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1. Welcome to the EPP Portal 

Welcome to the EPP portal. Within this release of the portal, you will be able to do the 
following: 

 Create an account 
 If you are a super-administrator for a company: 

o Create the company account 
o Have access to all the permissions 
o Transfer super-administrator access to someone else 
o Invite or approve the second user for the company 

 If you are a user with the applicable permissions: 
o Invite other people to join your company 
o Approve other people to join your company 
o Grant people different permissions 
o Manage the Participant Agreement process 
o Create, edit and delete facilities including completing data entry 
o Check the data sufficiency of your electricity and independent variable 

data for your facility 
o Run automated baseline energy modelling for your facility 
o Submit your facility for baseline model review 
o Run automated energy savings and incentive calculations anytime 

during the pay-for-performance periods 

The full list of permissions can be found in Section 6 – User Management 
and Permissions. 

Within subsequent releases, you will have access to more features such as access to 
data analytics and visualizations, benchmarking, new Participant Agreement 
management features and additional energy modelling approaches. 

2. Account Sign-Up and Creation 

There are two different types of accounts that you can sign up for: 

1) Super Administrator 
2) Individual User 

2.1 Super Administrator: 

If you will be responsible for creating the company account, please select 
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Super Administrator. Please note that only one account can be a Super 
Administrator for a company. Additionally, that user cannot be associated 
with (have permissions to access) another company. 

Tip: Super Administrators have access to all permissions within a 
company. 

Tip: A Super Administrator can transfer their Super Administrator 
access to another user. 

Super Administrators are responsible for inviting or approving the second user 
to a company. After that, they can enable other users to invite or approve 
subsequent users and provide them with the access to manage those users’ 
permissions. 

If you wish to sign up as a Super Administrator, please do the following: 

 Press the “Login/Sign up” Button on the top right 

 Press the “Sign Up” text on the top right or at the bottom 
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 Select the “Super Administrator” tab 

 Enter your email and select “Send Verification code”. A code will be sent 
to your email inbox in 5 to 30 seconds 

 Enter the code provided in the “Verification Code” text box, and select 
“Verify code” 

 Enter your desired password and personal details, and select “Next” 

The password needs to be at least 8 characters long, including at least 1 
lowercase, 1 uppercase, 1 digit and 1 symbol 
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 Complete the process by filling in details about your company, and agree 
to the terms and conditions 

 For security reasons, confirm your email once more, and click “continue” 
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 Congratulations! Your registration has been completed for the Energy 
Performance Program Portal. You should be able to see the pop window 
below and you will also receive an email confirming your registration. 

2.2 Individual Users: 

If you will not be responsible for creating the company account and do not 
need access to all permissions within a company, then please sign up as an 
individual user. 

Tip: Individual users will have to be invited to companies or be 
approved after requesting to join them. 
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Tip: Individual users can be assigned different roles in different 
companies. 

Tip: Individual users can have all, some or no permissions granted to 
them, including the permission to invite or approve other users and 
the permission to manage user permissions for other users. 

If you wish to sign up as an Individual User, please do the following: 

 Press the “Login/Sign up” Button on the top right 

 Press the “Sign Up” text on the top right or at the bottom 

 Select the “Individual” tab (should be selected by default) 
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 Enter your email and select “Send Verification code”. A code will be sent 
to your email inbox in 5 to 30 seconds 

 Enter the code provided in the “Verification Code” text box, and select 
“Verify code” 

 Set your password, enter your personal information, and confirm that you 
consent to the terms and conditions The password needs to be at least 8 
characters long, including at least 1 lowercase, 1 uppercase,1 digit and 1 
symbol 
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 For security reasons, confirm your email once more, and click “continue” 

 Congratulations! Your registration has been completed for the Energy 
Performance Program Portal. You should be able to see the pop window 
below and you will also receive an email confirming your registration. 
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If you are not sure of what user account to sign up for or have any other 
questions, please contact EPP Support at info@energyperformanceprogram.ca 
or 1-888-852-2440 (Monday to Friday 9am - 5pm EST). 

3. Account Log In 

When you signed up successfully, you will be able to log in anytime you want. 

 Press the “Login/Sign up” Button on the top right 

 Input the Email Address and Password and click “Log in” 
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 You may be asked to verify your account – click “Send verification code” 
and input the code you received in your email. And the click “Verify code” 

 With successful verification, you will see the notification below. Click 
“Continue” to go to the dashboard 

4. Role Selection for Individual Users 

Within the portal, there are four different roles within an Individual User 
account type that can be selected within a company for the EPP program: 

- Sub-Administrator 

- Employee 

- Consultant 

- Account Manager/Customer Support – This is a role for Energy 
Performance Program Team Members to support with data entry and 
navigating the portal 
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Tip: Individual users can have multiple roles approved for them. For 
example, an individual user can be an Employee of one company and 
a consultant for another company. 

Roles are useful to define if you plan to set default permissions for groups. For 
example, if you do not wish to individually manage permissions for 10 different 
users, you can define a set of permissions for a role. Any users that have been 
assigned that role will then all have those permissions. The intentions behind 
the roles are included in the table below: 

4.1 Role Types and Intentions 

Role Intention 

Sub-
Administrator 

This role type is intended for users who will assist with 
the management of the company account including 
the following: 

- Inviting and/or approving other users 

- Managing user permissions 

- Being able to view, create, edit, delete 
and submit facilities for baseline 
modelling 

- Being able to see all reports and 
visualizations 

- Being able to manage the Participant 
Agreement process (if granted 
permission to be a Binding Authority) 

Employee This role type is intended for users who are 
employees of the company. They may only be 
required to: 

- Being able to create facilities if given 
access 

- Being able to view, edit, delete and 
submit facilities for baseline modelling 
where access has been granted to 

- Being able to see reports and 
visualizations where permission has 
been granted 
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- Being able to manage the Participant 
Agreement process (if granted 
permission to be a Binding Authority) 

Consultant This role type is intended for users who are 
consultants for the company. They may only be 
required to: 

- Being able to create facilities if given 
access 

- Being able to view, edit, delete and 
submit facilities for baseline modelling 
where access has been granted to 

- Being able to see reports and 
visualizations where permission has 
been granted 

Account This role type was created to support situations where 
Manager a company does not have individuals to create 

facilities and submit them for baseline modelling. As 
required, members of the Energy Performance 
Program Team can be assigned that role in the 
company and support the facility creation, data entry 
and submission process. 

Tip: Please note that permissions can be granted for any role. A 
consultant can be given permission to be a Binding Authority and 
sign the Participant Agreement if needed. 

If you are not sure of your role selection or have any other questions, please 
contact EPP Support at info@energyperformanceprogram.ca or 1-888-852-
2440 (Monday to Friday 9am - 5pm EST). 

4.2 Requesting to Join Company and Selecting Role 

To request to join a company and select a role, please do the following: 

 Press the blue “Request to join company” in the top right corner 
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 Type in the Company Name. Only exact matches will allow you to 
continue with the process 

 Select your desired role from the dropdown, press Submit, and you will 
get the pop-up window below 

Tip: The roles and permissions can be changed by the Super-Admin 
when the invitation is accepted, and it can be also changed in the 
future. 
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5. Changing Company View 

If you are part of multiple companies, you can change the company view by 
doing the following: 

 Click the Company dropdown in the header, and select the company you 
want to use 

Tip: The look of dashboard and available functions may be varied 
when switching companies, this is because the user may have 
different roles and permissions given by the Super-Admin of that 
company 

6. User Management and Permissions 

6.1 General User Account Management 

If you are the Super-Admin or you have been given permission, you can 
manage user accounts for the company via the “User Management” tab as 
shown below. 
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6.2 Inviting Users to Company 

To invite a user and select a role for them, please do the following: 

 Press the “User Management” tab, and select “Invite User” 

 Enter the email of the individual you would like to invite, and select the 
role you wish for them to have, you will also choose to grant different 
permissions from the list 
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Tip: The screen below will be popped up if you grant permission to 
the user for “Binding the company to sign and view the Participant 
Agreement” 

6.3 Approving Users to Join Company 

To approve a user who has requested to join the company and grant a role for 
them, please do the following: 

 Head to the “User Management” tab, and select accept or reject on the 
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request you wish to approve or deny 

 After clicking accept, the permissions management can be updated 

6.4 Deleting/Removing Users from Company 

To delete or remove a user in the company list, please do the following: 

 Head to the “User Management” tab, and press “delete” on the user you 
wish to remove 
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 Select “Delete User” to confirm the removal of the user 

6.5 List of Permissions 

Permission Type of Access 

Inviting and adding other users to the The ability to invite other users to the 
company account company account and select their role. 

The ability to review join requests 
from other users and approve them 
joining the company with the role they 
have selected. 
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Grant/revoke access to and from other 
users in the company account 

The ability to manage permissions for 
other users associated with the 
company. 

Updating the company account profile 
information and super administrator 
password 

The ability to change the company 
details and update the super 
administrator password. 

Binding the company to sign and view 
the Participant Agreement 

The ability to view and download the 
Participant Agreement. 

The ability to electronically sign the 
Participant Agreement. 

The ability to upload a manually 
signed Participant Agreement. 

The ability to view and download the 
signed Participant Agreement. 

Creating a facility <having access to 
the add facility button> 

The ability to create a facility for the 
company. 

Completing facility data entry <being 
able to complete the Details, Energy + 
Water, other facility data input tabs> 

The ability to view, edit a created 
facility 

The ability to submit a facility for 
baseline modelling. 

Delete Facility The ability to delete a created facility 

7. Participant Agreement Management 

7.1 Viewing and Downloading Participant Agreement 

To navigate to and view the Participant Agreement, please do the following: 

 Head to the “Participant Agreement” tab. A copy of the Participant 
Agreement will be shown here. 
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 Scroll to the bottom of the User Management page. There will be two 
options here: “Click to e-sign”, and “Download as PDF” 

Tip: These two options will only be working when the PA is fully 
scrolled down. 

There are two options to sign the Participant agreement. 
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7.2 Electronic Signature of Participant Agreement 

To e-sign the Participant Agreement: 

 Press on the “Click to e-sign" option and draw your signature within the 
grey popped-up box. If you wish to redo the signature, press the “Clear 
button”. If you are happy with your signature, press the “Sign the PA” 
button. 

7.3 Manual Signature and Upload of Participant Agreement 

To manually sign the Participant Agreement: 

 Press the download button in the bottom right corner to download it as a 
PDF file. 

 Sign the Participant Agreement either manually or via your preferred 
document signing software. 

 To Upload the signed Participant Agreement, Click the “Upload Signed 
Document” button, or drag the signed document into the space. 
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7.4 Viewing and Downloading Signed Participant Agreement 

To navigate to and view the signed Participant Agreement, please do the 
following: 

 Head to the “Participant Agreement” tab. A copy of the Participant 
Agreement will be shown here. The signature will be on page 13. You will 
not be able to edit this signed document. 

 To download a copy of this signed document, scroll to the bottom of the 
page, and press the “Download the signed participant agreement” button. 
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8. Dashboard 

The dashboard is the homepage where you will be able to navigate through 
the platform. For release 1, you will just be able to add a facility on the screen 
if you have been given access. For future releases, this is where you will see 
all the reporting and visualization. 
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9. Facility List 

This is the screen where you will see all the facilities that have been created 
that you have access to. If you have the permissions to edit facilities, submit 
them for baseline modeling or give other people access to facilities, this is 
where you will do it. 

10. Adding Facilities 

First, in order to start your application, you need to create a facility: 

 Head to the “Facility List” tab. Press on the “Add Facility +” button. 
Optionally, the dashboard tab also has the “Add Facility” button. 

 You will be redirected to a page where you can enter basic facility details. 
Mandatory fields are identified with an asterisk (*). Once done with the 
data entry, press the “Add Facility” button at the bottom of the page. 
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Tip: The facility needs to be an “Existing Building” in “Ontario, Canada” 
to participate in the EPP program. And the facility shall achieve a 
minimum of five percent (5%) of the Total Electricity Savings by the 
end of the second Pay-for-Performance Period (the “Minimum Savings”) 
as required in the Participant Agreement 

 If you wish to edit the facility details that you have entered in this section, 
press the “Edit” button next to the facility you wish to edit. 
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11. Facility Data Entry 

11.1 Summary Tab 

The Summary tab is the landing page for your facility and is where your 
energy model will be displayed. 

 Head to the “Facility List” tab. Hover over the facility you wish to view and 
click on it. 

 If you have not submitted energy data yet, your summary page will not 
display a model yet. After you have submitted your data, the model will be 
displayed here. 

 The Pending tabs will show the color Pink/Orange and the Completed tabs 
will show the color Green 
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11.2 Details Tab 

There are three sections in the Details Tab, which are Characteristics, Heating 
and cooling systems and Operational details 

 Press on the “+” button to expand each section. Mandatory fields are 
identified with an asterisk (*). 
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 Characteristics 

 Heating and cooling systems 
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Tip: If you choose “Other”, another input box will appear and ask you 
to describe the specifications. 
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 Operational details 

 Once done with the data entry, press “Save”, and you will get the pop-up 
message below 

11.3 Energy and Water Tab 

Energy consumption data is required to determine eligibility and develop the 
baseline model. The applicant needs to add a meter to the facility to proceed. 
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 Press on the “Add Meter +” button 

 Mandatory fields are identified with an asterisk (*). Once done with the data 
entry, press “Add Meter” to go to the next section 
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 Once you have submitted your meter, press “Add data” from the previous page. 

 Press “Add entries” and upload electricity consumption data set for the baseline 
development. The format of this submission must follow the spreadsheet linked 
in the red circle below. 

 The Spreadsheet format, an example pictured below, needs to have the starting 
hour of the observation in the first column, the end hour in the second column, 
and the Meter reading (in kWh) in the third. 
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Tip: The Meter ID number can be found on the electricity bill. The 
electricity bill also provides information of service level (needs to be 
>50kW to be eligible) and facility address 

11.4 Adding Independent Variables 

Some facilities may have additional data that you can provide, which may increase 
the accuracy of the baseline model generated by the EPP Portal. This type of data are 
called Independent Variables. This is an optional feature and is not required for the 
creation of the baseline. 

 On the facility page, press on the “Weather and Independent Variables” tab. 
By default, you can see that the portal considers outside air temperature as a 
variable. 
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 In order to add additional variables, press on the “Add Independent Variable” 
button on the top right. A window will appear, prompting you to enter the 
variable name and a short description. 

 You will be redirected to a page where you can upload a spreadsheet with 
your independent variable data. You can create as many independent 
variables as you want. In the screenshot below, the independent variable data 
has been called HVAC. A spreadsheet template can once again be downloaded 
for your convenience. 
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 The formatting for the independent variable is similar to the format for 
baseline. Place the starting hour of the observation in the first column, the 
end hour in the second column, and independent variable in the third. 

For the independent variable, there can be various formats. You may have a 
binary format, where 1 indicates the “on” state, when the consumption is 
actively affected by the variable, and 0 indicating the “off” state, where 
consumption is not being affected by the variable. 
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 The independent variable can also be in a format where you have numbers 
indicating an activity, such as the amount of product being manufactured or 
the occupancy of a building. 
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 Once you have uploaded the independent variable spreadsheet, please 
remember to press the upload button once more to confirm. You should see a 
“Processing started” notification on the top right of the screen. 

11.5 Savings Plan and Documents 
This is the location for you to store documents that outline your savings plan, any 
projects that you may have completed on the site, invoices, and any other documents 
you may want to save for the reviewer to access. 

 Press on the “Savings Plan and Documents” tab. You can add a new measure 
by clicking on the “Add new measure” button on the top right. 
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 Here, you can fill a variety of fields detailing the measures that have been 
completed. 
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 To add a document, click on the “Document” tab on the top, and select the 
type of document you wish to upload. Then, press the “Add document” button 
on the top right. 

 Here, you can fill in details about the document you are uploading. Press the 
“Add” button to finalize the upload. 
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11.6 Baseline Modelling 

Once you have finished filling out the other tabs, you can head over to the Baseline 
Modelling tab to generate your baseline model. 

 Once you have pressed “Baseline Modelling”, the portal will clean up your 
baseline data. This will cause the page to load for a while, but this is normal. 
Please do not refresh the page. 
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 Once it has finished loading, press on the “Baseline model” tab. Here, you can 
select the period that you wish to create a baseline for and enable any 
independent variables that you have added. The model type will be 
automatically selected by the Portal to ensure that the model generated has 
the highest accuracy possible. 

Once you are satisfied with your selection, press on the “Calculate baseline” 
button. 
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 If your baseline has failed, you will see the following message pop up. You 
can return to the sheet to continue tinkering with your baseline model by 
pressing the “Return back” button, or if you require assistance, you can press 
the “Send help request" button. 

If you do decide to send a help request, an administrator will assist you in 
selecting parameters that will generate an acceptable baseline model. 

 Please be aware that you will be locked out from further edits to your baseline 
model if you do choose to request assistance from an administrator. 
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 When an administrator has returned a model to you, you can accept by 
pressing a button on the top right, on the Baseline modeling page. 

12. Submitting a Facility for Baseline Modelling 

After providing all the information above, and generating a valid baseline model, 
you will be able to press the “Submit facility” button. Our technical review team 
will contact you if more information is needed. If not, you will receive an email 
with confirmation of your enrollment. 

13. Submitting Documents for Your First Payment for 
Performance (P4P) Period 

Once you have completed implementing energy-saving improvements to your facility, 
and have collected a year’s worth of data, you are ready to submit documents for 
your first pay for performance period. 
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 To begin, navigate back to the facility that you wish to submit your payment 
for performance (P4P) data for. A new tab named “Performance” should be 
available. 

13.1 Uploading your Data 

The process for uploading energy consumption data is identical to uploading the data 
for the baseline. 

 Select the Energy and Water tab, select the meter you wish to upload data 
for, and press “add data”. Then, press on the “Add entries” button on the top 
right, and upload your data. 

Remember that the formatting must follow the sheet that is linked on the 
upload page, which is once again identical to the baseline upload. 
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13.2 Non-routine Adjustments (NRA) 

During the duration of a P4P period, you may encounter one-time events that may 
have led to extra energy consumption. Non-routine adjustments allow you to account 
for this during your P4P period. These are done on a case-by-case basis, so please 
contact us at info@energyperformanceprogram.ca if you believe that you need a non-
routine adjustment for your application. 

 To upload NRA data, head over to the performance tab on the left. Here, you 
can see various information about your baseline and performance period. 
Select the “Performance period reporting information” dropdown. 

 On the top right, you can press the “Add non-routine event” button to submit 
your NRA data. 
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 Here, you can fill in the basic details of your event, as well as the duration of 
the event. 

 Once you have created an event, there are two ways you can add the non-
routine adjustment data: 

 First, you can add the data via the filled data option in the portal. Press “Add 
more row”, and a new row should be added. Fill in the start and end date of 
your non-routine adjustment and the total amount of energy added during 
the non-routine adjustment. Once you are done adding rows, you can press 
“Done” to submit your data. 
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 You can also submit non-routine adjustment data by uploading a file. Select 
the “Upload data in bulk” option, and you can upload a spreadsheet of your 
extra energy consumption during the period. As always, please follow the 
formatting of the spreadsheet linked on the page. 

 If you want to edit your non-routine adjustment data, press on the name of 
the NRA data you wish to edit, press “edit”, and then press “Edit non-routine 
data”. 
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13.3 Submitting Your Pay for Performance Period 

Now that you have entered all the information required to complete your pay for 
performance period, you can start the process of submitting the data. 

 Head over to the performance tab on the left and select the “Performance 
period reporting information” dropdown. 
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 The start date of the pay for performance period should already be selected 
by the reviewer that approved your baseline. If you need this to be changed, 
please contact customer support. 

You will need to select the end date for the pay for performance period. 
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 The details of your pay for performance period should be automatically filled 
out below. Once you are satisfied, you can press the “Submit Savings Report” 
button on the top right, and your pay for performance report will be 
submitted. 

 When your pay for performance report has been approved, you will receive an 
email confirming that your information has been accepted. 

14. Tracking Your Performance Before the First 
Performance Period (“Interim Savings Summary”) 

The portal can be used to track your energy savings progress before the first 
performance period. To do this, you can upload the data that you do have available. 
All you have to do is select the end date, and the table will auto-populate your energy 
savings and incentive progress. 
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15. Customer Support 

If you need any help, please contact us at EPP Support at 
info@energyperformanceprogram.ca or 1-888-852-2440 (Monday to Friday 
9am - 5pm EST). 
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