide you in entering your property correctly.  The selection choices for “Do any of these apply?” varies depending on which primary function you choose.  

For all property types, there will be a question about parking. If your parking areas are separately metered from the building, you do not need to check this box.  However, it is very common for parking areas and buildings to share a meter.  If this is the case, check the box.  On the next screen, Portfolio Manager will prompt you to enter more information about parking.  Then, because the ES Score is an assessment of building performance not parking area performance, Portfolio Manager will estimate the amount of energy parking uses and subtract that out before calculating the building’s performance. 

Parking refers to buildings and lots used for parking vehicles. This includes open parking lots, partially enclosed parking structures, and completely enclosed (or underground) parking structures. Parking structures may be free standing or physically connected to the property. 


Add Another Type of Use v| m

preer— Enter Values for Property Use

Supermarket/Grocery Store refers to buildings used for the retail sale of ily food and ge p , and which may include small ameunts of
preparation and sale of ready-to-eat food. Buildings where the primary business is the onsite preparation and sale of ready-to-eat food should use one of the

|
e D et a I I S
Gross Floor Area should include all space within the building(s), including the sales floor, offices, storage areas, kitchens, staff break rooms, and stairwells.

Property Use Detail Value Current As OF ;:'I'"“:'"““
W Gross Floor Area 08,000 S FL o éns‘ao 0
#r Weekly Operating Hours U default IW : :
| ] ELom & W Building Use  Edit Name
R e S T I [ Use a default g . Supermarket/Grocery Store refers to buildings used for the retail sale of primarily food and beverage products,
and which may include small amounts of preparation and sale of ready-to-eat food. Buildings where the primary
Number of Cash Registers [ [ Useadstaut g business is the onsite preparation and sale of ready-to-eat food should use one of the Restaurant property types.
|
M GG [ [ Useadefaut g Gross Floor Area should include all space within the building(s), including the sales floor, offices, storage areas,
kitchens, staff break rooms, and stairwells.
i Number of Open or Closed Refrigeration/Freezer Units l— [] Use a default g
Current As Tempora
Il]epngm of All Open or Closed Refrigeration/Freezer I— [] Usea g Prom'w U“ MII va'"‘ of Vam w
0 default
¥ Number of Walkin RetrigeratonfFreezer Units T Dvwse # Gross Floor Area *12,000 (Sq.Ft.3) |[171/1992 &
Area of All Walk-in Refrigeration/Freezer Units - [ Use a ~
” ! [sartv] - * Weekly Operating Hours 1/1/1902 3
default
Cooking Facilities [] Use a default g
- # Number of Workers on Main Use a 1/1/1992 s
W Percent That Can Be Heated ] Use a default e Shift default
# Percent That Can Be Cooled [ Use a default [1rrtos0 O

W This Use Detail is used to calculate the 1-100 ENERGY STAR Scare.

ENERGY STAR


Presenter Notes
Presentation Notes
Next, you will be asked to provide more details for your primary property type.  Each property type will have different use details.  As you pass your mouse over each use detail, the definition will appear and the glossary will open if you click on the link. 

You may also want to edit the name of your property type to something more specific like Office Space 1, or Occupied Office Space. 

If you are in the middle of benchmarking and realize that you don’t have certain pieces of information in front of you, you can always use Default/Temporary values.  However, to ensure the accuracy of your metrics and if you’re interested in applying for ES Certification, remember to update these default values with actual information once you have it. 

You can also use the drop down menu on this page to “Add another type of use” for multi-use properties where the additional use type isn’t already included in Portfolio Manager’s definition of your primary property type.  A good rule of thumb is to enter as few property types as possible.  There are 4 exceptions to this rule when you should create a separate Property Use: 

If it is a Property Use Type that can get an ENERGY STAR Score (note: Retail can only get a score if it is greater than 5,000 square feet): 
If it accounts for more than 25% of the property's GFA
If it is a vacant/unoccupied Office
If the Hours of Operation differ by more than 10 hours from the main Property Use

Select “Add Property” when you are done entering use details. 
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Property | 15

/ Change Metric

Supermarket A-1 ™ Not eligible to apply for Weather Normalized
1| Why not
mm ENERGY STAR Source EUI (kBtu/ft?) score?
1214 Main Street, Arlington, VA 22201 = Map It Certification
Portfolio Manager Property 1D: 6836065 Current: N/A
Year Built: 1992
/ Edit Baseline: N/A

Summary Details Energy Water Waste & Materials Goals Design

/Change Metrics
/ Change Time Periods

Refresh to see Source EUI Trend

/ Change Metric
Metrics Summary

il Not Available NotAvailable #  Change
Metric (Energy Baseline) (Energy Current) o
ENERGY STAR Score (1-100) Not Available Not Available N/A
Source EUI (KBIw/f) Not Available Not Available N/A
Site EUI (KBHu/f?) Not Available Not Available N/A

— S0 — o — 06 Energy Cost (5) Not Available Not Available N/A
Total GHG Emissions Intensity . )
b cgtis Not Available Not Available N/A
YalerUize (Ml Water Solfeea) Not Available Not Available N/A
(kgal)
b gt Not Available Not Available NIA

Diverted) (Tons)

ENERGY STAR


Presenter Notes
Presentation Notes
Now the property is created!  This is the property Summary tab.  From here you can view the property’s details, enter data for energy, water and waste, and set goals.  

Notice that there are no summary metrics displayed in the box in the top right.  This is because there’s no meter and consumption data entered for the property. So, next, we will cover how to set up meters. 



‘ MyPortfolio Sharing

Reporting  Recognition

Supermarket A-1

@~ Not eligible to apply for
MEZA| ENFRGY STAR

EIEHEE R
1214 Main Street, Arlington, VA 22201 = Map It Certification

Portfolio Manager Property ID: 6836065
Year Built: 1992

7 Edit
Summary Details Energy Water Waste & Materials Goals Design
Refresh to see Source EUI Trend
I / Change Metric
Metrics Summary
Not Available

Metric /

ENERGY STAR Score (1-100)
Source EUI (kBtw/t®)

Site EUI (kBtu/ftz)

2008 2010 2012 2014 2016 2018 Energy Cost (3)

Total GHG Emissions Intenswty
(kgCO2e/)

Water Use (All Water Sources)

(kgal)

Total Waste (Disposed and
Diverted) (Tons)

(Energy Baseline)
Mot Available

Not Available

Not Available

Not Available

Not Available

Not Available

Not Available

rd Change Metric

Weather Normalized ., .,
Source EUI (kBtu/ft®) score?

Current: N/A

Baseline: N/A

Property Summary Tab: Customized Metric Displays

/ Change Metrics
/ Change Time Periods

Not Available / Change

(Energy Current) (7]
Not Available MNIA
Not Available N/A
Not Available N/A
Not Available N/A
Not Available N/A
Not Available N/A
Not Available N/A

v

Which of the following metrics would you like to display?

i®} ENERGY STAR Score

() Source EUI (kBtuw/fi®)

() Site EUI (kBtu/ft?)

(O Weather Normalized Site EUI (kBtu/ft?)

() Weather Normalized Source EUI (kBtu/ft?)
(O Water/Wastewater Site EUI (kBtu/gpd)

O Water/Wastewater Source EUI (kBtu/gpd)
(O Source Energy Use (kBtu)

() Water Use (All Water Sources) (kgal)

() Total Waste (Disposed and Diverted) (Tons)
() Energy Cost ($)

(O Total Water Cost (All Water Sources) (§)

(O Total Waste (Disposed and Diverted) - Cost ($)
() Total GHG Emissions (Metric Tons CO2e)
() Total GHG Emissions Intensity (kgCO2e/ft?)

Select Metric el

ENERGY STAR


Presenter Notes
Presentation Notes
Before we move on to setting up meters, you’ll see that the metric that appears in the top right of your property record and in the trend graph on the left on the Summary tab is customizable. Selecting “change metric” from the top right of your property record or on the trend graph will open a list of 15 metrics to choose from to display on this page, such as the ENERGY STAR Score, site and source EUI, water use, total waste, and total GHG emissions. 


Add and Set Up a Propgrty: More than One

Building (Campus)

; ENERGY STAR”
PortfoliolVlanager”

MyPortfolio Sharing Planning Reporting Recognilio

Properties (5) Notifications (0)

You hawe no new notifications

Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with a pool, to a large medical complex with lots of
buildings. Since there are so many choices, Portfolio Manager can walk you through getting your property up and running. When you're done, you'll be ready to

start monitoring your energy usage and pursue recognitionl

Your Property Type

We'll get into the details later. For now, overall, what main purpose does your property serve?

ACME

BANK

| Select a property type El
Learn more about Property Types

Your Property's Buildings

How many physical buildings do you consider part of your property?

- © None: My property is part of a building

g
© More than One: My property includes multiple buildings (Camgu@

Source EUI Trend My Properties {5)

1,000

S0

Federal Build

v

How many?l

Your Property’'s Construction Status

Is your property already built or are you entering this property as a construction project that has not
yet been completed?

@ Existing: My property is built, occupied and/or being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition.

© Design Project: My property is in the conceptual design phase (pre-construction); | will be
using Portfolio Manager to evaluate the energy efficiency of the design project.

0 Test Property: This is not a real property. | am entering it to test features, or for other
purposes such as training.

Get Started! Cancel

o

To set up a property, you'll need
information such as gross floor area and
operating hours.

o

Not sure what kind of property you are?
Because we focus on whole building
benchmarking. you want to select the
property type that best reflects the activity
in the majority of your building. Don't
worry if you have other tenants with
different business types, just select the
main activity.

a Test Properties

‘You may want to enter a property into
Portfolio Manager that isn't actually a
"real” property, either to familiarize
yourself with features or maybe to train
other people. By telling us this a "Test"
property, we can give the option of
including this property in your
portfolio-level metrics, charts and table or
not, depending what your needs are. This
can be configured on your Account
Seftings.



Presenter Notes
Presentation Notes
Before moving on, here is some additional information about campuses.  Campuses are entered as a single “parent” property with multiple “child” buildings. This allows you to report on metrics at the campus level, while still being able to track performance of the individual buildings that make up this campus (assuming that you have the necessary building-level energy, water, and waste & materials data).  For properties with multiple buildings, only Hotel, Hospital, K-12 School, Multifamily, and Senior Care Communities are eligible to receive a 1-100 ENERGY STAR score at the campus level.

For more information about how to benchmark a campus, visit http://www.energystar.gov/buildings/tools-and-resources/how-benchmark-campus 


Campus Configurations

MyPortfolio Sharing Reporting  Recognition
v Change Metric
Campus A E‘ﬁtEeF'lJ%g'eS?A?QDD'V for Weather Normalized , .
e =m=2 = O 2\ “score?
1214 Main Street, Arlington, VA 22201 = Map It Certification Source EUI (kBtufft’)

Portfolio Manager Property 1D: 6836065 Clrent: N/A
Year Built: 1992 ’ S
/ Edit Baseline: N/A
Summary Details Energy Water Waste & Materials G Mure Ahﬂ.ut Individual Buildi"gs
This property is a multi-building property, and you haven't added any individual
Refresh to see Source EUI Trend buildings. This is optional. You don't have to add individual buildings unless you
/ Change Metric ) would like to track performance separately. This will only be possible if you
Metrics Summa have your buildings metered individually. Also keep in mind that if you enter
"/ individual buildings, you will still need to keep use and meter information about
Metric . . .
the property as a whole up to date in order to receive accurate metrics about
ENERCY STAR Scs your property (and, in some cases, to apply for the ENERGY STAR). Leamn
Source EUI (kBIu/?) more about tracking multi-building properties.

Site EUI (KBtu/ft?)

2008 2010 2012 2014 2016 2018 Energy Cost ($) Not Available Not Available MNIA
Total GHG Emissions Intensity

(kgCO2e/ft?) Not Available Not Available MIA

ENERGY STAR


Presenter Notes
Presentation Notes
Once you define the campus as the main property there’s flexibility in how you benchmark it. You can either benchmark the campus in aggregate, benchmark individually-metered buildings on the campus, or both. 

If you enter individual buildings, you will need to keep use and meter information up to date at both the building and campus level.  




28

 Navigate Portfolio Manager

 Add a property and enter its use details
 Enter energy, water, and waste & materials data
 Generate reports to assess progress

ENERGY STAR


Presenter Notes
Presentation Notes
This completes our second objective, adding a property and details. Next, we will learn about entering energy, water, and waste & materials data. 


M ete rs Ta bs MyPortfolio | Sharing Reporting  Recognition _—

/ Change Metric

Supermarket A-1 o Cighe 0 ol o) Weather Normalized
Si% ENERGY STAR Source EUI (KBtu/ft?) sco?
1214 Main Street, Arlington, VA 22201 | Map It Certification
Portfolio Manager Property 1D: 6836065 Current: N / A
Year Built: 1992
/ Edit Baseline: N/A
Summary Details Energy Water Waste & Materials Goals Design

/Chan e Metrics

Refresh to see Source EUI Trend £ ch Tina Period
T andge |ime -ernoas

/ Change Metric
Metrics Summary

s Not Available Not Available  #  Change
Metric (Energy Baseline) (Energy Current) (2]
ENERGY STAR Score (1-100) Not Available Not Available N/A
Source EUI (kBtu/ft?) Not Available Not Available NiA
Site EUI (KBtu/ft?) Not Available Not Available N/A

2008 2010 2012 2014 2016 2018 Energy Cost ($) Not Available Not Available NfA
Total GHG Emissions Intensity . ]
b s Not Available Not Available N/A
Watehlse Nk Vyalersolress) Not Available Not Available NIA
(kgal)
Tais) Vasto (Dhepobo sl Not Available Not Available N/A

Diverted) (Tons)

ENERGY STAR


Presenter Notes
Presentation Notes
In the property record, there are property-level tabs for energy, water and waste & materials. For each resource you would like to benchmark you will use the tabs to set up meters and enter utility data to receive related performance metrics for your property.  

Next, we’ll give an overview of each meter. Then we’ll walk through the entire process of setting up a meter using the energy meter as an example. 




Water Tab

MyPortfolio Sharing Reporting

Supermarket A-1

Year Built: 1992

/ Edit

1214 Main Street, Arington, VA 22201 | Map It
Portfolio Manager Property |ID: 6836065

Water Use Intensity (All Water

Sources) (gal/ft?)
Current WUI: M
Baseline WUI: N/A

Meter Summary

Recognition

d Mot eligible to apply for
2 ENERGY STAR
Certification

Summary Details Energy Waste & Materials Goals Design

Water Meters - Used to Compute Metrics (0)
+w View as a Diagram

I In order to receive water metrics for your property, you must provide water meters. You
have not entered any meters yet. After entering the meter, you will need to associate it to

receive metrics.

/ Change Metric

Weather Normalized Why not

Source EUI (kBtu/ft?) scoe?

Current: N/A

Baseline: N/A

Add A Meter

ENERGY STAR


Presenter Notes
Presentation Notes
Use the Water tab to enter water meters and water consumption.�
To get started, click ‘Add a Meter” and follow the prompts offered by the handy wizard to enter water meters and then consumption data.  �
Portfolio Manager tracks water meters based on the water source. There are four types: Municipally Supplied Potable or Reclaimed Water, Well Water and Other water (e.g., condensate or rainfall collection).  The metrics for each of these water sources are tracked as Indoor, Outdoor or Mixed.

Once water meters and consumption data are entered, the water metric display on the left will display water use intensity representing all sources of water entered.  For multifamily properties it will display the Water Score for Multifamily if irrigated area has also been entered.



Wa St e a n d MyPortfolio Sharing Reporting Recognition
IVI t ] I T b / Change Metric
a e r I a s a SU pe rmarket A'1 gy Not eligible to apply for Weather Normalized et

|~ _A
g
dsd ENERGY STAR

R . 2} score?
1214 Main Street, Arlington, VA 22201 = Map It Certification T
Portfolio Manager Property ID: 6836065 Current: N / A
Year Built: 1992
/ Edit Baseline: N/A

Summary Details Energy Water Waste & Materials Goals Design

Meter Summary Meters - Used to Compute Metrics (0) .)

0 Waste and Materials Meters Total

In order to receive metrics for your ] )
property, you must provide meters. You Welcome to Waste and Materials Trac:klng!

haven't entered any waste or materials

meters yet. Benchmarking your waste and materials (like recycling and donations) is an important part of a

comprehensive sustainability strategy. Learn more about waste and materials tracking.

Add a meter
Set Up Waste and Materials

Current Waste and Materials Date:

Not Available
Enter Your Bills



Presenter Notes
Presentation Notes
Use the Waste and Materials tab to create meters and enter waste and materials, for example, trash, recyclables, composting, and 30 others like building materials and electronics.  
To get started, click ‘Add a Meter” and follow the prompts offered by the handy wizard to enter waste and materials. A new waste meter type was recently added – Recycled – Lamps/Light Bulbs. You will now be able to track lighting that is both disposed of or recycled. 
You will be prompted to select what type of waste or material you would like to track, and then whether it is recycled, composted, donated/reused or disposed,  and how often it is collected.  Finally you are prompted to provide the weight and volume of what is collected, or Portfolio Manager provides an estimate based on the container size.
You can further categorize your disposed waste by its destination, whether it ends up in a landfill, gets incinerated, or is converted to energy.
You can also track waste or material according to whether it is picked up on a regular basis (like trash or recycling), or if the pick up is “intermittent” or one-time only like a donation of old office furniture.
Next, let’s walk through the entire process of setting up a meter using the energy meter as an example. 


E n e rg Ta I MyPortfolio Sharing Reporting  Recognition
Vd Change Metric
Supermarket A-1 % Not eligible to apply for Weather Normalized
ENERGY STAR Source EUI (kBtu/ft?) seoe®
1214 Main Street, Arlington, VA 22201 Map It Certification
Paortfolio Manager Property 1D: 6836065 Current: N/A
Year Built: 1992
Z Edit Baseline: N/A
Summary Details Energy Water Waste & Materials Goals Design
Meter Summary Meters - Used to Compute Metrics (0) Add A Meter
0 Energy Meters Total 2, View as a Diagram
In order to receive metrics for your
property, you must provide meters. You
have not entered any meters yet.
Add A Meter _l There are currently no energy meters entered for this property/building. In order to track
energy usage and receive energy metrics, you must provide an energy meter. Enter
Current_ Energy Date information about your energy meters to begin tracking energy usage. After entering the
Not Available meter, you will need to choose to include it in your metrics.
Enter Your Bills For a step-by-step guide to entering meter data, see How to get Utility Data into Portfolio
Manager.
Four Ways to Enter
Bill Data
1. Manually

ENERGY STAR


Presenter Notes
Presentation Notes
Use the Energy tab to create meters and enter energy consumption.   

To get started, click ‘Add a Meter” and follow the prompts offered by the handy wizard to enter energy meters and then consumption data.  



Entering Additional
Information

Get Started Setting Up Meters for Supermarket A-1

There are four ways to enter meter data. First, you can enter manually, starting below. Second, you can set up your meters below, then upload a specially
formatted spreadsheet with just your bill data. Third, for advanced users, you can use our upload tool that allows you to set up all of your meters and enter bill data.
And finally, you can hire an organization that exchanges data to update your energy data automatically.

Sources of Your Property's Energy

What kind of energy do you want to track? Please select all that apply.

I A

Electric

Natural Gas
Propane

Fuel Oil (No. 2)
Diesel

District Steam
District Hot Water
District Chilled Water
Fuel Gil (No. 4)

Fuel Oil (Mo. 5 and No. 6)
Coal (anthracite)
Coal (bituminous)
Coke

Wood

Kerosene

Fuel Oil (No. 1)

Other: |

Get Started! e

u Tracking Energy

To frack your energy, create an energy
meter for each source of energy from a
utility, a neighboring building, or an
onsite solar or wind panel. If you
purchase a raw fuel (e.g. gas) and
produce your own fuel (e.g., electricity or
chilled water), you only need a meter for
the fuel you purchased (e.g. gas), and
not for the fuel you produce.

Two Meters Needed for
Onsite Solar/Wind

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

Automate Your Meter
Entries

There are many organizations that will
electronically enter your utility data into
Portfolio Manager. Many utilities provide
this service for free. Service providers
integrate this service into their own
software and value-added offerings.
Learn more.

ENERGY STAR



Presenter Notes
Presentation Notes
On the “Getting Started Setting Up Meters” page, you will be prompted to identify all sources of energy consumed at the property, as well as the number of meters for each fuel source. Make sure to include every fuel consumed.  
 
For electricity, you will be asked to indicate whether the energy was purchased from the grid, or generated onsite via solar or wind power.



About Your Meters

About Your Meters for Supermarket A-1

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

2 Energy Meters for Supermarket A-1 (click table to edit)

Other . Date Meter In Date Meter Enter as C
[1 | Meter Name Type Type  Units became Active | Use? | became Inactive | Delivery? 1
| |Natura| Gas Matural Gas W ﬁ— ki I I_
ccf (hundred cubic feet)
] Electric Grid Meter  Electric - Grid cf (cubic feet)
Cubic meters
< GJ b
kBtu (thousand Btu)
X Delete Selected Entries kcf (thousand cubic feet)
Add Another Entry MBtw/MMBtu (million Btu)
MCF (million cubic feet)
therms

Create Meters Jente:

Follow Us [C} K3 i Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website

ENERGY STAR


Presenter Notes
Presentation Notes
On the “About Your Meters” page, click anywhere in the table to add data about your meters

To enter units, select the accurate unit from the drop down menu. 

The “Date Meter Became Active” can be the date the building was built--typically, your meter becomes active when construction is complete and the building starts operating—or it can be the first day of the first bill for the first 12 mos. period you wish to benchmark.  

You only need to enter a date the meter became inactive if you want to note that a meter has been decommissioned.   

If your fuel is delivered in bulk (like fuel oil or propane) then check “Enter as Delivery.”

You can also add an additional meter from this page, if on the previous page you forgot one. 

 Once you have defined the general characteristics of each meter, select ”Create Meters” to begin entering your bills.



Add Energy Consumption Information

n ENERGY STAR® Walcome Kaye Lynch-Sparks: Account Settings | Contacts | Help | Sign Out
Ensrfyi-

=< Portfolio/\anager®

Your meters have been created! I you have your energy consumpiion informaztion for these maters, you can enter it below. Or, you can continue with
saiting up your meters and enter your anargy bills later.

Your Meter Entries for Supermarket A-1

Wow we need actug energy consumption nfoemation n onder to star providing you with youwr metrics and, possibly, your score!

3 Energy Meter(s) for Supermarket A-1

Expand \tural Gas Edit
m_ete_r by l Oil (No. 2) Ect
clicking

arrow Flactric Grid Meter Edt

L

Follow Us [ K3 i ) Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Wabsite

ENERGY STAR


Presenter Notes
Presentation Notes
On the next page, you will see the meters you have established. To expand each meter record, click the arrow to the left of the meter you would like to edit.

All meters will be presented on the same page. This allows you to add data to multiple meters at the same time (no need to click through multiple meter entry pages).




Add Meter Entries and Fill in Data

How To Guide:

+ Basic Meter Information Electric

Demand

Tracking

https://www.en
Display eari: | [Show Al Vears | | ergystar.gov/b

Add Y- . uildings/tools-
another Start Date End Date w Total Cost (3} Estimation Reer Damand (kW) Damand Cost {5 m
entry | | | resources/how
\ L L] 5 . track electric
8¢ Celete Selscsd Entrics demand portfo
i lio manager.

2 Learn how to copy/paste

Upload data in bulk for this meter:

[} ou can copy/paste into the table above <€ Use a
[ iona | Fad, cad an E
aprmdshlnwdu;ft S&ﬂ;:mxaimﬂ:ﬂzﬁﬂ%nhammgm spreads h eet
| Chasse File | No fe chosen = to upload or

copy and

- paste

ENERGY STAR
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Presentation Notes

Next, enter consumption data for each meter by selecting “Add Another Entry” to enter the start and end date, usage, and cost.  As with the prior page, you can click anywhere in the table to edit the corresponding data field. When you enter a start date, Portfolio Manager auto-populates the end date.  Portfolio Manager will also auto-populate the next start date when you select “Add Another Entry” again. 

A quick note that PM now tracks demand and includes these three metrics in custom reports:  Annual Maximum Demand (kW), Annual Maximum Demand (MM/YYYY), and Annual Maximum Demand (Meter Name (Meter ID)).” We have a How to Guide on this topic: https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager 

“Usage” is required.  Cost is not required. However it is a best practice to enter cost to have access to handy metrics like energy cost per sq. foot, for example.  Use “Estimation” whenever you make an estimation, for example if you have not received your bill yet.  If the value you are entering comes directly from your utility bill, you do not need to check estimated, even though some utility bills are marked this way when they contain small estimates based on how the utility read your meter. 

To generate accurate metrics, enter at least 12 consecutive months of data for all fuels consumed in the building. For the most accurate metrics, enter the start and end dates on your utility bill.  If the start and end dates fall in the middle of the month, you will need to enter 13 billing periods in order to get a complete 12 calendar months of data. For more information about acceptable meter entry time frames, see this FAQ: https://energystar-mesa.force.com/PortfolioManager/s/article/Can-I-enter-energy-bills-that-are-not-monthly-Can-I-enter-one-energy-bill-for-the-entire-year-1600088549396

You can also enter purchased solar and wind power by checking the “Green Power” box, which will then prompt additional questions about where the energy was purchased and what type of green power it is.  Tracking green power purchases will affect the greenhouse gas emissions metrics for your property. More information about entering both purchased and onsite generated green power is available here: https://portfoliomanager.energystar.gov/pdf/reference/Green%20Power.pdf


Another option is to use a spreadsheet to upload consumption data, which is available on this page.  It’s a simple spreadsheet; there are only 5 columns.  Once you have filled in the necessary data, you can upload the spreadsheet back into Portfolio Manager via this page, OR even easier, Cut and Paste into the first box. 

Make sure to select “Continue”  after you populate the page. 




https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/how_track_electric_demand_portfolio_manager

Meters to Add to
Total Consumption

MyPortfolio Sharing

Reporting  Recognition

‘ Your meter entries have been added to your meters!

Select Energy Meters to Include in Metrics

Tell us which meters to include when calculating the Energy metrics for Supermarket A-1 so that we can provide you with the most accurate metrics possible.

Summary

3

Please tell us what your
meters represent.

a About Sub-meters

If you have sub-meters to measure
energy or water consumption for a
specific purpose, and you also have
a master meter (which measures
total consumption), counting both of
those meters would double count
your consumption and skew your
metrics (e.g., artificially increase
your Site Energy Use Intensity).
Learn More about configuring
meters for performance metrics.

Energy Meters

Select all meters to be included in your Energy metrics. (Hint: All meters should be included unless they

are sub-meters.)

O | Mot Type
soeon . Fuel Ol No.2
W Natural Gas
Electric Grid Meter Electric - Grid

30521003

Total of 3 meter(s). Tell us what this represents:

m =

These meter(s) account for the total energy consumption for Supermarket A-1 (a single building).

"1 These meter(s) do not account for the total energy consumption for Supermarket A-1 (a single

building).

Apply Selections



Presenter Notes
Presentation Notes
The next step is to select meters to include in metrics.  This page is important for Portfolio Manager to understand which meters should be applied to the total property energy consumption, and therefore should be used for calculations.  Indicate that the meters do account for total energy consumption or that they do not account for total energy consumption. 

A note about campuses: If you are setting up a multi-building campus, and want to roll up any building-level meters to the larger property, this is where you will do it. In the campus scenario, be aware that you need to define the meters at the building level first, before you can associate them to the property level. To avoid double counting any energy, do not add sub-meters to property totals if the energy consumption they are tracking is also captured by the main meter.

When you are done, click “Apply Selections.”



Energy Meters Tab:
Meters Added and
Displayed

Notification

Add or

MyPortfolio Sharing Reporting  Recognition

Congratulations! Any energy meters you selected have been successfully associated te your property(ies).

Supermarket A-1 X Not eligible to a
ENERGY STAR
1214 Main Street, Arlington, VA 22201 = Map It Certification

Portfolio Manager Property ID: 6836065
Year Built: 1992

for

/ Edit
Summary Details Energy Water Waste & Materials Goals Design
Meter Summary Meters - Used to Compute Metrics (3)
5 Energy Meters Total Change Meter Selections

. [-l —g—l
3 - Used to Compute Metrics View as a Diagram

2 - Not Used in Metrics

update bills

Name
—>  Add A Meter Meter ID « EnergyType ¢
BAOD i
% Matural Gas

Four Ways to Enter
Bill Data

Most Recent . InUse?

Bill Date

/ Change Metric

Weather Normalized ;...

My nok

Source EUIl (kBtu/ft?) score?

Current: N/A

Baseline: N/A

Add A Meter

(Inactive Date)

Yes

[ﬂ Download Annual Totals by Meter



Presenter Notes
Presentation Notes
Now, your meters are set up and you will see a note of congratulations back on the Energy tab.  

Here you can review a summary of and access the energy meters that are set up for the building.  

If you want to add your latest bills or update past entries, select “Enter Your Bills” or select the relevant meter.  
-


.
View Meter

Display Year(s): || Show All Years x|
Data and

Usage Demand | Demand Cost
- Start Date End Date KWh (thousand Watt- Total Cost($) Estimation  C'ooh nd nd Last Updi
Manage Bills o il b
g ] | 1172019 21/2019 532173 38,800.00 O 1293 13.304.00
fo r YO u r ] | 212019 3M/2019 518,833 37.500.00 1,264 12,970.00
O

3M2019 4172019 516,496 37.245.00

P r O p e rty [ | 4172019 5172019 500,123 35,629.00

x Delete Selected Entries
«}= Add Another Entry

&, Leamn how fo copy/paste
x Delete All Entries

1,255 12,912.00

o o o|g
OO O

1,214 12,503.00

Upload data in bulk for this meter:

u You can use the single-mefer spreadsheet to either: “Upload® the
file below, or copy and pasie the data from the spreadsheet into
the table above (instructions in this FACQ). Use this single-meter

spreadsheet template.
Uploaa

Save Bills Cancel

ENERGY STAR


Presenter Notes
Presentation Notes
After selecting “Enter Your Bills” or clicking on the relevant meter you can add billing periods or make any necessary edits. Make sure to click “Save Bills” once you are done making updates. 




Get Data Into Portfolio Manager
Choose the best data management method.

Manual entry Spreadsheet upload Web services

g ENERGY STAR

=< PortfoliolVlanager®
::::nwmm

e e s 1 MyPortfolio Sharing Reporting  Recognition

o e b i G

Upload and/or Update Multiple Properties

1f you have a lot of properties to create or a ot of bils o add. you may find 7t easier to uplaad them using a spreacsheet rather than entering each praerty
manually ar adding bills manually. Learn more below.

What do you want to upload? Add Properties
= Add new| ties to my account - To get started, fill in this sproadsheet and upioad it You can create new properties in Portfaio
o b ? e and ek Minage, oy g n ol soress e,
= Edit/Upload my existing properties - To do this, you will need to tell us which properties. which requires basic property information,
you want to update 5o we Gan create a custan template. Once you fillin this Gustom inghuding name, address, gross floor area,
template, you will upioad it in the box below. P'DTB");I'?S and Federal Information i
appiicabi

& add Properties Template

Upload Spreadsheets

When you are ready to upload your campleted template (ether standard or custor), antar i here.
Prosessing time could be affacted by fie Sze.

yoe of Uploa: Please seiect ype D}
Upload Template: * | Chaose File | No fie chosen u ]

Select ‘Browse" to locate the fie on your.
computer and then selet "Upload."

‘This is a powerful feature. Be careful!

o Multiple submissions could resut in duplicate data being
added to your portfolio, property or meter.

& Depending on infernet speeds, files larger than 2 MB may
not be able 1o be successfully uploaded 1o the server
before the session fimes out. Files near this size may take

process.
processing, you wil not ba able o upload any other
spreadshoats.

o Your spreadshest must be in Microsaft Excel format.
Plesse use the templates provided or generated using



Presenter Notes
Presentation Notes
There are three ways to enter data for your property or portfolio:

The most basic approach is to enter data manually (create/update one property or meter at a time).  This presentation walks through the steps of how to manually create a property record.  
Another way is to upload data using spreadsheet templates to enter one building or multiple buildings, use details about the building or buildings, and meters and consumption data for meters. 
The third way is to work with third-party providers that exchange data directly with Portfolio Manager via web services
 



Get Data In: Manually

PN ENERGY STAR®

| |
o ®
== Porttolio/\lanager
MyPortfolio ‘ Sharing Reporting  Recognition
Properties (14) ; Portfolio M
‘ Add a Pruperty) On August
S reflect curr
STAR scor

ENERGY STAR


Presenter Notes
Presentation Notes
To add a building manually, select “Add a Property” from the top left corner of the MyPortfolio page. Entering data manually is easier then ever because multiple prompts and tips will guide you in entering your property’s information correctly. 


Get Data In: Spreadsheet Upload

PN ENERGY STAR®
PortfolloManager

MyPortfolio Sharing Reporting  Recognition

Manage Portfolio

LB Transfer ownership of a property that
you manage to another Portfolio
Manager

Upload andfor update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
be done to create new properties, add
use details, create meters and add
eter consumption data.

&

Download your entire portfolio to Excel
or create a custom download.

@ Set a portfolio baseline and/or target
to help measure progress.

‘:l Add sample properties to your account.
Up to five sample properties with
pre-populated data will be added to
your portfolio for testing purposes.

Upload and/or Update Multiple Properties

If you have a lot of properiies 1o cre . you may find it easier to upload them using a spreadsheet rather than entering each property

manually or adding bills manually. Learn more below.

MyPartfolio Sharing Reporting  Recognition

Ills 1o a

What do you want to upload?

= Add new properties to my account - To get started, fill in this spreadsheet and upload it in
the box below.

= Edit/Upload my existing properties - To do this, you will need to tell us which properties
you want to update so we can create a custom template. Once you fill in this custom
template, you will upload it in the box below.

Upload Spreadsheets

When you are ready to upload your completed template (either standard or custom), enter it here.

Processing time could be affected by file size.

Type of Upload: - | Please select type v ‘

Upload Template: - Browse. | Upload |

Select "Browse" to locate the file on your
computer and then select "Upload."

'\ This is a powerful feature. Be careful!

- Multiple submissions could result in duplicate data being
added to your portfolio, property or meter.

a

Depending on internet speeds, files larger than 2 MB may
not be able o be successfully uploaded to the server before
the session times out. Files near this size may take several
hours to process. While your spreadsheet upload is
processing, you will not be able to upload any other
spreadsheets.

Your spreadsheet must be in Microsoft Excel format. Please
use the templates provided or generated using Portfolio
Manager to upload or update your properties.

a

Add Properties

You can create new properties in Portfolio
Manager, by filling in this spreadsheet,
which requires basic property information,
including name, address, gross floor area,
Property IDs, and Federal Information (if
applicable).

& Add Properties Template

Edit and Manage Information

Once your properties are in Portfolio
Manager, you can edit and update them
using a template customized based on what
you want to do For example, you may want
to upload energy bill data for multiple
properties or update use information.

Create an Upload Template



Presenter Notes
Presentation Notes
To use spreadsheet uploads, select “Upload and/or update multiple properties” from the Manage Portfolio menu on the bottom left of the MyPortfolio page.  Then, from the page Upload and/or Update Multiple Properties, select the type of upload you would like to perform.   Your options include adding properties, adding meters, adding meter consumption and updating property information.   Portfolio Manager will generate a spreadsheet based on your selection. Fill out the spreadsheet and save it to your computer. Then, return to the Upload and/or Update Multiple Properties page and upload the spreadsheet.  The data in your spreadsheet will be added to Portfolio Manager. 

The spreadsheet upload feature is powerful, so be careful: 

Multiple uploads could result in duplicate data being added to your property. 
Depending on internet speeds, files larger than 2 MG may not successfully upload to the server before the session times out. Files near this size may take several hours to process. While your spreadsheet upload is processing, you will not be able to upload any other spreadsheets.
Your spreadsheet must be in Microsoft Excel format. Please use the templates in Portfolio Manager as they are, don’t edit the format of the spreadsheets.

Portfolio Manager 301 demonstrates how to use spreadsheet uploads in more details, and for more information there is a very handy 5 minute instructional video here: at www.energystar.gov/buildings/training. 




Get Data In: ENERGY STAR Web Services

* Some energy service companies and

utilities exchange data with Portfolio
Manager to: PortfoliolVianager®

I I HH MyPortfolio Sharin. Reportin Recognition
« Manage building and utility data for tGled ==t |uoRi it

Sharing Notifications (8) view All

My Shared Properties

customers @ )
Share (or Edit Access to) = ' Main Warehouse - Sharing request sent to Kelly Koser
a Property
* Access the ENERGY STAR score and St Up e Servies

Data Exchange « %  Main Warehouse - Sharing request sent to Chris Weatherly

other performance metrics

* To use web services, “connect” anad
“share” your properties with your web
service provider from the Sharing tab

h EN ERGY STAR” Welcome Account | No1iﬁcation5® | ENERGY
STAR

CCCCC

CCCCC

ENERGY STAR


Presenter Notes
Presentation Notes
The 3rd option for entering data is to utilize the services of ENERGY STAR partners that are set up to exchange data directly with Portfolio Manager via web services.   This will be an energy service company or a utility.  Web services provide the advantage of avoiding manual entry.  The third party service provider or utility does that for you digitally. 

To utilize web services, it is necessary to connect and share with your provider, which you can do from the Sharing Tab by selecting “Set up Web Services/Data Exchange”.  We discuss how to connect and share in Portfolio Manager 201 and there is very handy 5-minute video available on this topic here: at www.energystar.gov/buildings/training

Your utility or third party provider will also have a set of instructions for enabling web services.  Check with your provider for more details. 

Finally, there is a list of third party providers and utilities who can exchange data located towards the bottom of this page: https://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/save-energy/expert-help/find-spp/web_services

To see a map and PDF list of utilities who can exchange data, visit. https://www.energystar.gov/buildings/utility_map 



Get Data In: ENERGY STAR Web Services

Welcome Account | Motification
COOKBOOKZ: Settings

| ENERGY
STAR
Motifications

@ ENERGY STAR”

== Porttolio/\lanager®

View ENERGY STAR Notifications

Search Motifications

2018
* Rocky Mountain Power, may be able to send energy data to your building records.
* Xcel Energy, may be able to send energy data to your building records.
* Commonwealth Edison, may be able to send energy data to your building records.
* Los Angeles Department of Water & Power, may be able to send energy data to your building records.

* Southern Califernia Edison, may be able to send energy data to your building records.

b

Salt River Project, may be able to send energy data to your building records.
* Pepco, may be able to send energy data to your building records.

* Baltimore Gas & Electric, may be able to send energy data to your building records.

04/26/2018

04/26/2018

04/26/2018

04/26/2018

04/26/2018

04/26/2018

04/26/2018

04/26/2018

Users will have an
ENERGY STAR
Notification when web
services are available
for a property

ENERGY STAR


Presenter Notes
Presentation Notes
Another way to connect with utilities who provide web services is to use the new ENERGY STAR Notifications feature. 

If an account includes buildings where utility data services are available (via web services or spreadsheets), an account level notification will be displayed as a new “ENERGY STAR Notification”. 






Get Data In: ENERGY STAR Web Services

4y n
B N ENERGY STAR Welcome Account | Mofifications D | ENERGY | Contacts | Help | Sign EX an d -th e
COOKBOOK2: Settings STAR out p

o PﬁrﬁUIiOManager® notification for more

information or to
connect with the

View ENERGY STAR Notifications

Search Motifications |

2018 utility; connecting is
¥ Rocky Mountain Power, may be able to send energy data to your building records. 04/26/2018 th e fl rSt Ste p fo r usin g
Your utility, Rocky Mountain Power, may be able to send energy data direcily to some of your building records, using Portfolic Manager web services. We b Se rV I CeS .

Rocky Mountain Power is listed as the utility for the following 9 properties within your Portfolio Manager account:
Administration Building
Office Case 1-BL

Evaluation Campus{v1)

S58e more

Ziick her™or additional information and to see if this option is right for you. If this what you would like to do, you can cg Rocky Mountain Power to
get the prgless started.

* Xcel Energy, may be able to send energy data to your building records. 04/26/2018
* Commonwealth Edison, may be able to send energy data to your building records. 04/26/2018

ENERGY STAR


Presenter Notes
Presentation Notes
Expand the ENERGY STAR Notification for more information about which buildings might be eligible to receive energy data directly from a utility. 

"Click here" opens the utility’s website where more information about the web services they provide can be found. 

“Connect" opens the ”Contacts & Organizations Search Results” page in Portfolio Manager with the utility's Portfolio Manager account displaying as the search result; connecting in Portfolio Manager with the utility is the first step to using web services. 
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3. How many ways are there to get data into Portfolio Manager?
a. One

b. Two

c. Three

d. Fouror more

ENERGY STAR



47

3. How many ways are there to get data into Portfolio Manager?

d.

b.
C.
d

One

Two

Three

Four or more

For property types not eligible for the ENERGY STAR score, there are a

variety of other metrics that you can use to track performance, including:

» Site and Source Energy Use Intensity
* Weather Normalized Energy Use

* Greenhouse Gas Emissions

* And dozens more!

ENERGY STAR
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 Navigate Portfolio Manager

 Add a property and enter its use details
 Enter energy, water, and waste & materials data
 Generate reports to assess progress

ENERGY STAR


Presenter Notes
Presentation Notes
This completes our second objective, adding a property and details. Next, we will learn about entering energy, water, and waste & materials data. 


Reporting Tab

MyPortfolio Sharing Reporting = Recognition Admin Processing
Charts & Graphs ENERGY STAR
Performance Documents W
Choose from pre-set
cha t & a h % Statement of Energy Performance (SEP)
r r
. g p m Statement of Energy Design Intent D own I o a d
options = performance
") Data Verification Checklist
| documents
% Progress & Goals Report
¥ ENERGY STAR Scorecard
Total GHG Emissions Intensity
What is the carbon footprint resulting from my properties’ energy use? 2 water Scorecard
My Custom Reports ENERGY STAR Reports
Create and
generate T TEm s status + Action ‘
te m p I ateS & r Energy Performance Last Modified: 1!28!2020%:52 Al | | wantto... hd |
reports r Waste Performance Last Modified: 1/28/2020 5:59 AM | Iwantto... v |
r Partner of the Year Report Last Modified: 1/27/2020 1:42 PM | I wantto... i |
|
r ENERGY STAR Certification Status Last Modified: 1/27/2020 10:10 AM | Iwantto... v |
r Emissions Performance Last Modified: 1/26/2020 12:01 PM | I wantto._.. i |
r Water Performance Last Modified: 1/24/2020 11:36 AM | Iwantto... v |

ENERGY STAR


Presenter Notes
Presentation Notes
Benchmarking can only drive action if you can clearly access and interpret the data you have entered into Portfolio Manager. The features on the Reporting tab will help you do this. From this tab you can download Performance Documents, generate charts and graphs and create pre-loaded and custom reports to export useful energy, water and waste and materials metrics to analyze building performance across a variety of measures. 

Today we’ll provide an overview of these items and we discuss them in more details during Portfolio Manager 301.




Performance
Documents

ENERGY STAR
Performance Documents

] Statement of Energy Performance (SEP)

uw, Statement of Energy Design Intent
8 (SEDI

. Data Verification Checklist

. Progress & Goals Report

“*!] ENERGY STAR Scorecard

%) Water Scorecard

ENERGY STAR


Presenter Notes
Presentation Notes
Performance Documents reflect details and performance about individual properties you have entered. There are six Performance Documents to choose from: 

 Statement of Energy Performance
 Statement of Energy Design Intent
 Data Verification Checklist
 Progress and Goals Report
 ENERGY STAR Scorecard
Water Scorecard

Click on the one you’d like to generate and follow the additional prompts to select which property to include in the report which downloads in .PDF format.

To save the Performance Document save the .PDF on your computer.  Generated Performance Documents are not saved in Portfolio Manager. 




Charts and Graphs

« Source EUI

« Site EUI

« ENERGY STAR score

« Weather normalized source EUI
« Weather normalized site EUI

« Total GHG emissions intensity
 Energy cost intensity

* Indoor water intensity

* Indoor water cost intensity

« Building emissions report

Scroll through to see
available Charts & Graphs.

\

MyPortfolio Sharing Reporting = Recognition

Charts & Graphs

ENERGY STAR score

What are the average ENERGY STAR scores of my properties?

ENERGY STAR


Presenter Notes
Presentation Notes
The charts & graphs feature is a pre-defined collection of metrics for at-a-glance results for your entire portfolio. Generate these charts by selecting the name of the chart or its icon.   There are nine to choose from: 

Source EUI - Based on the total amount of raw fuel required to operate my properties, how much energy are my properties consuming relative to their sizes?
Site EUI - Based on the energy consumption measured by my meters, how much energy are my properties consuming relative to their sizes?
ENERGY STAR Score - What are the average ENERGY STAR scores of my properties?
Weather normalized source EUI – source energy use intensity adjusted for weather
Weather normalized site EUI – site energy use intensity adjusted for weather
Total GHG emissions intensity – emissions intensity based on fuel mix
Energy cost intensity – cost per square foot based on user-entered cost data
Indoor water intensity – water consumption per square foot
Indoor water cost intensity – cost per square foot based on user-entered cost data
Building Emissions Report



MyPortfolio Sharing Reporting = Recognition

Source EUI Report

Source Energy Use Intensity (EUI) is a unit of measurement that describes a building's energy use relative to its size. "Source energy” is the total

amount of raw fuel that is required to operate the building. In addition to what the building consumes onsite, source energy includes losses that take
place during generation, transmission, and distribution of the energy, thereby enabling a complete More...

Metrics current as of 05/14/2019 04:33 PM EDT

Portfolio Average Source EUI Your Properties Compared to the

.5_2 k Change in Average Source EUI Download PNG image
Download JPEG image
Download PDF document

183.1 b Cument Average Source EUI Download SVG vectar image

ove an
1 882 b Baseline Average Source EUI
Properties Included: &
Source EUI by Group = Source EUI by Property Type =
Select Groups Select Types
200 300
g % 200
5 100 [
[ro] =
y @
@ § 100
@
o
o
& & . 5 =
T
ﬁ £ o
5 = S

Il Baseline Source EUl W Current Source EUI Il Baseline Source EUI [ Current Source EUI

AN

< Previous Report Next Report > e

National Median S0 ri ot <<

Charts and Graphs

Print or download
figures for use
externally

View the
next chart

Scroll to bottom
to view and
export raw data



Presenter Notes
Presentation Notes
Here’s an example of the “Source EUI” report.  It includes portfolio averages, comparison to the national median, and energy use intensity by group and property type.

You can select a specific group and specific property types to view.

Each chart and graph in the reports can be printed or exported in a variety of formats (PDF, JPEG, PNG, SVG) for easy integration into external reports and presentations. 

 At the bottom of this page, you can also view and export the raw data used to create each chart/graph.



MyPortfolio Sharing Reporting | Recognition Admin Processing

Charts & Graphs ENERGY STAR | C hartS and
Performance Documents Graphs

1. Statement of Energy Performance (SEP)

%, Statement of Energy Design Intent
&l (SEDI)

. Data Verification Checklist

1; Progress & Goals Report

%) ENERGY STAR Scorecard

1. Water Scorecard

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

Data Requests from Others My Reports and Templates ENERGY STAR Reports Create a New Template IR S C reate an d g ene rate

templates & reports
¢ Name 4 Status - Action /

— I . =

‘ Performance Highlights Last Modified: 6/16/2022 12:25 PM | | want to... V|

r ENERGY STAR Certification Status Last Modified: 6/16/2022 11:35 AM | lwant to... v |

i Building Emissions Calculator Import Last Modified: 6/16/2022 10:14 AM | | want to... V|

r Waste Performance Last Modified: 6/16/2022 10:11 AM | | want to... V|

ENERGY STAR


Presenter Notes
Presentation Notes
Towards the bottom of the Reporting tab, you will see a set of nine standard reports (listed on next slide). 

These reports contain key metrics and information that you can use to easily assess your portfolio’s performance and progress across a variety of parameters. 

To generate any of these reports, go to the “Action” drop-down menu and select “I want to… Generate New Report.” You will be asked to select the timeframe for this report, as well as the properties to include. 

Once you generate the report, you will be able to view it from the “Action” drop-down menu. You can also download the report in Excel and XML formats, update the report to include additional properties and/or new timeframes, and generate a new report.

 There is also a separate tab, “My Custom Reports,” where you can generate custom reports and data requests. In the third training, Portfolio Manager 301, we will discuss how to use the custom reporting feature to further tailor the specific reports that you can generate for your properties.



Standard Reports

Performance Highlights

Energy Performance

Emissions Performance

Water Performance

Fuel Performance

» Waste Performance
« ENERGY STAR Certification Status
* Partner of the Year Report

» Sustainable Buildings Checklist Report

ENERGY STAR


Presenter Notes
Presentation Notes
Here is a list of the 9 standard reports that are pre-loaded with popular combinations of metrics.  

EPA has also developed a PDF document that summarizes each of these reports, as well as the list of metrics delivered for each report, available here: https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-standard-reports
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4. True or False: Portfolio Manager users must define a custom template if they want to
use the Reporting functionality.

A. True
B. False

ENERGY STAR



4. True or False: Portfolio Manager users must define a custom template if they want to
use the Reporting functionality.

A. True
B. False

Portfolio Manager offers a variety of standard, pre-
defined Reporting features, such as ENERGY STAR
Performance Documents, charts and graphs, and
standard progress report templates on energy and
greenhouse gas usage.

56

ENERGY STAR
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Recap

We learned how to:

 Navigate Portfolio Manager

* Add a property and enter its use details

 Enter energy, water, and waste & materials data

 Analyze progress using performance documents, charts and graphs, and reports

ENERGY STAR


Presenter Notes
Presentation Notes
In conclusion, these are the topics we discussed today. 

We hope that you will attend the follow-on training session, “Portfolio Manager 201.” In that session, you will take a deeper dive into more advanced Portfolio Manager functionalities such as: 

 editing existing property data
 correcting and updating historical information
 using the Data Quality Checker
 sharing property data


Extra Help

O

O

O

Visit www.energystar.qov/buildingshelp

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

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

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

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/\When-are-the-Ask-The-Expert-webinars-1600088554 111

Register for regular webinars at: http://esbuildings.webex.com

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

resources?f0=im field select primary cateqory:1522

ENERGY STAR



Presenter Notes
Presentation Notes
Please be aware of these additional resources, which will help you as you get started in Portfolio Manager.

http://www.energystar.gov/buildingshelp
http://www.energystar.gov/buildings/training
https://energystar-mesa.force.com/PortfolioManager/s/article/When-are-the-Ask-The-Expert-webinars-1600088554111
http://esbuildings.webex.com
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

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.energystar.gov/BuildingsHelp

ENERGY STAR


http://www.energystar.gov/BuildingsHelp
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