1. Go to Energy Star Portfolio Manager
www.energystar.gov/portfoliomanager to log in or
create an account. Create a username and password.
You will need your name, job title, email (we
recommend a shared email so multiple people can
enter information), phone number, country, language,
business address (it can be benchmarked property, but
does not have to be), organization name, and primary
business use. Click Create My Account.
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ENERGY STAR Portfolio Manager — the Industry

You have created a Portfolio Manager Account.
Continue on to learn how to add a property and energy meters.

2. From the MyPortfolio tab, Click Add a Property.

3. Use dropdown menus to select property type, number
of buildings on the property (it should be “1” unless
you are reporting them as a campus. Please refer to
the ‘Campus Guidance’ link), and whether the building
is completed or still in the design phase. Click the Get
Started! button.
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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 larg
bulldings. Since there are so many choices, Portfolio Manager can walk you through getting your property up and running.
start monitoring your energy usage and pursue recognition!

Your Property Type
ACME perty Ty
LIVES el get imto The details later. For now, overall, what main purpose does your property serve?

[ Select a property type ~

Your Property's Buildings
ﬁ How many phySiear butdings do you consider part of your property?

O None: My property is part of a building (e.g.. a Tenant Space)
O 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 your propery arEagy B
yet been completed?

57 are you entering this property as a construction project that has not

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

O Design Project: My property is in the design phase (p fon): 1 will be
using Portfolio 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



http://www.energystar.gov/portfoliomanager

4. Enter property information using the text boxes, dropdown

menus, and check boxes. Click Continue. e — v
;
NOTE: If you do not have your St. Louis Building ID, leave the _—
"Standard IDs" section blank. The City will generate an ID# for —
buildings that haven’t previously reported. (See instructions =] '
following Step 37.) e s

You can also add a photo in this step.

5. Continue adding information about your property. 7L
(Property Use Details will vary by property type. W —
Hover over the Use Detail to see a definition.) The
'‘Current As Of' date should be when the building first
had this configuration. (It's usually the year it was

business actvities. This Includes administrative and professional offices.

9 offces, conference rooms and audtoriums, break fooms, festrooms, kitchens.
s,

include this square footage and energy in the Office Property

Property Use Detail Value CurentAsOf | (SPOr Lt

built unless it's been expanded.) —— E=l]
. #r Weekly Operating Hours | Use a default Em]

If needed, add more Use Types with the ‘Add Another | s — L oo
Type of Use' dropdown, r Number of Computers 1 O useadetaut Wm
etcent That Can Be Heated ¥] [ Usea defaut [rmgar 68

#r Perce Be Cooled 2 Use 3 defaut [iririsar ] i)

culste the 1-100 ENERGY STAR Score.

6. Click Add Property. You will be taken to the property’s .
Summary tab (circled). NOTE: If your property has Myporteli
multiple use types, go to the Details tab (next to
Summary), find the ‘Add Another Type of Use’ Test college
dropdown menu, select a Property Use Type, and click ! Test St St Louis, MOBIMO - Map b
Portfolio Manager Property 1D: 24254584
Add. Enter Use Details as above and click Save Use. Year Bui: 1900
7 Edit
7. To add more properties, click on the MyPortfolio tab
and repeat StepS 2 - 6. Details Energy Water Waste &
Refresh to see Source EUI Trend

You have added a property.
Continue on to learn how to add energy and water meters.




8. Click on your property from the MyPortfolio
tab, then select the Energy tab.

NOTE: Multi-tenant buildings should
request aggregate (whole building) data
from utilities. Click here for details.

9. Click Add A Meter (circled above).

Test college E gzt;;g:né\%gible for

1 Test St, St Louis, MO 63110 Map It Certification
Portfolic Manager Property D 24254984
Year Built: 1900

B

Summary Details Energy Water Waste & Materials Goals Design

Meter Summary Meters - Used to Compute Metrics (0)

0 Energy Meters Total
In order to receive metrics for your
property, you must provide meters. You

. View as a Diagram

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

N/A

Current:

Baseline:

N/A

Add A Meter

10. Select the type of energy. Then select the number of meters and click Get Started!

Sources of Your Property's Energy

What ki energy do you want to track? Please select all that apg

W

] Electric

Sources of Your Property's Energy

] MNatural Gas

] Fuel Qil (No. 2)
] Diesel
] District Steam

[ District Hot Water

T~

> Electric
purchaszed from the grid

How Many Meters?
[] generated from onsite solar panels

[C] generated from onsite wind turbines

Matural Gas

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

<=

How Many Meters?

11. Set up meter details.

e Meter Name — if you have multiple meters of one energy type, you can rename them to
reduce confusion (ex. ‘electric — office’ and ‘electric — shop’).

e Units — select from the dropdown menu. Common units: kWh (electricity), ccf (natural
gas), and kLbs (steam). NOTE: If the menu isn’t visible, click in the blank space.

e Date Meter became Active — enter the start day of the earliest service period — which
must be on or before January 1 of the year you’re reporting.

e If meter is for bulk fuel (ex. propane), check the ‘Enter as Delivery?’ box.

e Repeat the process for each meter, then click Create Meters, which will take you to Your
Meter Entries page.

Other
Type

Date Meter
became Inactive

Date Meter In
became Active Use?

Add first bill date here

. Enter as
] Meter Name Type Units Delivery?

[ | [Electric Grid Me] | Electric - Grid v

Change meter type here

Change meter name here

Add units of measurement here

=M

A |

Create Meters [t
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12. If you only see a bar with the meter name, click the blue arrow (circled below) to expand it.
(You will use the information from one bill to create one line in the meter.)
e Start Date — enter the service period start day on the first bill that you are reporting. (If

there’s no box, click on Click to add an entry.)

e End Date — enter the service end date. Energy entries SHOULD NOT exceed 65 days.

e Usage — enter the usage noted on the bill.
e (Cost—this is not required, but you can input it if you want to track it.
e Estimation — check this if you do not have the exact data.

e +Add Another Entry (green arrow) — click to add additional months until you’ve input all

data for this meter.

e Repeat for other new meters, then click Continue (or Save Bills) at the bottom of the page.

1 Energy Meter(s) for Test college

W Electric Grid Meter
Usage

Start Date End Date kWh (thousand Total Cost (S) Estimation
Watt-hours)

Green

Power Demand (kW)

Demand Cost ($)

0O | = [ | | || O O | |

Dealete Selected Entries
Add Another Entry

3 Learn how to copy/paste

13. You will be taken to the Select Meters to Include Select Meters fo Include in Metrics
in Metrics page.

Summary Energy Meters

[ Neme
~ MeterID

Check the box(es) next to the meter(s) to be
included in reports.

Do the meters make up the property’s entire — |
energy usage, or not?

Click Apply Selections.

Tell us which meters to include when calculating the metrics for Test college

Electric Grid Meter
149448372

s0 that we can provide you with the mast

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

Type

Electric - Grid

accurate metrics possible

Apply Selections

14. Add water meters in the Water tab. The process is
the same as for adding energy meters. The most
common type is Municipally Supplied Potable Water,

with Units in ‘ccf’. m

NOTE: Water entries CAN exceed 65 days.

TUMeRT T

Baseline: N/A

You have added your energy and water meters.

Continue on to learn how to check your data for errors and gaps.




15. After you input all energy and water data for your properties, run the Data Checker to see if

there are gaps, overlaps, or other issues.

16. Choose a property from the MyPortfolio
tab. (Data Checker can only be run on one
property at a time.)

17. Scroll down to the Data Quality Checker
section (in the right column). Click Check for
Possible Errors.

18. In the Year Ending dropdown menus, select
Dec 31 and the year you are reporting, then
click Run Checker.

19. Alerts with o mean that the data will not be in
compliance and must be fixed before sending the ———— [Flom

report.

The alert will contain details of what needs to be fixed

’U‘ ENERGY SU\H; Welcome rbarnacle: Account | Netifications | ENERGY @ | Contacts | Help | Sign
_— ® Seftings STA out
— 0 0 |0 a nag e r ’ Notfications
MyPortfolio Sharing Reporting Recognition
Properties (1) Dashboard
Add a Property
Please refresh to see your current metrics.
[ View All Properiies (1) | [Energy Highlights ~] Refresh Metrics
Refresh to see Source EUl Trend
Adg/Edil/Delete Groups AdUEdiVDelete Views
# Change Wetric Name  —wEnergy Curent | ENERGY STAR ,  Site EUI . SourceEUI
e Score (KBLU/E) (KBUWIT)
Test
college
24254984
Page 10f 1 View 1-10f1
2012 20w 2016 2018 20 2022
Summary Details Energy Water Waste & Materials Goal Desig

# Change Metrics

Refresh to see Source EUI Trend
Change Time Periods

# Change Metric
Metrics Summary

Not Availble (Energy Not Available Change
Metric e g | 55
ENERGY STAR Score (1- .
s Notavai Nt aviapie A
Source EUI (kBur) s Nt Avsiable ™
[Sp— .\ anie A
o2 2014 08 2ot 20 20 - N e s
.\ avie A
NotAvaianie Notavsiapie A
Nt Avaiapie Nt aviapie A

Diveniaz) (Tens)

Data Quality Checker

Run a check for any 12-month time period to see if there are any possible erors

Tound with your data.
Check for Possible Erors

Data Quality Checker for Test college

The Data Quality Checker will help you find potential errors and unusual data within a given year. Select your
links to view or correct your data as needed.

Select Timeframe & Run Checker

We check data for a full year (12 months) of meter consumption and Property Use Details (called a
Metric Year). Select a Year Ending Date and click "run checker” to see possible data issues.

“[Dec31  ~] [E021v Run Checker

‘Year Ending:

> o There is not 12 full months of meter data.

is not 12 full months of meter dat |

Problem: The following meters do not have 12 full calendar months of meter entries for
the year selected (01/01/2021 - 12/31/2021).

o Electric Grid Meter #1 (missing bills for 01/01/2021 - 01/01/2022)
4,5 o Electric Grid Meter #2 (missing bills for 01/01/2021 - 01/01/2022)

and a link to the affected meter.

What to do:

o Ifyou think this is a mistake, click the links above to review the entries for each
meter and make corrections if necessary.

Property has ne waste or material meters.




20. & alerts for “Property has no water meter” mean -
. . . + /. Property has no waste or material meters.
that will not be in compliance. Water meter and data P e ——]

m U St be a d d ed bEfO re Se n d i ng t h e re pO rt . There are no water meters entered for this property. In order to frack water use and

receive metrics, you must create a water meter.
What to do:
¢ Create a meter and follow the steps to enter your water bills. Make sure you
select the meter(s) that should be included in your performance metrics.

Cancel

21. Other & alerts are informational only and will not /), Property has no waste or material meers.

affect compliance (though they suggest that the
information Should be Verified)_ g;gﬂidmég;‘iﬁgg;e[:Izj%oir;%,lzt%r.sappears unusual for the Gross Floer Area for the year
Courthouse (1 use)
« Typical value: 3.92 computers per 1,000 sq ft
. . . o Yourvalue: 0.3 computers per 1,000 sq ft
22. Fix any issues and rerun the Data Checker until only oo e
informational alerts that do not need correction are left. 2 Wantons < anera conady o4 con oo ot
Cancel

(For example, if you know the number of computers is
correct, you could ignore the alert in the screenshot.)

23. Repeat the process for each property being reported.

NOTE: Running Data Checker doesn’t ensure a perfect report, but will verify that information

needed to calculate the required metric is included.

You have now run the Data Quality Checker.
Continue on to learn how to share this data with the city of St. Louis

24. Now that you’ve entered and checked your data, you must submit it to the Office of Building
Performance. Go to StLBenchmarking.com and click Report Data (circled below).

Home About BEPS HowtoComply FAQs Utility Incentives Resources Results Contact

?PORHN G D EAD LI N E As of Th sda Ja;ua 1»2 20;3 there are n

events scheduled, but please check back

May 1, 2023

Learn the ins and outs of BEPS in
our Handbook.

BEPS Handbook

Report Data Book a Consultation

Find your Building ID f .



https://www.stlbenchmarking.com/

25. You will be sent to the ENERGY STAR Portfolio
Manager Respond to Data Request page. Scroll
down to Your Response and click Select
Properties.

Your Response

Select Infermation to Include:
Timeframe: * Single Yea o

peframe for the request, you will not b able to change it

The data requestor may have asked for ggs®More slandard IDs to be included with the property

W Bred the requesied standard IDs for each property before sending
your respanse:

26. A pop up will appear listing your properties.
Check the box to the left of each property you
want to report. (You can send all properties by
checking the box in the top row, to the left of
Name.) Scroll down and click Apply Selection.
The pop up will close, returning you to the
previous page.

27. Click the blue Generate Response Preview
button at the bottom of the page. You will be
sent to the Reporting tab.

28. On the Reporting tab, you will see the large green
message bar.

Click the “Data Requests from Others” tab. The Status

column will say “Generating Response Preview”.

NOTE: if “Generating Response Preview” doesn’t change

after a minute or so, refresh the page.

29. When the process is done, a smaller bar will appear

below the three tabs. If you’ve cleared all issues by
using the Data Checker, the bar will be green and
you can proceed to Step 32. If it’s yellow or red,

there are issues that need to be addressed. To go to

a page with more details, click either of these links.

from Katarina Michalova (Department of Public Safety - Building Division- Office of Building Performance)
o
Select Properties
R —
O Name ~ PropertyType ¢ StatelProvinces Filter Properties (1)
Filter by Property Type
Test coliege: ColegeiUniversty | MO O cotese .
Filter by Construction Status
O Test (1)
Filter by State/Province
Page 1o 1 00
Selected Properties:1 (View Selection
e
‘About Your Response | WP omeone tise
Reporting
A preview for your response to the data request “Data Request: City of St Louis 2021 Year Benchmarking Dats Request™ on
—> behalf of Kat M, (City of St be

ENERGY STAR

Performance Documents

Craste 3 New Temptate

=1 Proaress & Goals Report
=% ENERGY STAR Scorecard

1) Water Scorecard

My Reports and Templates ENERGY STAR Reports i i

nse preview(s) has been generated, however basic metrics could not be calculated for one or more
t. Read more

P + Status ~ Action
—

Response Preview Generated:
12023 2.8 AL
Errors found




30. The link goes to the Data Request Response Has
[Errors] page, with details on which meters are
affected and what issues need fixing.

In this case, the four meters don’t have 12 full months

Data Request Response Has Missing Metrics (N/A's)

of data.
The missing dates are listed for each meter. —

Common errors:

Missing data — data must cover the entire calendar year (January 1 — December 31)
Missing meter — no meter set up for gas, electric, water, steam etc.

Meter not included in metrics — the box shown in Step

12 wasn’t checked.

No waste or material meters. The City does not require you to report this information.

NOTE: While you can send your report without correcting issues (by scrolling down to ‘I Want
to Submit Anyway’ and clicking Send Response), the report may be rejected until the errors

are fixed and the report is resubmitted.

B | Want to Submit Anyway

If you have verified that any issues listed in the table above are not the result of a mistake, you can continue submitting your response. Note that an
incomplete request could be considered invalid or non-compliant by the requester so it is strongly encouraged that you fix any issue before proceeding

Send Response

(You will confirm your response
on the next screen)

31. Fix any alerts that need correction, then go to the
Reporting tab. Make sure you’re on the “Data — |
Requests from Others” tab, and find your report.
In the Action column, click on “l Want to...” and
select “Generate an Updated Response”. The
system will check the report(s) again and you'll

by Data Requests from Others

My Reports and Templates

¢ Name s Status

Data Requast: City of St. Louis 2021 Yaar
Benchmarking Data R
Katarina Michalova)

Response Preview Generated:
equest (Request from 13112023 2:48 PM
Errors found

ity of St. Louis 2021 Year
Data Request (Request from

Closed:
Katarina Michalova) 211812022 1215 PM

Closed:

Denver Benchmarking Data Request (Request from :
Energize Denver) 5/00/2018 4:16 PM

Philadelphia Custom Reporting Template 2016 T
3/16/2018 258 PM

ENERGY STAR Reports

Create a New Template

| want to.
Edit Properties and Timeframe

see the message bars from Steps 26 and 27 again.

32. Once you get the green bar and “No errors

found” in the Status column, click “I want tom*

the Action column, and select Send Response.
You will be sent to the Finalize and Send Data

page.

City of St. Lous 20: Response Preview Gen
g Data Request (Request f 21012023 4:30 PM
ova) N

St. Louis 2021 Year
Closed:

Request (Request from 51189092 12-15 PM

Denver Benchmarking Data Request (Request from | Closed:

Energize Denver) 5/09/2018 4:16 PM

piladeinhia Clistom Bennrting Temniata 2016

(Request from City of Philadelphia Office of Tvant fo ~
Sustainability)
Data Requests from Others. My Reports and Templates ENERGY STAR Reports Create a New Tempiate
Mnew response preview(s) has been generated.
¢ Status ~ | Acti




33. Step 1 — Extra confirmation emails (optional).

e Choose an email address of anyone in your
contacts in the top box, or...
e Type an email address in the second box.

NOTE: The Portfolio Manager account holder
will automatically get a confirmation email
(which contains a copy of the data).

34. Step 2 — Leave Excel checked.

35. Step 3 — E-Sign (has four parts).
e Check the box certifying you are releasing

Finalize and Send Data Request from Katarina Michalova (Depart
Building Division- Office of Building Performance)

owho (besides you) should we send a confirmation email to?

Select centacts fom your contacts book:

Ameren Services Benchmarking F
Elevanse Health Inc. (Wellpainti)
Energy Resources Group ERG (£
Ethan Young (siryoung)

Katarina Michalova (Benchmark-§
Katarina Michalova (kmichalova)
Katarina Michalova (Ne Account)
Fze Schnabel (MaxusFroperties2

Tem Miller (Thomas J Miller) -

To select muliiple contats, hald dewn your Contral (CTRL) key and click on each selection.

Optienal- Additional Email Addresses:

I

Sieparste multiple emails by 2 comma or semicolon
ow‘hat format would you like your data in for the email attachment?
® Excel

0 XML

© =-sion your Data Respanse, then "Send Data”

your data to the City of St. Louis:
e Enter username.
e Enter password.
e Click “E-Sign Response” button.

36. Step 4 — Send Data.
e C(lick “Send Data” button.
e Inthe box that pops up, click “Continue”.

37. You'll be returned to the Reporting tab and see

> | hereby certify that | am releasing dats about my proparties. or on behalf of someone else, to Katarina
Michalova with Department of Public Safety - Building Division- Offics of Building Performance

E—
(—

Your username:

Your password:

@ scno pata

By clicking Send Data, you will release data to Katarina Michalova {Depariment of Public Safaty -
Building Division- Office of Building Performance). You will recsive a confirmation email with a receipt
and a copy of the data attached.

o

v

the green message bar.

The account holder will receive a confirmation
email from Portfolio Manager shortly.

Reporting

ENERGY STAR
Performance Documents

Your response to the data request from Katarina Michalova has been successfully sent. You will receive a confirmation email with a receipt and a copy of the
data attached shortly.
Charts & Graphs

P

2] Statement of Energy Perf

nce (SEP

You have now submitted your report(s).
Continue on to learn how to add the St. Louis Building ID to a new property

Add the St. Louis Building ID in Portfolio Manager after reporting a building for the first time

1) Once your report is received, our office will assign a St. Louis Building ID (or notify you of an

existing ID if the property has previously reported).

e The format is P-xxxxxx. (Please include the hyphen.)

e They are also called “P-numbers”.

e Each building has its own ID, so if you report 6 buildings you will get 6 Building IDs.
e We will email you from benchmarking@stlouis-mo.gov



mailto:benchmarking@stlouis-mo.gov

2) Click on a property. This will take you to the

Summary tab.

3) Select the Details tab (red arrow).

4) In the Unique Identifiers (IDs) box, click the Edit

button (circled).

5) Scroll down to Standards IDs (it’s the

bottom box).

6) Click dropdown menu and choose St.

Louis Building ID (red arrow)

7) Enter your P# in the text box. (Be sure

to include the hyphen.)

8) Click Save.

P ENERGY STAR

== Portfolio/Vlanager®

MyPortfolio | Sharing Reporting  Recognition

Properties (1) Dashboard

Add a Property

Please refrech

Welcome rbarnacle: Account | Notifications | ENERGY @ | Contacts | Help | Sign
ings s out

Notfications

[Searcn by ID or Name

10 see your current metrics.

[ View Al Properties (1)

| [Energy Highiignts ~]

Refresh to see Source EUl Trend

Groups Viens

/ Change Metric

nergy Current | ENERGY STAR Site EUI Source EUL
Name + 0> . ¢ wpwm  * gbume .
Test
college
24254984

Fage 1011 100 v View 1-10f 1

iz 2014 2018 2018 2020 z022

Test college

1Test St., St. Lowis, MO 63110 | Map|t
Portiolio Manager Property ID: 24254984

Not currently eigible for
TAR

RERG ‘Weather Normal|
srr— Source EUI (kBt
Cerfication

Y 5

100% @

Unique |dentifiers (IDs)

Portfolio Manager ID:
24254984

Custom IDs: None
standard IDs: None

I ou can sefect from Portiolio Manager's
Standard IDs to grovide information fo
othars in data raquests. Or yeu zan sreate
up o threz Custem IDs so that you ean
eross raferance your property in ather
systems.

Current:
uilt: 1900
it —
Baseline:
Summary Details Energy Water Waste & Materials Goals Design
Basic Information Property Uses and Use Details
Construction Status: . View as Diagram [ Add Another Type of Use
Test property that is one single building
Gross Floor
Property GFA - Self-Reported: Name Property Use Type Action
50,000 Sq. Ft.
TSR ) Building Use College/University 50,000 i Twant fo

Property GFA (Buildings): 50,000 (used 1o calculate Ef
Property GFA (Parking): 0

[0 28 mubiple Usss and bLidings to s propanty, you san uss this Soreacel
19 upload your information

Property Type
Property Type - Sef-Selecter
CollegetUniversity # Edit

Property GFA by Use =

Property Type -Fortfolio Man
Calculated:
College/University

) The Pertisis Mansgar-Cateuis|
Property Type i used for your
(excet for Mixed Use proparti

v
College/Universi__: h
100% more about property types.

Standard IDs

Standard I0= are typically used in da@ collection, including by most state and local governments with
benchmariing laws. If your property is covened by a benchmarking lswi, you probably need to fill this in. See this
FAL if you need help finding your Standard 10

Standard I1DYs):

| |D:.”|..m:|

—

TS OO T DS TSR T

Portland, OR Building ID

Reno Building ID

gy Saint Paul Parcel ID -Archived
Salt Lake City Building ID

Sta San Diege Building ID

ben San Francisco Building 1D

in_{ San Jose Building ID

Not in Use - Portland, ME Building ID (use UBID)

REALPac Energy Benchmarking Program Building Mame

Seattle Building Energy Benchmarking Reporting 1D

Stal pot in Use - South Portland, ME Energy Re;
‘ St Louis Building ID
St. Louis Building ID

as

and local governments with The list
u probably need to fill this IDs are|
benchm
gach §

porting 1D (use UBID)

Add Anofher

@ Cancel

9) Repeat Steps 2-8 for each new Building ID#.

10



