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Going Deeper with Energy Star Portfolio Manager:
Deriving Value from your Building Energy Data

Megan Padvaiskas, P.Eng/ing.
Sustainability Engineer, BPA
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Agenda

565 @ Metrics summary & editing property data
v5:@) Use the Data Quality Checker
248 @ Update data using the Spreadsheet Upload feature
wies @  Share property data
w60 @  Set baselines, goals, and targets to plan energy improvements

56 @ Create custom reporting templates
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Recap: property tabs

Summary tab

Office 1

123 St-Catherine, Montréal, QG H1XZAG | Maj
Partfolio Manager Property ID: 15496888

Year Built: 1061

Ze

I Summary Inmul;

Energy Water Waste & Materials

Not currently eligible for
ENERGY STAR
BEE Cenification

Goals Design

Refresh to see Source EUl Trend

# Changs Metric

Metrics Summary

etric

ENERGY STAR S

2010 012 2014 2018 ms 2020

Total GHES Emissions Intensity
{kgCO2eim)

Vister Us:
(m’)

EUI (G
)

Cost(5)

Mot Available
{Energy Baseline)

re (1-100}

rSources)

7 Change M=o

Weather Nommalized ,y, o

Source EUI (GJim?) =zare?

e

Current: N/A

Baseline:

# Change Metrics
# Change Time Perioss

Not Available Change
0”8

(Energy Current]
Not Avsilable WA
WA

Not Avilsble NiA
Not Avilsble NiA
Not Avilsble NiA
Not Availshle A

Not Avilsble NiA

Property use Details

NRCAN/RNCAN Sample Office Not curently eligible for
ENERGY STAR
123 rue Main Street, Toronto, ON M5G1A1 | Map It Certification
Portfolio Manager Property ID: 33176845
‘Year Built: 1975
7 Edi
Sllmmilrl Details tnemy ‘Water ‘Waste & Materials Goals Design

Basic Information Property Uses and Use Details

Source EUI (GJ/m?)

Current: 1.09

(25.88% lower than median.)

Baseline: 1 01

(32.21% lower than median.)

View as

Construction Status: | Add Another Type of Use:

Test property thatis one single buiding

Property GFA - Self-Reported: Name Property Use Type g"’“ Floor | s ction
40,000 Sq. M.
Occupancy: Office 40000mt  [lwantto v
@
P Custom Use Details Jwantt -
{Leam More) e
Property GFA (Buldings): 40,000 (used to calculate EUI)
Unique Identifiers (IDs) Property GFA (Parking). 0
Portfolio Manager ID:
33176345 [ To edit multiple uses for this property (or multiple properties), you can use the Update Use
Stondord IDe: Delais spreadsheel femplale.
None
Custom Ds: Property GFAby Use = Property Type
None

[ You can select from Portfolio Manager's
Standard IDs to provide information to
others in data requests. Or you can create
up 1o three Custom IDs sa that you can
cross reference your property in other

systems.

Office:
100%

Property Type - Self-Selected
Ofice / Edit

Property Type -Partiolio Manager-
Caloulate:
Office

[ The Portolo Mansger-Caiculated
Property Type is used for your metrics
(except for Mixed Use propetties). Leam
more about property fypes
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ecap: Data tab (energy

Add a meter

Enter your bills

Change meter
selection

+ water)

Sample Office (Canada)

“Yaar Bult: 1975

="

Summary

123 rue Main Strest, Toronto, ON M5G1A1 | Map It
Portfolic Manager Property ID: 15176237

Details I Energy Water I Waste & Materials Goals. Design

# Change wetric

STAR Score (1-
100)

ER

Mot currently eligible for
ENj

Certification

Current Score: 22

Baseline Score: 28

Meter Summary
2 Energy Meters Total

2 - Used to Computa Metrics

Current Energy Date
Dec 31. 2018

\'\_/V

Five Ways to Enter
Bill Data

Manual (Instructions here)

2. Use our simple spreadsheat (on
the bottom of each meter's
Manzge Bils page) to uplozd or
CopyiPaste

Energy Use by Calendar Month (Not Weather Normalized) E «
3k

Site Energy (GJ)

0k
Sep15 Jan'16 May18 Sep'l8 Jan17 May'i7 Se

7 Jan'18 May'1E Sep'18

% Electric - Grid - Natural Gas

I |&J Export Data by Galendar Month I

Add A Meter

Change Meter Selections

3. Use our complex
(muttiple meters + multiple
proparties)

4. Hire an arganization to
electronically enter your data

5. See if your utiity offers this service

w as a Diagram

Your Property is: Edit

@ A Single Building
Part of 2 Building
ACampus of Muttiple Buildings

Wost In Use?
4| Recent & | (nactive @
Bill Date Date}

Ham, Energy

Electric Grid Meter ) Compteur électricité du rés

23y Electric - Grid | 01/11/2018 | Yes
101595272
Naturs| Gas | Gaz nature

101505272 Natural Gas

12/31/2018 | Ye

I | Downlosd Annusl Totals by Meter I

Download the graph
(.JPEG, .PDF, .PNG,
.SVG)

Export data by calendar
month

Download annual totals
by meter
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Metrics summary & editing property data

Analyze progress with built in charts & updating property data or property use details

.
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Summary tab metrics

Office 1 Mot currently eligible for
ENERGY STAR
123 St-Catherine, Maniréal, QC H1X2A8 | Maplt Certificafion
Portfolic Manager Proparty 1D: 15408088
Year Built: 1961
=
Summary Details Energy Water ‘Waste & Materials Goals Design

Refresh to see Source EUl Trend

/ Change Metric

2010 2mz 2014 2018 018 2020

Metrics Summary

Metric #

EMERGY STAR Score (1-100)
Source EUI (GJm7)

Site EUI {GNm7)

Enangy Cost (8)

Total GHG Emissions Intensity
{kgCO2aimr)

Wiater Use (Al Waer Sources)
m?)

Total Waste (Disposed and
Diven=d) (Metric Tons)

Current:

Baseline:

# Change Mefric

/Char‘ge Metrics

/ Change Time Periods

Mot Available , Mot Available

(Energy Baseline) {Energy Current)
Mot Available Not Asilable

Mot Available Not Ausilable
Not Avsilable

Mot Avsilsbls

Mot Available Mot Awsilable

Mot Available Not Asilable

Mot Available Not Asilable

, cl

hange

7]
[
[
[
NI
[
[

A

() | don't want to see a chart
() ENERGY STAR Score

@ Source EUI (GJim3)
O Site EUI (GJim3)

(0) Weather Normalized Site EUI {GJim=)

() Weather Normalized Source EUI (GJimT)
() WaterWastewater Site EUI (GJ/m*PD)

() WaterWastewater Source EUI (GJim*PD)

(0) Source Energy Use (GJ)

() Water Use (All Water Sources) {m7)
(0) Total Waste (Disposed and Diveried) (Metric Tons)

() Energy Cost (3)

O Total Water Cost (Al Water Sources) (3)

i) Total Waste (Disposed and Diveried) - Cost (8]
i(0) Total GHG Emissions (Metric Tons CO2e)

() Total GHG Emissions Intensity (kgCO2a/m3)

Which of the following frend charts would you like to display?

®ieso

Connecting Today.
Powering Tomorrow.

Customize your different views:

To get any metrics you need at least 12
consecutive months of data
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Summary tab metrics

# Change Metic

Office 1 Not currently eligible for Weather Normalized ., ...
B Source EUI (GJim?) st
123 St-Catherine, Montréal, QC H1X2A8 | Map it Certification
Fartfolic Manager Property 1D: 15408028
Current: N/A
“Year Built: 1081
A zai .
Baseline: N/A
Summary Details Energy Water ‘Waste & Materials Goals Design
Refresh to see Source EUl Trend
/ Change Metric
Metrics Summary
3 Mot Available Not Available Change
Metric # (Energy Baseling) (Energy Current) s 7]
ENERGY STAR Score (1-100) Mot Avsilable WA
Source EUI (GJim7) Mot Avsilable WA
Site EUI (Gl Mot Awgilable Mot Ausilable M
Energy Cost (3) Mot Awailzble Mot Ausilable A
2010 2012 2014 2018 2018 2020 . .
{ng“’co‘;ﬁg}m“w"s Intensity Nt Availstie Not Awsilable NiA
?:::a.;e' Use (All Water Sources) Mot Available Mat Awsilable MIA
Total Wasts [Disposed and Nt Availstie Not Awsilable NiA

Divenzd) (Metric Tons)

Maximum 7 at a time, all metric available for download
into an excel format

Adjust displayed metrics:

Select Information & Metrics

Property Information
Property 1D Numbers
Property Use Details

Meter Infoermation

Energy Use by Fuel Source
Data Accuracy

Energy Performance Metrics
Water Performance Metrics
Waste Performance Metrics
Cost Performance Mefrics
Greenhouse Gas Emissions
Renewable Energy & Green Power
ENERGY STAR Certification

Property Design

& Metrics

\&y Downlosd Full List of

(SR NN B<NN<]

Selected items: 7 of 7 maximum

ENERGY STAR Score

Source EUI (GJim®)

Site EUI {GJ/m*)

Energy Cost (3)

Total GHG Emissions Intensity (kgCO2eim™)
Water Use (All Water Sources) (m?)

Total Waste (Disposed and Diverted) (Metric Tons)

Selected items: 7 of T maximum [[Re: VRN Cancal

% ieso
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Edit property — basic information

9 Select the property

@ Edit on main page or details tab

Welcome Account | Motifications | ENERGY | Contacts | Help | Sign
STAR out

PN ENERGY STAR®
Portfolio101: Settings

PortfoliolVlanager®

Sharing Reporting Recognition
Properties (1) Dashboard [Search by ID or Name
Add a Propel
View All Properties (1) v | [ None v]
Add/Edit/Delete Groups Add/Edit/Delete Views
Source EUI Trend (GJ/m?) Name -

Sample Office (Canada)
15176237

: Fes ] Prvious EEPRERY e [ Loxi]

/ Change Metric

View 1-10f 1

2010 2012 2014 2016 2018 2020

{(Chart current as of Refresh Chart
03/30/2021 01:05 PM GMT-
)

0400,

Welcome Account | Nofifications | ENERGY | Contacs | Help | Sign
STAR out

PN ENERGY STAR®
Portfolio101: Settings

Portfaliol\/lanager®

MyPortfolio Sharing Reporting  Recognition

# Change Metric

Sample Office (Canada)

123 rue Main Street, Torento, ON M5G1AT | Map It

Not currently eligible for ENERGY STAR Score (1-
TAR )

Portfolio Manager Propery ID: 15176237 Gurrent Score: 20
/et Baseline Score: 25
Summary Details Eneray Water Waste & Materials Goals Design

Basic Information Property Uses and Use Details

Construction Status: " View as Diagram [ Add Another Type of Use Rl Add

Test property that is one single bulding

Property GFA - Self Reported: Name Property Use Type g“’“ FIoor pction

25548 Sq. M. i

oce . Bulng Use Ussalondu g sstem [Twamios <
e Ofice 5000 m Twantto_ ~

Property GFA (Buildings): 25,548 (used to calculate EUI)

©

Unique Identifiers (IDs) Property GFA (Parking):
Portfolio Manager ID:
15176237

To add multiple uses and buildings to this properly, you can use this spreadsheet template.
to upload your information.

Custom IDs: None

.
S ieso SAVE %)
Connecting Today. E N E R
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Property Details

Edit property — basic information | =%

Manager-Caiculatad: Fonioko Manager considers your propery 1o be this type based

have entered. If tis type dossn't ook correst to you, plesse =it
information.
MyPortfolio Sharing Reporting  Recognition How many physical buildings © O Mone: My property is part of a building (... a Tenant Space)
da you consider part o your @ Gne: My progerty s a single buikding
property?
. § O More than One: My property includes multiple buildings
Edit Sample Office (Canada) | (Campus Guidangs)
The occupancy is NOT
Address Information Censtruation Status: * O Existing
. used to calculate any BT
Name: | Sample Office (Canada) |
2 1 “ear Built:
Country Canada = I I 'etrlcs o
.
Sikealitddiess Rl 123 rue Main Street | SrossFleorfres
Gross Floar Area (GFA) 5 the 18l propsrty fioor ares, msssured fom the
cutside surface of the exterior walls of the building(s). De not including parking
| | Details on what to inglude
. Irigated Area: _
City/Municipality: | Toronto |
Ooeupaney “[as w| =
County:
! | | Property Photo Aucun fichier choisi
(optional) ‘Selzct = image file on your computer with the format type of jog. Jeeg. .ong or
. . if: photos will be resized to fit a space of 2.78 inches wide x 2 inches tal
Postal Code: k| M5G1AT |
Additional Information

Is this property’s data ® Ne
maintained by 3 Serviez and () vas
Product Providar?

The address can be modified but the SR LT

O Yes

country cannot be changed

9 Update Property | Canesl

: SAVE.o
® €SO | ENERBY
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From the Details tab, you can also:

Summary Details Energy Water Waste & Materials Goals Design e
Add an Additional
i s N I=le—" Property Use

Construction Status:

Test property that is cne single building
o If necessary
. Property GFA - Self-Reported: Name Property Use Type S Action
Edit Property IDs
p Occupancy: > ;l:;_\:;::lu;e {Uslisationdu 25540 || [Twanion )
5% m
Property GFA (Buildings): 25,548 [used 1o calculate EUI}

Properyy GFA (Parking): 0

Unique Identifiers (IDs) g:::;a:u;r:::;g‘wmmmm.wum use this soresdsheet tamolate

Portfolio Manager ID:
178237

Edit Property use Details

(e.g. number of hours or workers)

Property GFA by Use = Property Type
Pruueﬂ}hrpe - Seif-Selected:
- - Office # Edit
Designate a Service RIS SCTIT — o
up to three Custom g s that you can Office

) T Portioho Manager Calculsted!

Property Type is used for your metrics
@2 (s for Moxed Use propenies). Leam
“ Office: mere shout property types
100%.
\ Additional Information

Service & Product Property Notes
Nona (Find 3 SPP) m

and Product Provider

Use the following area to keep notes on your propery.

Delete this Property

Note it is permanent
£ Caution! Deleting your property is.

u‘ permanent.

\ f

i SAVE &

B Dicse. | ENERSY
Powering Tomorrow.

You have 1000 characters remaining for your notes.
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Updating information

WHhy? To get proper ENERGY STAR score over time (time weighted metrics)

When? For Example:

+  Change in vocation (e.g. office to data center)

«  Change in the number of occupants (e.g. new department)

«  Vacant office space (<10% of GFA)

«  Significant change in operating hours (e.g. change of tenants)

Summary Details

Energy

Water Waste & Materials Goals Design

Basic Information

Construction Status:

25,545 Sq. M

Occupancy:
5%

Brurtfnlin Mananer IN:

Test property that is one single buiding

Property GFA - Self-Reported:

Unigue Identifiers (IDs)

Property Uses and Use Details

. View as Diagram [Add Anctner Type of Use Rl Add |

Name Property Use Type ﬁ::‘ T e

) Bulding Use / Usiisation du . R
batiment

Property GFA (Buildings): 26,548 [used o calculate EUI)

Property GFA (Parking): 0

[ To 49 multils uses and buidings o this proparty. you can e this sareadshest lemolste
1o upload your imformation

Property Uses and Use Details

“. View as Diagram ‘ Add Another Type of Use

A

Gross Floor

Name Property Use Type e Action
v E;tiilgjggtu.se I Utilisation du Office 25,548 m? | want to._.
Value Current As OF
#r Gross Floor Area 25548 m? 01/01/1975
W Weekly Operating Hours. 60 01/01/1975
#r Number of Workers on Main Shift 650 01/01/1975
Number of Computers 710 01/01/1975
#r Percent That Can Be Heated 50 % or more 01/01/1975
o Percent That Can Be Cooled 50 % or more 01/01/1975

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

-

Temporary
Value?

No
No
No
No
No

No

Property GFA (Buildings): 25,548 (used to calculate EUI)

Property GFA (Parking): 0

To add multiple uses and buildings to this property, you can use this spreadshsel lemplate

to upload your information

®ieso
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Correct or update proper

Summary Details Energy

Water Waste & Materials Goals

Design

Basic Information

Construction Status:
Test property that is one single building

Property GFA - Self-Reported:
40,000 Sq. M.

Occupancy:

Unique Identifiers (IDs)

Portfolio Manager ID:
33176845

Standard IDs:
Nene
Custom IDs:

None

) You can select from Portiolio Manager's
Standard IDs to provide information to
others in data requests. O you can create
up to three Custom 1Ds 50 that you can
eross reference your property in other

systems.

Property Uses and Use Details

. View as Diagram

‘ Add Another Type of Use

Name Property Use Type

g Use /
Utilisation du batiment

Office

W Gross Floor Area

& Weekly Operating Hours

i Number of Workers on Main Shift
#r Percent That Can Be Cooled

+r Percent That Can Be Heated

Number of Computers

Area aciol
40,000 m* | want to___
| want to..
Value I B Edit Use Details |
40000 m? 01/01/1975 No
60 01/01/1975 No
700 01/01/1975 No
50 % or more 01/01/1975 No
50 % or more 01/01/1975 No
750 01/01/1975 No

Gross Floor

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

P Custom Use Details

(Il earn Mare)

Property GFA (Buildings)

Property GFA (Parking)

To change or update any information

| want to

40,000 (used to calculate EUI)

0

-

ty use details

# Number of Workers on Main Shift
Current As Of
B (to present)
X Delete Selecied Entries
Number of Computers
Current As Of
8 o pesom
X Delete Selecied Entries
W Percent That Can Be Heated
Current As Of
B (to present)
X Delete Selecied Entries
¥ Percent That Can Be Cooled
Current As Of

01/01/1975 B (to present)

X Delete Selected Entries

Temporary
Value?

O

Value

Temporary
Value?

C

Value

Temporary
ei=s Value?
O

Temporary
ke Value?
O

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

Revised By

Stéphanie Mayer

Revised By

Stéphanie Maysr

Revised By

Stéphanie Mayer

Revised By

Stéphanie Mayer

Revised Date

04/19/2021

Revised Date

04/19/2021

Revised Date

04/19/2021

Revised Date

04/19/2021

Save Correc Cancel

% ieso
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Correct or update Property Use Details

Double Click to change a value that was entered by error - No historical
record of the old value will be kept or factored into your metrics

#Gross Floor Area

Current As Of Value Temporary Value? Revised By Revised Date

01/01/1975 &
40000 5qg. M. Y O Megan Padvaiskas 03/12/2024

‘

Add a Mew Row to update with new information {to correct mistakes click the value above that you want to correct and make necessary edits)
/ 2 Delete Selected Entries

To update/track a value that changes over time - so that the tool can
account for this when calculating time-weighted metrics

SAVE&
ENERGY

POWER WHAT’S NEXT
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Reminder - Add a Property Use to your building if:

Add Property Use For NRCAN/RNCAN Sample Office

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

Gross Floor Area (GFA) should include all space within the building(s), including but not limited to offices, conference rooms and auditoriums, break rooms,
restrooms, kitchens, lobbies, fitness areas, basements, storage areas, stairways, and elevator shafts

If you have restaurants, retail, or services (dry cleaners) within the Office, you should most likely include this square footage and energy in the Office Property Use
There are 4 exceptions to this rule when you should create a separate Property Use

1 1 « IfitisaP Use Type th ENERGY STAR 5 : Retail I ifiti han 5.000 fi
You have the remlnder eaCh tlme you : ‘f:::icinur:;ge;rntgmzfetﬁitz::’écg?tgzt;zpewsGFA core (note: Retail can only get a score if it is greater than square feet)

« [fitis a vacant/unoccupied Office

Wa nt to add a neW property type « |fthe Hours of Operation differ by more than 10 hours from the main Property Use

More on this rule
Property Use Detail
W Gross Floor Area
Wr Weekly Operating Hours
i Number of Workers on Main Shift
¥ Percent That Can Be Cooled
+# Percent That Can Be Heated

Number of Computers

Value

=

| | [sq.Ft v
I:I [ Use a default
I:l [] Use a default
[] Use a default

[ Use a default
I:l ] Use a default

#¥ This Use Detail is used to calculate the 1-100 ENERGY STAR Scare

Temporary
Value

IEE] -
O
EE
EE
EE
[irriss ]

Current As Of

Oolo | 0|0 O

: SAVE.o
$ €SO | ENERBY
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Example: if a part of the office becomes vacant
e Rename it — easily identifiable

@Add Another Type of Use

Summary Details Energy

Water

Waste & Materials

Goals

Design

Basic Information

Construction Status:
Test property that is one single building

Property GFA - Self-Reported:
25548 3q. M

ccupancy:

O

Unigue Identifiers (IDs)

Portfolio Manager 1D:
15176237

Custom IDs: Nena

Standard IDs: None

) You can sisct from Portfalo Managers
Standard IDs to provide information to
otfvers in data requests. O you can ereste
up to three Custom IDs so that you can
Cross referenca your propery in other
systems.

Property Uses and Use Details

View as Disgram

p Bulding Uss / Utiisation du
batiment

p Vvacant Space

Toadd
2 upioad

QSave Use to save the modification

Add Angther Type of Use

Property GFA b

Uther
Manufacturing/industrial
Manufacturingiindustrial Plant
Mixed Use
Mixed Use Proparty
Office
Medical Office
Office
\eterinary Office
Other
Ciher
Parking
Parking
Public Services
Courthouse
Drinking WWater Trestment & Distribution
Fire Staton
Lisrary
Mailing Center/Fost Office
Police Stafion

If you have restaurants, retail, or services (dry cleaners) within the Office, you should most likely include this square footage and energy in the Office Property Use

There are 4 exceptions to this rule when you should create a separate Property Use

« Ifitis a Property Use Type that can get an ENERGY STZR Score (note: Retail can only get a score if it is greater than 5,000 square fest)
counts for more than 25% of the property’

- If
« Ifitis a vacant/unoccupied Office

« If the Hours of Qperation differ by more than 1(

-

Propery Type - SefSelecd:

Office # Edit

Property Type -Portiolio Manager-

Caloulated
Offica

More on this rule.

Name: [Vacant Space

Property Use Detail

#r Gross Floor Area

#r Weekly Operating Hours

#r Number of Workers on Main Shift
Number of Computers

#r Percent That Can Be Heated

#r Percent That Can Be Cooled

GFZ

- f-om the main Property Use

Value

p ] [Sat v
1 O useadefautt
P O useadefautt
[] Use a default

[ Usea default

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

Current As Of

(]
(]
[irrers ] 8
(e ]
[
(]t

Temporary
Valu

O
(]
O
O
O
(]

e

% ieso
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Example: modify Property Uses and Use Details

Update information — vacant space

Update Property Use Details

for details you aren't updating

Property Use Name: * Reory Space e

Type of Use: Office
Detail Current Value
# Gross Floor Area q
(as of 01/01/1975)
W Weekly Operating Hours 0
S & (as of 01/01/1975)
W Number of Workers on Main Shift 0
(as of 01/01/1975)
0
Number of C ite
umber of Lomputers (as of 01/01/1975)
+r Percent That Can Be Heated 50 % or more
(as of 01/01/1975)
+ Percent That Can Be Cooled 50 % or more
(as of 01/01/1975)

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

Updated Value

Temporary
Value

Current As Of

[5.000 [[sam ~]

[p170172021 |@ O

I:I [] Use a default
I:I [] Use a default
I:I [ Use a default
[ Use a default
[ Use a default

—1 T
— - 1
-
I o
I o

) !f your property has mare than one buiing, you need to update your Property Use Details # Workers, Weekly Operating Hours of operation) for both the
parent property (campus) and the child properties. Itis not done Leam more ahout keeping Use Details up to date

Save Update ¢ ¥

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

——

Date when the change occurred

ieso
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Example: Modify Property Uses and Use Details

Update information — Office space

Update Property Use Details

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

Property Use Name: * [Bjiging Use / Utiisation du

Type of Use: Office

Detail Current Value Updated Value Current As OF Lzmsnmw

# Gross Floor Area 021, e e Al B o e

# Weekly Operating Hours o TR, [ 0 useadefour [ |8 O

#r Number of Workers on Main Shift fansnofOﬂUWZUZl) [] Use a default ﬁ ﬂ]_
Number of Computers fjsnofl]ﬂmt?UZl) [ Useadefaul | [TioTo007 | B

i Percent That Can Be Heated 50 % or more
(as of 01/01/1975) [~ O Useadsfaut B o
50%
I (as of?]’17[‘]:’§975) () Useadefaut [ | & o

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

) your property has more than one building. you need to update your Properly Use Details (# Workers, Weekly Operating Hours of operation) for both the

Learn more about keeping Use Details up to date
Save Update

parent property (campus) and the child properties. Itis nof done.

o
=
2
&

Area change (be careful of units!):
25,548 m2 - 5,000 m2 = 20,548 m2

Make sure the date is identical to the
vacant space (when the change in
vocation happened)

: SAVE.o
$ €SO | ENERBY
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Important

& LThange Meinc

Sample Office (Canada) Mot currenty eligiole for ENERGY STAR Score (1-
ENERGY STAR 100)
123 rue Main Street. Toronto, ON M5G1A1 | Map It WS Cetification
Paortfolic Manager Property ID: 15176237
2 Ram - Current Score: 20

“Year Built: 1875
/ Edif - -

= Baseline Score: 25

Summary Details Energy Water ‘Waste & Materials Goals Design

Ensure the values for

Property Gross Floor

F e Property Uses and Use Details

Area (GFA) match _ R T ] Ao |
Construction Status: . Miew 3= Liagram [ &dd Another Type of Use |
Test property that is one single building
Gross Floor .

Property GFA - Self-Reported: Name Property Use Type Rrea Action
25,548 Sq. M.
Occupancy: E;ﬁl:;ﬁtuﬁ lilisstian du Cffice 20,548 m® I want to... el
@

p Vacant Space Difice 5,000 m? | wantto... w

Froperty GFA (Buildingsf™ 25,548 [used to calculate EUINY
Froperty GFA (Farking): 0

Unique Identifiers (IDs)

SAVE&
ENERGY

POWER WHAT’S NEXT
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Use the Data Quality Checker

Understanding ESPM’s built in data quality checker and alerts

‘%' SAVE.S)
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Data Quality Checker

If youse !
Example 1:

>

it indicates that there is a potential issue with your data

to upload your information.

Incomplete Daia- Flease Review

a’_‘ Gross Floor Area Mismatch (Self-Reported vs. Portfolio Manager-Calculated)

Problem: The total Gross Floor Area (GFA) that you entered for your property does not
match the total calculated by summing up the GFA for each Property Use.

s Total Entered for Property: 25 548 sq. m.
» Total for Uses: 24 430 5q. m.

What to do:

» |fthe GFA for some of your Property Uses doesn't look right, it might be because
it's ime-weighted.

If the Calculated GFA doesn't look right, it might be because you changed the
GFA of one Property Use, but didn't change the GFA of another Properly Use on
the same day, in the same amount. Please search our FAQ page for this FAQ:
"I'm getting a GFA alert. Help!"

Correct the total for the property or correct your Property Uses by clicking on their
names from the Details tab. Please search our FAQ page for this FAQ: "What
GFA's are tracked for my property? How do | edit them?" to learmn more about
these two types of GFA.

Close Explanation

v
Summary I qtails Energy Water Waste & Materials Goals Design
el Property Uses and Use Details
Construction Status: . Miew as Diagram | Add Another Type of Use
Test property that is one single building
{ Property GFA - Self-Reported: Name Property Use Type f{.‘;’:" =
25,548 Sg. M.
Occupancy: ’ Byi_lding Use / Utilization du Office 20,548
batiment
ED
- Vacant Space Office %
!' Property GFA (Buildings): 24,430 us]
i == Pra GFA (Parking): 0
Unigue ldentifiers (IDs) perty ( o)
?;}{;lé);g{h!ﬂnager 1D: oTo add multiple uses and buildings to this property. you can use this spreadsheet template

SAVE&
ENERGY
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Data Quality Checker

> Example 2:

—

Summary Detail ! Erftroy Water

Waste & Materials Goals

Meter Summary
4 Energy Meters Total
4 - Used fo Compute Metrics

Add A Meter

Current Energy Date

Dec 31, 2019
Enter Your Bills

Site Eneray (GJ)

Qct"7 Jan'ts Apr'is

-8 Electric - Grid
=& Natural Gas

Five Ways to Enter
Bill Data

1. Manual (Instructions here)

2. Use our simple spreadsheet (on
the bottom of each meter's
Manage Bills page) to upload or
Copy/Paste

3. Use our complex spreadsheet
(multiple meters + multiple
properties)

4. Hire an organization to
electronically enter your data

5. See if your utility offers this service

Change Meter Selections
“. View as a Diagram

T

103346859

Main Electric

Meters - Used to Compu

!I' Main CH

Energy Use by Calenda

Jul'1s

=+ District

Incomplete Data- Please Review

o Meter(s) with overlaps in meter enfries.

Problem: There are mater entries that overlap by 2 or more days for the following
meter(s):

« Main CH (overapping data for 01/02/2020 - 01/10/2020)

What to do:

« Click on the mete

above to view your meter enfries and locate the overlaps,
which will be highlighid i

Follow the path and correct the
error. Portfolio Manager won't
correct the issue on its own

« Consult your records an

please search our FAQ page O | 1izoets

O 121172019

Enegly Type

District Chilled Water - Electric

103346356 Electric - Grid
Your Property is: Edit Main Gas
Natural Gas
@ A Single Building 1033463857
Part of a Building Main HW
A Campus of Multiple Buiidings 103345858 DsincEHolivated

You Are Tracking: Edit

21

120172018 0

11072020 ]

= 4142021
Data Import

— 41972021
- Portfolio101

AL Main CH has an overlap of 10 days between 01/01/2020 and 01/10/2020. Please confirm this is correct or remove the overlap by adjusting the dates per your mete

— 41472021
= Data Import

— 4114/2021
- Data Import

— 411472021
= Data Import

entries and saving your changes. For more help, see this FAQ.
. Most Recent In Use? .
Bill Date (Inactive Date)
04/01/2020 Yes 0 11172020 2/1/2020 ]
04/01/2020 e
e O | 2rrez0 3112020 0
04/01/2020 Yes
O | 312020 4012020 ]
04/01/2020 Yes
[E¥) Download Annual Totals by Meter

SAVE&
ENERGY

POWER WHAT’S NEXT
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Data Quality C

This feature reviews
all entries for an

individual property for
a 12-month period

necker - tool

Summary Details Energy Water Waste & Materials Goals Design
Site EUI Trelth W/m?)
/ Change Metric
— Metrics Summary
2 ~ Dec 2016 {Energy
Metric / Baseline) /
.—.’"‘ EMERGY STAR Score (1-100} 25
1
Source EUI (GJIm?) 2m
o Site EUI (Gim?) 118
2010 2012 2014 2016 2018 2020
(Chart current as of 04/13/2021 Refresh Chart Enen - -
gy Cost (3) 525,265.46
11:21 AM GMT-0400) -
Total GHG Emissions Intensity 292
(kgCO2eimz) :
'."a'asi..er Use (All Water Sources) 12,6056
(m?)
Total Waste (Disposed and 73042

Diverted) (Metric Tons)

Data Quality Checker

7/ Change Metrics
7/ Change Time Periods

Dec 2018 /

{Energy Current) Change °

20

215

562.528.11

13,062.2

780.95

Fun a check for any 12-month time period to see if there are any possible errors

found with your data.

Check for Possible Emors

@ ieso

Connecting Today.

Powering Tomorrow.
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Data Quality Checker - tool

MyPortfolio Sharing Reporting  Recognition

Data Quality Checker for Sample Office (Canada)_- Vacant space

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.

Year Ending ,. 2018 v Re-Run Checker

Congratulations! We did ngt find any incomplete or unusual data for the Metric Year ending
12/31/2018.

Cancel

The Data Quality Checker will help you find potential errors and unusual data within a given year. Select your year of interest, review your alerts, and follow the

n About Timeframes

The Data Quality Checker needs one full calendar year
of Property Use Details and meter information for most
checks. Otherwise, we will show you basic alerts to let

you know what's missing.

12-month end date

n About Alerts

o Indicates data is incomplete or missing. Most likely

at least some metrics are not able to be calculated as a
result. Issue should be resclved as soon as possible.
u Indicates data is atypical for the type of property
and its associated use. Data should be checked for
errors to ensure metrics are correct for the property.

ENERGY

POWER WHAT’S NEXT
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Update data using the Spreadsheet Upload feature

Using the Spreadsheet Upload feature to enter information for one or more properties

SAVE 5
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Update data using the Spreadsheet Upload feature m

This process serves to create multiple properties with one spreadsheet

e Create property records
e Create meters
e Add consumption to meters

e Edit basic property information

Update property use details

S SAVE.S)
) !gg‘gmday- E N E R
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Upload and/or update multip

ENERGY STAR®

=2 Portfoliolanager®

MyPortfolio haring

Properties (1

Add 2 Property

Source EUI Trend (GJim?)

# Chenge ietn

2000 2012 2014 2016 2018 2020

(Chart purrent 2;

s of Refresh Chart
02/3072021 01:05 P GMT-

0400}

—_—

Manage Portfolio

1B Transfer ownership of & property that
you manage to another Portfolio
Manager user.

Upload anaror update multiple
properties at once using an Excel
spraadsneet if you are 3 pro_ This ean
be don to create new properties, 2dd
Use details, creste meters and add
meter consumption data.

(Y]

# Download you

eniire portfolio to Exce!
or create a custom download

Set & ortfolio baseline and/or targst to
nelp messure pragress.

J4 400 semple argeriies fo your acoount
Up to five sample properties with pre-
popuisted data will be added to your
pertfolio for testing purposes.

Reporting

Recognition

Welcoms Acooun | Nekoskon= | ENEREY I G EE
Portfolio101- Seting: out

Nogacatons

e properties

Dashboard

All Praperties (1)

Add/EditDelete Groups
Name

‘Sample Office (Canf
15176237

[ERESETE |

Manage Portfolio

LB Transfer ownership of a property that

you manage to another Portfolio
Manager user.

Upload andior update mulfiple
properties at once using an Excel
spreadsheet if you are 3 pro. This can
be dons to create new properties, add
use details. create meters and add
meter consumption data.

L]

Download your entire portfolic to Excsl
or greate a custom download.

Set 3 portfolio baseline snd/or targst to
help messure progress.

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

MyPortfolio Sharing

Reporting

Recognition

Upload and/or Update Multiple Properties

If you have a lot of proparties to create or  lot of bills to add, you may find it easier to upload them using = spreadsheet rather than entering each progery
manually or adding bills manually. Learn more below.

What do you want to upload?

= Add new properties to my account - To get started. fillin this sprezdsheat and uplead itin

the box below.

= Edit/Upload my existing properties - To do this. you will n2ad to t2ll us which proparties
you want to update so we can create @ custom template. Onoe you il in this custom
template. you will upload it in the box below.

Upload Spreadsheets

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

Processing time could be affected by file size.

Type of Upload:

* [Please select type ]

Upload Template:

Augun fichier choisi

Select "Browse” fo locate the file on your
computer and then selact "Upload.”

.

°

°

This is a powerful feature. There is no "Undo." Be careful!

Multiple submissions could result in duplicate data being
added to your porffolio, property or meter. Please tast this
feature with only a few properties first

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

*four spreadshest must be in Microsoft Excel format. Please
use the templates provided or generated using Portfolio
Manager to uplead or update your properfies.

Add Properties

“fou can ereate new properties in Fartfolic
Manager. by filing in this spreadshast,
whieh requires basic proparty information.
including name. address. gross fioor area.
Froperty IDs. and Federal Information (if
applicable).

S pod Properties Template

Edit and Manage Information

Once your properties are in Partfolio
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
proparties or update use information.

Create an Upload Template

% ieso
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To create new property(ies

MyPortfolio Sharing Reporting Recognition

Upload and/or Update Multiple Properties

I you have 3 lot of properties to creats or a lot of bills o add, you may find it sasier to upload them using a spreacshest rainer than entering e

manuslly er adding bills manually. Learn more balow.

What do you want to upload?

= Add new properties fo my account - To get started, fill in this spresdshest and upload itin
the box below.

= Edit/Upload my existing properties - To do this, you will ne=d to tell us which proparties
you want o update 5o we can create 3 custom tzmplate. Once you fil in this custom
template, you will upload it in the box below.

Upload Spreadsheets

Whan you are ready to upload your completed template (sither standard or custom), enter it here
Procassing time could be aflected by file size

Type of Upload: " [Please seizct type v

Upload Template Chosir un fighier | Aucun ficnier chaisi  ([EIEEEY

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

This is a powerful feature. There is no "Undo." Be careful!

© Muitiple submissions could resutt in duplicate data being
added to your portfolio. property or meter. Please test this
feature with only a few properties first.

.

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

.

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

Add Properties

*fou can create new properties in Portfolio
Managar, by filling in this spreadshset,
which requires basic proparty information,
including name, address, gross floor area,
tion (if

=pplicable).

S 2dd Properties Templste

Edit and Manage Information

Once your properties are in Portfolio
Manager, you can edit and updats them
using a template customized based on what
you want to do. For example, you may want
t0 upload energy bill data for muitiple:
properties or update use information

Create an Upload Template

Download the spreadsheet and save it to

your desktop

Carefully read the information in the

Instructions tab to avoid improper entry

errors

F G H

Add New Properties - Upload Template

This upload template will create new properties. This is just step one in setting up your propert(ies). If you want to set up your
properties entirely using spreadsheet uploads, you need to also "Add Meters to Exisiting Properties,” "Add Meter Bills to
Existing Meters,” and "Add Use Details."

Instructions:
1. Explanations for many column headers are available by clicking in that column.

2. Numeric values should NOT include any formulas or formatting such as commas (2,000 - 2000) or dollar signs ($100 >
100).

3. Items with pre-defined options (drop-down menu within cell when clicked) must use a value from the list. For best results,
select the option from the list, rather than typing it in.

4. Do not edit anything that has a grey background.

5. You must fill in the Properties tab. The rest of the tabs are optional, or conditionally optional. If you are filing out any other
tabs, you must copy the Property Names EXACTLY as you have entered them on the Properties tab

6. Fill in the Parking tab if you are not sub—metenng your parking (More:
hitp-//portfoliomanager. 4499/ Whatis-the-best-way-t

\ark-parking

7. If you have multiple Property Uses in your building (ex: Office and Retail), you can enter each Property Use on a separate
tow in the Uses tab. You can enter as many rows as you need in order to accurately represent your property. However, EPA
recommends you enlor a5 fow Proporly Uses as possibl. Sse ths FAQ for more inomalion

asp?deptiD=23010&task=knowledge&questionID=35540

. Double check your dita before uploading it. There is no "un-do" function!

Instructions | Properties | US or CA Federal Property Info | Property IDs | Uses | Parking | Swimming Pool | Wastewater Treatment Plant

27
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Properties: fill in the spreadsheet - tips

> Make sure to use the drop-down menu when available
> Do not make any changes to the format of the spreadsheet to avoid upload problems
> When filling in the fields, note that numeric values should not include any formulas or formatting

- y _ _ _ i — - - " Fichier ~ Accueil  Développeur  Insertion  Mise enpage  Formules  Données  Révision  Affichage  Aide
Fichier  Accueil Insertion Dessin  Mise enpage  Formules Données Révision  Affichage Développeur ~ Aide  Antidote P —
- i o« E o]
Calibri ~ 1 - Standard
X . A | = = . ab . — [1 .
E’Ij o Calibri ~ 1 v AT A = E’s}‘ e Standard ﬁ @ f/ Coller rs G 15 -lm.ltne § - opon o Mise en forme  Metire
v i = S ditionnell deta
Coller = === = ® <o o | Miseenforme Mettre sous forme Styles dd
v G I s~|H |aYA- E]: === v $ v % o0 | 5 conditionnelle v de tableau v cellules | |Presse-papiers & Pol 5} Nombre & Style
Presse-papiers S police [ Alignement [ Nombre [ Styles F2 S & || ac
F2 v F
c D E F G H |
Other
A B Cc D E F G State/Province | State/Province
Street Address 2 | City/Municipality County (Required for US| (Required for Non- | Postal Code |  Country
State/Province |Other State/Proy | ! (Optional) (Required) (Optional) or Canada) US-or-Canada) | (Required) | (Required,
Property Name Street Address Street Address 2 | City/Municipality County (Required for US | (Required for N § ac :
1 (Required) (Required) (Optional) (Required) (Optional) or Canada) US-or-Canad: ul RI
| sC
2 | -] 5 | 5
3 6 SK
— — ™
4 7| b
5 8 | T* v
9
6 0
7 1]
8 12|
9 13
10 | Instructions. US or CA Federal Property Info ‘ Property IDs. |Uses ‘ Parking swimming
44

[ 3
CA = California NOT Canada.
Enter the province
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Properties: fill in the spreadsheet - tips

: : o : You can record your
> The Property ID is not required but it is a good practice EWRB ID here

|

A B | Cc | M | P | U AG | AR | XK |
Custom ID 1 Name Custom ID 1 Valug, REALPag Energy
Property Name (Required (Reqiured if you (Reqiured if you I]ritish Columbia Benchynarking
if you want to add Property] wanttoaddone  want to add one| BOMA BESt Building CoStar Property LEED Canada rrografm Building| sal
1 1Ds) Custom ID) Custom ID) Building ID Benchmark BC ID 1D Project ID Ontario EWRB ID MName By
2
3_
4_
5_
a_
?_
8_
9_
10 |
11
12|
| Instructions. | Properties | US or CA Federal Property Info Property IDs Uses | Parking | Swimming Pool Wastewater Treatment Plant | @
SAVE S
ENER

POWER WHAT’S NEXT
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Properties: fill in the spreadsheet - tips m

S Parking: If it is submetered, exclude the parking energy and GFA from the total
energy and GFA of the building. If you CANNQOT, fill in the Parking tab.

Make sure to select the right parking type and
don't forget to fill all parking types with 0 if not applicable

A B ¢ D E ¢ G H ¢ J K
Open Parking Partially Enclosed | Partially Enclosed Completely Completely Encl
Open Parking | Open Parking | Lot Temporary | Partially Enclosed Parking Garage Parking Garage Completely Enclosed | Enclosed Parking Parking Garage
Property Name Use Name Lot Size Lot Units Value? (Y/N) |Parking Garage Size Units Temporary Value Parking Garage Size Garage Units Temporary Value

1 (Required) (Required) (Required) (Required) (Required) s (Requirad), (Required) (¥/N) (Required) (Required) (Required) (¥/N) (Required)
2 |Sample Office 1 Parking lot 1 100 Sq. M. MNo i 0 | Sqg. M. MNo 0 Sg. M. MNo
3 [ -
4]
5_
6
-

| Instructions | Properties | US or CA Federal Property Info | Property IDs | Uses | Parking | S{imming Pool | Wastewater Treatment Plant | @ [ »
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Before uploading... Double check your information

31

THERE IS NO UNDO FUNCTION

Changes must be made manually, or the property deleted and re-uploaded

Myportfolio  Sharing  Reporting Recognition

Upload and/or Update Multiple Properties

If you have a ot of properties to create or alot of bils to add. you may find it easier to upload the using a spreadshest rather than entering each property
‘manually or adding bills manually. Learn more below.

What do you want to upload? Add Properties
« Add new properties to my account - To get started, fillin this spreadsheet and upload it in You can create new properties in Portfolio
the box below. Manager, by filling in this spreadsheet,
« EditlUpload my existing properties - To do this. you will need to tell us which properties which requires basic property information,

including name. address, gross floor area
Property IDs, and Federal Information (if
applicable)

you want to update so we can create a custom template. Once you fil i this custom
template, you will upload itin the box below.

\&J Add Properties Template

Upload Spreadsheets Edit and Manage Informaf

When you are ready to upload your completed template (elther standard or custom), enter it here.
Procassing time could be affected by file size.

Type of Upload " (Add New Properties

Upload Template: * [(Chosirun fichier | Aucun fckier fhoisi — [(757)
Select "Browse” to locate the file or

computer and then select “Upload.”

properties or update use information
Create an Upload Template

This is a powerful feature. There is no “Undo." Be carefull

 Multiple submissions could resultin duplicate data being
added to your portfolio, praperty or meter. Please test this
feature with only a few properties first.

o Depending on intemet speeds, files larger than 2 M8 may
not be able to 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
spreadshests.

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

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:

- | Add New Properties ~ |

Chaoisir un fichier | Aucun fichier choisi Upload

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

This is a powerful feature. There is no "Undo.” Be careful!

o Multiple submissions could result in duplicate data being
added to your portfolio, property or meter. Please test this
feature with only a few properties first

o Depending on internet speeds, files larger than 2 MB may
not be able to 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

o Your spreadsheet must be in Microsoft Excel format. Please

use the templates provided or generated using Portfolio
Manager to upload or update your properties.

: SAVE.o
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Properties: uploading errors

Upload and/or Update Multiple Properties

manually er adding bills manually. Learn more below.

My Spreadsheet Uploads

The following spreadsheets have been uploaded to Portfolio Manager. Depending on the size of

If you hawve a lot of properties to create or a lot of bills to add, you may find it easier to upload them using a 5

If your spreadsheet fails to upload, the
entire spreadsheet fails so when you
upload it again there is no duplicate.

your spreadsheet, completing the upkoad to your portfolio may take a while.

] File Hame Type of Upload Date Status
2015-001-3018-Partfolioh i . ) o
O| anagerriox Mow Fropery | 4142021 020 &M | [0 5upcess
3015-001-3018-Partfolioh .
O anagerisx Mew Froperty | #114/2021 9:25 AM | @D Failed View Errors
VB N s
| 3818-001-3018-PortfolioM | | Property | 411472021 9:18 AM | [ Failed view Errors

anagerzlsx -

X Celete Selected Entries

Spreadsheet Upload Failure: 8018-001-3019-PortfolioManager.xIsx

Any errors causs the entire upload fo f3il. No changes have been made in Portfolic Manager based on this spreadshest

Date: 47142021
File Name: 8018-001-2018-PortfolioManager.xisx
Result: Failed

u Understanding Errors
Errors with your Upload

Office Ottawa
Please enter the square footage, units and temporary flag for partially enclosed parking on
sheet: 'Parking' at row 2.

There wiers armors with your spreadshest
upload that prevented it from being uploaded.
Pleass correct the errors and try uploading it
again. 'You may want to review the "Upload
Tips" 180 in the spreadshest.

Office Ottawa
Please enter the square footage, units and temporary flag for completely enclosed parking.

n Onc= you have resolved these errors in your spresdshest, wou will need to ugload & again.

Close

®ieso
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Creating multiple meters

Once you've created a new property
(or properties) create a custom upload

Create a Custom Upload Template

I you want to 3dd property use o mater information for multipie properties, you can o this by using n Exosl spreadshest. First t2ll us some information sbout
what yau are trying to upioad to Portioiio Manager so we can create a spreadshest tamplate for you to use. Then simply fill it in with your information and uplaad itt

Q Select the Task You are Performing

@ Add Meters to Existing Proparties

O Add Bills to Existing Maters (i.2., mater consumption information)

O Update Uss Datails for Existing Propertes e 5. Weskly Hours of Gparation, Number of Workers, atc.)

O Edit Basic Progerty Information for Existing Froperties (such 3s name and address)

©) select Properties to Include

*[(Gne Propery

| [Officz Ottawa

rmpemes

template

MyPortfolio  Sharing  Reporting _Recognition

Upload and/or Update Multiple Properties

I you have a ot of properties to create or a lot of bills to add, you may find it easier to upload them using a spreadsheet rather than entering each propery.
‘manually or adding bills manually. Leam more below.

Add Properties

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

What do you want to upload?

- Add new properties to my account - To get started, fil in this spreadshest and upload itin
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 fillin this custom
template, you will upload it in the box below.

\&J Add Properties Template

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

Edit and Manage Information

Once your properiies are in Portfolio
Manager, you can edit and update them
using a template customized based on what

Type of Upload: [ Please select type you want o do. For example, you may want
10 upload energy bill data for multiple:
Upload Template: Choisir un fichier | Aucun fichier choisi m

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

Create an Upload Template:

This is a powerful feature. There is no “Undo.” Be carefull

o Muliple submissions could result in duplicate data being
added 1o your portfalio, property or meter. Please test this
feature with only a few properties first

o Depending on internet speeds, files larger than 2 MB may
not be able 1o 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 vill not be able to upload any other
spreadsheets

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

o Select Detailed Information to Include

Meter Tyges:

n Warning - Don't Change Columns!

In ordar for your upload o work you cannot Add, Delste
or Re-Ordar columns in the custom spreadsheet. We
create the template based on your dats, and vie need 3
‘speciic format in erder for your upload to succesd.

n Creating New Properties?

IF you need to 3dd new properties, you do not nesd to
create 3 custom upload templste. You can add new
properiies liy or by using the Ag iy Excel
Iemelzie.

o Selecting Details

The choices provided bere correspond 1o the properiies

are looking for, take 2 ook at the property and make

Electric
purchased from the grid

How many meters {per property)? [T |

) genersted on site with my cwn solar panels

O generated on site with my own wind turbines

Matural Gas

a

Propane
Fuel Oil {No. 2)
Diesel

District Steam
District Hot Water

RO0OOO

How many meters (per property}?
District Chilled Water

O District Chilled Water - Absorption
District Chilled Water - Elestric

a

sure that the use or meter types are set up.

How many meters (per property)? [1 9

How many meters {per property?[1__|

O District Chilled Water - Engine
O District Chilled Water - ther
Fuel Gil {Na. 4)

Fuel il {No. § and Mo. 8)

Coal (anthracte)

Coal (bituminous})

Coke

Wood

Kerosane

Fusl Gil {Ne. 1)

ower[ ]

Oo0ooooooo

Municipally Supplied Potable Water

Indogr
Hew many meters (per propertyl? [t |

oo

Mixed Indoor'Outdoor

O Municipally Supplied Reciaimed Water

O Well Water

S —

Waste and Materials Meters

O Disposed Waste and Materials
[ Recycled Waste and Materials

O Denated/Reused Waste and Materials
O Composted Waste and Materials

reate & Download Template [

_,
i
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Creating multiple meters

Once you've created a new property
(or properties) create a custom meter upload

Create a Custom Upload Template

I you want to 3dd property use o mater information for multipie properties, you can o this by using n Exosl spreadshest. First t2ll us some information sbout
what yau are trying to upioad to Portioiio Manager so we can create a spreadshest tamplate for you to use. Then simply fill it in with your information and uplaad itt

Q Select the Task You are Performing

@ Add Meters to Existing Proparties

O Add Bills to Existing Maters (i.2., mater consumption information)

O Update Uss Datails for Existing Propertes e 5. Weskly Hours of Gparation, Number of Workers, atc.)

O Edit Basic Progerty Information for Existing Froperties (such 3s name and address)

©) select Properties to Include

*[(Gne Propery

| [Officz Ottawa

rmpemes

v\l

template

MyPortfolio  Sharing  Reporting _Recognition

Upload and/or Update Multiple Properties

I you have a ot of properties to create or a lot of bills to add, you may find it easier to upload them using a spreadsheet rather than entering each propery.
‘manually or adding bills manually. Leam more below.

Add Properties

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

What do you want to upload?

- Add new properties to my account - To get started, fil in this spreadshest and upload itin
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 fillin this custom
template, you will upload it in the box below.

\&J Add Properties Template

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

Edit and Manage Information

Once your properiies are in Portfolio
Manager, you can edit and update them
using a template customized based on what

Type of Upload: [ Please select type you want o do. For example, you may want
10 upload energy bill data for multiple:
Upload Template: Choisir un fichier | Aucun fichier choisi m

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

Create an Upload Template:

This is a powerful feature. There is no “Undo.” Be carefull

o Muliple submissions could result in duplicate data being
added 1o your portfalio, property or meter. Please test this
feature with only a few properties first

o Depending on internet speeds, files larger than 2 MB may
not be able 1o 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 vill not be able to upload any other
spreadsheets

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

o Select Detailed Information to Include

Meter Tyges:

Electric
purchased from the grid

How many meters {per property)? [T |

) genersted on site with my cwn solar panels

O generated on site with my own wind turbines

Matural Gas

a

How many meters (per property)? [1

Propane
Fuel Oil {No. 2)
Diesel

District Steam
District Hot Water

RO0OOO

How many meters (per property}?
District Chilled Water

O District Chilled Water - Absorption
District Chilled Water - Elestric

a

How many meters {per property?[1__|

O District Chilled Water - Engine
O District Chilled Water - ther
Fuel Gil {Na. 4)

Fuel il {No. § and Mo. 8)

Coal (anthracte)

Coal (bituminous})

Coke

Wood

Kerosane

Fusl Gil {Ne. 1)

ower[ ]

Oo0ooooooo

n Warning - Don't Change Columns!

In ordar for your upload o work you cannot Add, Delste
or Re-Ordar columns in the custom spreadsheet. We
create the template based on your dats, and vie need 3
‘speciic format in erder for your upload to succesd.

n Creating New Properties?

IF you need to 3dd new properties, you do not nesd to
create 3 custom upload templste. You can add new
properiies liy or by using the Ag iy Excel
Iemelzie.

o Selecting Details

The choices provided bere correspond 1o the properiies
you have selected in Step 2. If you den't see what you
are looking for. take  look at the property and make
sure that the use or meter types are set up.

Indoor

Outdoor

O Wel Water

Municioally Supplied Potable Water

How many meters (per properiy?[1___ |

Mixed IndooriQutdoor
O Municipally Supplied Reciaimed Water

™ —

Waste and Materials Meters

O Disposed Waste and Materials
[ Recycled Waste and Materials

O Denated/Reused Waste and Materizls
O Compaosted Wasts and Materials

9_

reate & Download Template
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Adding meters — spreadsheet tips

GA custom spreadsheet is created based on selected items — DO NOT add or remove a column

9 Download the spreadsheet and save on your desktop

eCarefuIIy read the Instructions tab to avoid improper entry errors

°Fi|l in the spreadsheet
°Upload to Portfolio Manager

Date Meter Became Active
The Date of the very first bill for
this meter (when the meter was
installed or became active).

Use either DD-MM-YYYY or MM-
DD-YYYY, to match your

Bulk or Metered?

At least one of your meters can be
entered as a bulk delivery (like
Propane).

Indicate for each meter if you want
to enter your bills as a "Bulk” delivery
with a delivery date, or "Metered”

Include in Property Metrics?
Meost meters should be included in
your Property Metrics (Score, EUI,
etc.). Sub-meters are an example of
what you would not include in
your property metrics,

Operating System’s date setting. with a Start and End date. f
h A
A B C |l E F G H | -\ J K / L
Portfolio Property Name Meter Type Meter Name Units = Date Meter In Use? Date Meter Became Inacti\@\ Bulk or Metered? | Include in Property 'om Meter ID
Manager ID (Pre (Pre-filled) (Pre-filled) (Required) (Required) Became Active | (Required) (Required, N (Required) Metrics? (Required) (Name (Required if
filled) (Required) if Meter NOT In Use) want to add one
1 Custom 1D}
2 | 15526843 Office Ottawa Electric - Grid Main Electric kWh (thousand W:01-11-2017 Yes Metered Yes
3 15526843 Office Ottawa Natural Gas Main Gas cm (cubic meters) 01-11-2017 Yes Metered Yes
4 15526843 Office Ottawa District Hot Water Main HW GJ 01-11-2017 Yes Metered Yes
5 | 15526843 Office Ottawa District Chilled Water - Electric Main CH GJ 01-11-2017 Yes Metered Yes
5_
rd
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Ad d i n m Iti I E bi I I S MyPortfolio Sharing Reporting  Recognition
g I Create a Custom Upload Template
I If you want to add property use or meter information for multiple properties, you can do this by using an Excel spreadsheet. First tell us some information about
O n Ce yo u Ve C reated th e m ete rs what you are trying to upload to Portfiolio Manager so we can create a spreadshest template for you to use. Then simply fill it in with your information and upload il
create a custom bill upload template @ setect the Task ou are Peroming [ i oot harg coms:
(O Add Meters to Existing Frogerties
MyPortfolio  Sharing Reporting  Recognition ) . o ) I arder for your uplaad ta wark you sannat 422, Deletz
| @ Add Bills to Existing Meters (Le.. meter consumption information) or Re-Order columns in the custom spreadshest We
B o ) craste the tempiste based on your dats, 5nd we need 3
Up|03d and/or U pdate Multiple Properlies (O Updats Use Details for Existing Properties (e.g. Weekly Hours of Operation, Number of Werkars, etz) specific farmat in order far your upload to sucosed.
If you have a lot of properties to create or a ot of bills to add, you may find it easier to upload them using a spreadshest rather than entering sach property. () Edit Basic Property Information for Existng Propertes (such 25 name and sddress)
manually or adding bills manually. Learn more below . .
a Creating New Properties?
What do you want to upload? Add Properties o Select Properties to Include If you nzsd to add new propriies, you do not nasd o
. y . i i - te & custom upload template. You can add new
= Add new properties to my account - To get started, fil in this spreadsheet and upload it in You can create new properties in Portfolio Fropertizs: * ores
the box below. Manager, by filing in this spreadsheet P [One Fropeny ~ | [Sffice Cttawa hd propertizs manually or by using the Add Property Sxcsl
= Edit/Upload my existing properties - To do this, you will need to tell us which properties which requires basic property information, Template.
youwant to update so we can create a custom template. Once you fllin this custom including name. address, gross floor area e
template, you will upload it in the box below. Proj Teﬂg‘ IDs, and Federal Information (if
applicable). . .
ppicacte) o Select Detailed Information to Include Selecting Details
8 add Properties Template a
Enargy Mater Slectric
Types: purchased from the grid The choices provided here commespond to the propertizs.
have selected in Step 2. If you don't se= what you
Upload Spreadsheets Edit and Manage Information ; i Ay you
P P 9 How mary bills for this type of meter (per progrty)? are looking for, take 3 look at the property and make
When you are ready to upload your completed template (sither standard or custom), enter it here. Onca your properties are in Portfolio M3 tstursl Gaz
Processing time could be affected by fle size Manager. you can edit and update them a sure: that the wse or meter types are set up.
N using a template customized based on what Hiw many bills for this type of meter (per property)?
Type of Upload [Please select type ~] you want to do. For example, you may want o
. to upload energy bill data for multiple: Diistrict Hot Water
Upload Template: Choisir un fichier | Aucun fichier choisi (U101 ) o dan ot ) )
Haow many bills for this type of meter (per property)?
Select "Browse” to locate the file on your R
computer and then select "Upload.” District Chilled Wter
District Chilled Water - Electric
This is a powerful feature. There is no "Undo.” Be carefull
How many bills for this type of meter (per prog 7
 Multiple submissians could result in duplicate data being ¥ ks {per propertyy
added to your portfolio, property or meter. Please test this
feature with only a few properies first Water Meter Municizally Supghed Potatis Water
< Depending on internet speeds. files larger than 2 MB may Types:
not be able to be successfully uploaded to the server before Ingoor
the session times out. Files near this size may take several g .
hours to process. While your spreadshaet upload is Haw many bills for this type of meter (per property)?
processing, you will not be able to upload any other
spreadsheets
 Your spreadsheet must be in Microsoft Excel format. Please - ance
use the templates provided or generated using Portfolio =
Manager to upload or update your properies.

i SAVE&
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Add bills — spreadsheet

ABC D | E |

F 1G] H L] 3 K|l L

EEEE

)

S

=
1=

Add Bills to Existing Meters - Upload Template

This upload template will update your properties' meters with new bills.

Instructions:

1. Some information has been provided for you on each tab (shown in italics, with a gray background.) This data is provided
only as a reference. Do not edit anything with a gray background. If you see something that is incorrect, you need to fix it in
Portfolio Manager.

2. You will see a tab corresponding to each meter type that you chose to update when creating this template.

3. Explanations for many column headers are available by clicking in that column.

4. Items with pre-defined options (drop-down menu within cell when clicked) must use a value from the list. For best results,
select the option from the list, rather than typing it in.

5. Double check your data before uploading it. There is no "un-do" function!

Uploading Instructions:

1. When you have completed your spreadsheet, save it to your computer.

2. Click the link at the bottom of the MyPortfolio page to "Upload and/or Update Multiple Properties".
3. Next to Type of Upload, select your file type.

4. Next to Upload Template, click Browse and select your file. Once certain it is the correct file, click the blue Upload button.

5. If the template is successfully uploaded you will see a success message. Large files may take some time to process. You
can check the status on the "Upload and/er Update Multiple Properties" page.

¥ |
I Instructions Add B\\Ist\ectr\':rty | Add Bills-Non Electric Add Bills-Water ‘ @

37

A custom spreadsheet is created
based on selected items (remember
do not add or remove columns)

Download the spreadsheet and save
on your desktop

Carefully read the Instructions tab to
avoid improper data entry errors

SAVE&
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Add bills — spreadsheet tips

0 Grey sections are pre-filled by Portfolio Manager. Do not change values!

0 Green sections are required. Double check entries!

e Blue sections are optional (cost) or required if green energy is consumed

Make sure that there is no gap or overlap in the date.
However, the data can be 0 (if you have no gas consumption
in summer, for example).

A B [} D E F G H | | J a
Meter Portfolio Manager
Meter ID Consumption ID D Property Name Meter Name Meter Type Start Date End Date Usage Meter Unit
1 (Pre-filled) (Pre-filled) (Pre-filled) (Pre-filled) (Pre-filled) (Pre-filled) Required Required Required (Pre-filled
Electric Grid Meter / H
Compteur électricité du LaSt entry In
2 | 101595273 4772215428 15176237 |Sample Office {Canada) réseau Electricity - Grid Purchase Last Bill 12/13/2015 1/11/2019 456769 kWh (thousand Watt-hours H
Electric Grid Meter /' Portfo"o Manager
Compteur électricité du Start Date
3| 101595273 15176237 |Sample Office (Canada) réseau Electricity - Grid Purchase The Start Date is the date Wh (thousand Watt-hours,
Electric Grid Meter / (XX/XX/XXXX) of the first day of
Compteur électricité du \ the billing cycle
4| 101595273 15176237 | Sample Office (Canada) réseau Electricity - Grid Purchase Wh (thousand Watt-hours,
Electric Grid Meter /' Use either DD-MM-YYYY or MM-
Compteur électricité du DD-YYYY, to match your =
0 . . . 0 0 ting System's dats tting. |
| Instructions | Add Bills-Electricity | Add Bills-Non Electric | @® B »
L@ Bhramétres d'affichage 318 LE] =1 1 + %0%
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Once again, before uploading...
DOUBLE CHECK YOUR INFORMATION

Upload Spreadsheets If the spreadsheet is uploaded twice, 2 sets of data
:;\;:igsy;t:i\:galri:n[:zgzltdobiplaﬁitysduL;%l;:pg\:iaztzdtemplate (either standard or custom), enter it here. for eaCh month W|I| be |n ESPM_ Manual removal
will be needed.

Type of Upload: . | Add Meters to Existing Properties - |

Upload Template “[ Chaisir un fichier | Aucun fichier choisi Upload
Select "Browse" to locate the file on your

computer and then select "Upload." If the spreadsheet is more than 2 MB, it will take
U ST e L o s [Pt HOURS. Split it into smaller spreadsheets to avoid

o Multiple submissions could result in duplicate data being

added to your portfolio, property or meter. Please test this u pload I ng prObIems "
feature with only a few properties first.

¢ Depending on internet speeds. files larger than 2 MB may
not be able to be successfully uploaded to the server before

the session times out. Files near this size may take several
hours to process. While your spreadshest upload is
processing, you will not be able to upload any other
spreadsheets

Keep it in Microsoft Excel format to avoid problems.
o Your spreadsheet must be in Microsoft Excel format. Please

use the templates provided or generated using Portfolio

Manager to upload or update your properties.

ENER

POWER WHAT’S NEXT
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Share Property Data

Sharing, viewing, reporting, and editing data with other Portfolio Manager Users

SAVE 5
E N E R S NEXTW

POWER WHAT"

o
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Sharing properties

Why?
> Give another user or more users access to your property to either:
- View % Process for Sharing
‘ Report 1. Connect with Others
° Edit 2. Share Properties
3. Manage Your Shared Properties
> Don't need to share a login to share data

> Can be shared with external stakeholders or external consultants

Once you share your property with others, they will see the property
on their home page.

SAVE&
ENERGY

POWER WHAT’S NEXT
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Sharing properties

42

Add a contact and send a
connection request by clicking
on Add Contact

Confirm you are connected to
the person you want to share
with on the Contacts page.
Your contacts have to accept
your sharing request.

@ ENERGY STAR®

=21 Portfoliol\Vlanager®

MyPortfolio

Sharing Reporting

Welcome Account | Notifications | ENERGY
Portfolio101: Setiings STAR

Recognition

Notifications

| Contacts | Relp | Sign
Out

You have

led your request to Stépl

Mayer. If this was a mistake, you can send another connection request.

l

My Contacts

accounts and sending a connection request

[SSESORRY . Coreact ] 121 ¢

Follow Us [ K3 ity @3

Bouthillette Parizeau
Architecture/Design Firm

Marc-Antoine Chenail (No Account)

I:I Search for new contacts

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

Add Contact

There are two ways to add a contact. First, search below o see if the contact you would like to add has a Portfolio Manager account. If you find the person, send a
Connaction Request, and when they accept the request, they will be added to your Contacts. Second, if the contact you would like to add does not have a Portfolio
Manager account, then you can create an entry within your personal contacts.

Find Contact in Portfolio Manager

Name |

Organization: |

Username: |

Email |

Add New Contact

RN Y Cancel

~ | Add New O

irst Name: |
Last Name: °
Job Title: |
Organization: *[ Select Organi
Country “[---select-- -

~

n Connecting with Other Users

If you think your contact already has an account in
Portfolio Manager, search for them. I you find the
person, send a Cannection Reguest, and if they accept
they will be added to your Contacls. You can easily
‘share your property, information with your contacts.

o Keeping Personal Contacts

If the contact you want to add does not have a Portiolio
Manager account, you can stil add them as your
personal contact

Organizing Personal Contacts by
Organization

Portfolio Manager requires that you select an
organization from your Contacts Book for each contact
If the organization you are looking fof is not here, you
must first add the new organization . After you add the
organization it will show up as an option for
"Organization”

% ieso
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Sharing properties

> Don't forget to look at your Notifications

&
' l ENEHGY STAR Welcome Accourg | Naﬁﬁcau'o-.sa EEMERGY | Contacts | Help | Sign
* Portfolio101: Setting ETAR Out
Notifications.
ihEﬂG‘\‘ST.lII
MyPartfolio Sharing Reporting Recognition
View All Notifications (2)
Incoming Requests (0) Outgoing Requests (1) Nofices (1)
X cancel i Clear
Type Motification & Date <« [
‘You have sent a connection request to Marc-Antoine Chenail. Once they have accapted the request, you will be able to share .
a2 Ve mar N request ansizoz1 | O
properties with Marc-Antoine Chenail.
=age|:|oﬂ e | o» 100 W View 1-1af1
X cancel i Clear

®ieso

Connecting Today.

Powering Tomorrow.

I

SAVE&
ENER

POWER WHAT’S NEXT



Sharing properties

Share one or more of your

- - ENEHGY STAH Welcome Amunl|Noﬁﬁca|jmsa|ENERGY | Contacts | Help | Sign

9 properties with your connected ..m.: = PortfolioMan ager e X
contacts and specify the level
Of access the Contacts Wi” be MyPortfolio Sharing . Reporting Recognition
granted tO VleW and/Or Edlt My Share?O)Properties Sharing Notifications (0)
your properties “fou have no new notifications.

F Share {or Edit Access to}
a Property

More Abo tSh in

Set Up Web Services!

Data Exchange No properties are :urrE tly shared between you and your contacts ari
you want o Ilaw othe pe pl t 0 View your prope rly

eI
e Your contacts must accept the e s =

sharing request to see the

ation n
i
n more

property On their account Follow Us l]nnm Contact Us | Privacy Palicy | Browser Recyirements | ENERGY STAR Buildings & Flants Website

SAVE&
ENERGY
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‘%leso
o
Pcwer ng Tomorrow.



MyPortfolio Sharing Reporting  Recognition

Share (or Edit Access to) Properties

Somatimes if's really impertant to be able to share your property with semeane else. Maybe they need to help menitor your property, enter energy information

(perhaps ically) or process for recognition. If this sounds like what you need, start out by selesting the propertyfies] that you'd like to share and
who you'd like to share with tham. I you have already shared properties. you can alse use this form to edit people’s access to your properties.

Select Properties n Sharing with Accounts
We'l get into the details of the level of access Iater. For now. which properties do you want  In order to share properties with others (sithar
te ghare andler edit access to? individuals or crganizations), you need to be
“connected” with them. To maka 3 connection, go to the
[One Property ~ | [office Ottawa bl “Contacts” page 2nd saarch for them Under “Add
Contact” or “Add Organization” {they need to have a
Fortfolic Manager acsount]. Onee you find them. send a
Select People {Accounts) “Connection” request. Vihen they acoept your
connection request. they wil show up an the list 1o the
Which paople (accounts) do you want to share these properties with (or modify thair left
current sccass ta)? The sccess for sach can be Giferent and youll be abie to specify that
on tha naxt page.
Select contacts from my contacts baok Exchanging Data with Web Service
" Providers?
Mare-Antaine Chenall (machenail) If you need fo share your property(ies) witn 2 Web
Stéphanie Mayer (Portfolio201) Service Provider or Utility. use the
Services/Dats Exchange’ page.
w Who gets to Share Forward?
hd Full Access - Automatically includes "Share Forward”
rights
To selzct muliple contacts, hold dewn your Control (CTRL) key and click on each salscrion. Only your Read Only - Automatically does NOT includs "Share
ted contacts sppear in this list Farward" rights
Custom - vou deoide. along with the individual
Choose Permissions permissions for property. meter. goals and recognition
pemissions.

If you anly need to choose one permission (because you are doing a single share or you
want to give the same permissions for sll of your shares). select "Bulk Sharing.” If you
need to assign differant parmissions, select the 2nd option.

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

" @ Bulk Sharing {"One-Size-Fits-All"} - | only nead to chooss ens permission (gither
becausa | am doing 3 Single share OR | want to choose the same permission for il of
my share requasts).

@ Read Only Ascess
O Full Acce
O Custom Accass (meters are all shared at the same level)
Exchange Data (
assign permit
below.)
O Remove Accass

ou can share in bulk for exchanging data here or you can
ons one by one for each property using the radio button

() Personalized Sharing & Exchange Data {"Custom Orders") - | nead to give
different permissions for different share requests, andior | need to give Exshange Dats

permission
Share Property(ies) B

45

Select Custom Access Permissions for Properties and Contacts Selected

Please select the permissions level you would like to grant for each item. If "Mone" is selected for all Hems, no share will .
occur.

ltem None Read Only Full

Access Access
Property Information (@] ® (@]
All Meter Information (@] (o] ®

Goals, Improvements, &

Checklists o o ®

Recognition (8] [C]
Additional Options:

Item Yes  No

*Share Forward
Allow the person {or people) selected to share the selected o) ®
properties with others and give them any permissions that
they have, including the right to share with more people.

About Permissions

Select parmizsions for 2ach
category. You must provids Read
Only or Full Access to the Property
Information to share a property.

Property Information
Includes access to everything on_

-

Apply Selection [[*=h{<3|

% ieso
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Sharing tab

You can manage and remove
contacts’ access to your
properties

46

ENEHGY STAR® Welcome Aocount | Notfications & | ENERGY | Contacts | Help | Sign
Out

ﬂhl PortfolluM a n a g e r Portfoliof01: Settngs SR

Sharing Reporting  Recognition

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

My Shared Properties Sharing Notifications {1)

(1 ) Cancel

Share {or Edit Access to) <" Office Ottaws - Sharing request sent to Marc-Antoine Chenai
o Clear
Set Up Web Services/
Data Exchange

Overview of Shared Properties Leam more about Sharing Propertes

By Contact By Property
- P Properties We -
Name Organization * Share Action
2oiitz Bouthillett= Parizeau 1 | want to... v

| want to...
View Contact's Permissions
Edit Contact's Permissions

Page|[T of 1 S

Remove Contact's Access to My Properies

n This table nepresenl; people with whom you share at least one propen}’ Enher becsuse you shared one with them, they shared one wth W Share Properties With Contact
another person’s property. For complete sharing informatior ing Report for your portfoio.

Contact Us | Privacy Policy | Browser Reguirements | ENERGY STAR Buildings & Planis Website

Follow Us [5J K3 ity 3

: SAVE 2
% ieso EAvE
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Set baselines, goals, and targets to plan energy
Improvements

Setting baseline targets for one or multiple properties

SAVE &
EHREHE’S N EXTW

.
®ieso
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Benchmarking

Recognizing
Achievements

Making a
Commitment

Evaluate
Performance and

Set Objectives

Create the
Action Plan

Assessing
Progress

Implement the
Action Plan

You are probably at this stage

s ;

ieso
Connecting Today.
Powering Tomorrow.

Energy and money savings happen here
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ENERGY

POWER WHAT'S NEXT



Set a baseline and/or target

Pz ENERGY STAR®

p

S Establish a baseline and target Myportolio || sharing
for ALL properties or

Properties (1)

‘ Add a Property

> Set different baselines and
targets for EACH property

Reporting

=2 PortfolioManager®

Recognition

Dashboard

View All Propertic

—>

Manage Portfolio

L8 Transfer ownership of a property that
you manage to another Portfolio
Manager user.

iﬂ Upload and/or 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
meter consumption data.

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

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

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

ENERGY

POWER WHAT’S NEXT

Connecting Today.
Powering Tomorrow.
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One baseline for all properties

Baselines

Water Baseline:

Waste Baseline:

Energy Baseline:

Set Baselines & Target for All Properties

‘You can establish the same performance baseline and target for all of your properties. Be careful! Selections|
have already made for your individual properties. Changes you make below will change all properties whei

have Full Access to Goals tab. If you prefer to set baselines and targets for each property individually, you can

"®

Select a baseline year: 2019 » /

nEase\ines are based on 12 complete months of property use and energy
consumption information. If one or more properties in your portfolic do not
have adequate information to support the date you pick, you will not be:
able to receive metrics for your baseline for those properties

®@ 0O

® 00O

Let Portfolio M ically set my b
Leave property-specific baselines as currently set

———

Select a baseline year: | Month - Year w
Let Portfolio M ically set my baseli
Leave property-specific baselines as currently set

\

Select a baseline year: | Menth v Year v
Let Portfolio Manager automatically set my baselines
Leave property-specific baselines as currently set

50

Last month in the timeframe =
Year Ending Date

Select the earliest full 12-month
period for each building

Leave the baseline set at the
property level for each property

: SAVE.o
® €SO | ENERBY
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One target for all properties

Energy Target

Target Metric:

Target Value

Leave property-specific targets as set ~

Leave property-specific targets as set
No Target

n Be Careful

Sefting bazelines and targets using this form will re-set
any fargeis or baselines you have set for your properiies
individually.

Target ENERGY STAR Scors
Targst % Better than Baseline Source EUI
Target % Better than Median

Save Baselines & Target [

Energy Target

51

Target Metric: " Target ENERGY STAR Score

=

Target Value: (1-100)

Save Baselines & Target QI;nceI

®ieso

Connecting Today.
Powering Tomorrow.
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Set different

aselines and targets for each property

Py ENERGY STAR®

= Portfaliol\lanager®

Welcome Account | Nofifications | ENERGY
Portfolio101: Settings
Notifications

MyPortfolio Sharing Reporting  Recognition
Properties (1) Dashboard Search b
Add a Prope!
| View All Properties (1} ~ | [ None ~|  Refre|
Add/Edit/Delete Groups Add/Edit/D > Views

Source EUI Trend (GJ/m?) Name

/ Change Metric 15176237

0
2010 2012 2014 2016 2018 2020

Refresh Chart

(Chart current as of
03/30/2021 01:05 PM GMT-
0400)

Sample Office (Canada)

: First ] Provous LREg] vext

52

Summary Details Energy

Water Waste & Materials Goals Design

Energy Performance =

(GJIm*)
=
I
g
Ey
o
S, s e
? Bazsline (Dec Current (Dec
2 2018) 2018)
M Source EUI
B site EUL

Generate & Download
Performance Documents for
this Property

wy Statement of Energy Perf
= (SEF)

"1 ENERGY STAR Scorecard

" Progress & Goals Report
*F1 Data Verification Chechist

*F1 Water Scorecard

Total Project Investment

$0.00

Metrics Comparison for Your Property & Your Target  # Change Time Period

Metric DecSl2NSiotemay yf | DecSTNBEreray ff | rargee | MocEm,
ENERGY STAR score(1-100) | 28 2 &0 )
Source EUNGIT) 2m 215 150 185

Site EUIGIM?) 119 128 080 08
Source Energy Use(GJ) 51487.2 55038.7 34375 42203.2
Site Enery Us=(GJ) 04035 126843 zp358 | 250820
Enargy Cosis) 525285 48 58252311 36285422 | 43124128
o= gng}E“‘ ssions(Metric | s4ap 5882 4178 4587

* T computs the metrics 3t the target and medisn levels of performance, we will use the fuel min associated with your
property’s current energy use.

Baselines & Targets

Baselines Target
Energy 12/31/20186 60
Water 12/31/2016 Mot Available
Waste/Materials 12/31/2018 Mot Available

SAVE&
ENERGY

POWER WHAT’S NEXT
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Specific baseline to a property

53

Last month of an available
12-month period

The drop-down menu will
only show the ending date
of full 12-month period

MyPortfolio Sharing Reporting  Recognition

Set Performance Baseline & Target

To establish a perfermance target, you must first set a baseline for comparison. Then, you can establish a performance target by either defining a target rating or a
target reduction (%). The energy use and costs displayed reflect required levels to meet either the target rating or percent reduction goal for this property.

Targets are not available at this time for water or waste/materials. however setting a baseline can still provide you with a starting point on which to evaluate your

property's progress

Baselines

Energy Baseline: @ Selecta baseline: | 12/31/2016 +
) -

T @::::x:i::ax:ﬁ
| 02282017

() Let Portfolio Manag 03/31/2017
04/30/2017
05/31/2017
06/30/2017
. 07/31/2017
Water Baseline: () Select a baseline: | gg/31/2017
@ Let Portfolio Manag 09/30/2017

1043172017
11/30/2017
) ) 120312017
Waste Baseline: (O Select a baseline: | 4343018
@ Let Portfolic Manag 02/28/2018

03/31/2018
04/30/2018
05/31/2018
06/30/2018

fods of 12 full months of energy
Imeters.

set my baselines

set my baselines

set my baselines

07i31/2018 ~

u Selecting Baselines

Abaseline is made up of 12 full calendar menths of use
information as well as meter entries (either energy,
water, or waste/materials). It is defined by selecting the
last month in the time frame (also know as the ear
Ending Date). Portfolio Manager can automatically
determine your baseline by calculating the earliest
eligible year ending date.

: SAVE.o
® €SO | ENERBY
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Specific target to a property

54

If not specified, it is the
earliest full 12-month period N

If not specified, it is the
latest full 12-month period

Energy Target

Energy Target Metric: *| Target ENERGY STAR Score ~

1-100 value
Save & Calculate Other Metrics

Select "Calculate Other Metrics” to refresh the table after making changes to
"Target Metric™ and "Target Value"

Energy Targst Value:

e e AL
ENERGY STAR score (1-100) 2 &0 50
Source EUI (G 201 215 150 165
Site EUI (Gim?) 119 128 0.89 0.92
Source Energy Use (GJ) 51,467 2 55,0387 384375 422032
Site Energy Use (GJ) 304035 32,6843 228258 | 250820
Energy Cost (5) 525 265 46 562.526.1 39265422 | 43134136
I?n‘:‘ gggefmi“i"“s (Metric 534.0 5082 2178 a58.7

Save Baselines & Target

Cancel

n About Design Targets

On this page you can set a target for your property to
track its progress after it has become operational. If your
property is still in the design stage. you can use the
design features to set design targets.

n If you are seeing "Not Available"...

The Current and Baseline mefrics (in the chart fo the
left) require 12 full months of energy consumption and
property use information. The Target metrics may also
require 12 months of data. Therefore, if you are seeing
Mot Available”, then there is not enough information
available to calculate these metrics. Update your meters
and/or property use information.

Bieso
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Create custom reporting templates

Create custom reports to share or track your performance with others outside of ESPM

Q i SAVES
) !gg‘gmday- ’ E N E R :
Powering Tomorrow. POWER WHAT’S NEXT



Create report or download your data

Why create a report?
> Show your building’s performance to stakeholders

> Track improvements

Why download your data?
> Backup data of all your properties
> Change of owners/management

Each time you generate a report or an Excel spreadsheet, make sure to save it on
your computer because it is not saved in your account.

oY SAVE.S)
3 !gg‘gmday- E N E R
Powering Tomorrow. POWER WHAT'S NEXT



MyPortfolio - Download your Entire Portfolio to Excel

Vﬁ ENERGY STAR®
et

MyPortfolio | Sharing  Reporting

Properties (2)

Add a Property

Source EUI Trend (GJim?)

# Grange etic

o
20 w1z e e e o

(Ghart surent 25

o D
=

Manage Portfolio

L8+ Transfer oumershio of 3 property that
nags to anothar Forfol
Mansger Cser

sndior ypdate multile
eries af onos using an Excel

meter conzumption dats.

#  Download your entire ortfaio o Excel
er et 3 usiom &

Set  portfolio bassline andior target to
heip messurs progress.

J4 4dd ssmole oropeties fo your acsount.
Up to five samol propertiss with gre-
populated data wil be added to your
portfola for testing purposes.

N5 PortfoliolVlanager®

Follow Us [ i @8 @

Weicome Account | Notiicaton|
Portiolist01: Sstings

Recognition

Dashboard

View All Propertes (2) ~ ] [Nene ~

Views

Offes Otaw
15828543

1516237

=] Provious JRER] v - IS

IManage Portfolio

1B# Transfer ownership of a property that
you manage to another Portfolio
Manager user.

Ly Upload and'or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This gan
be done to create new properties, add
usa detzils, create meters and add
meter consumption data.

% Download your entire porifolio to Excel
or create a custom download.

Set 3 porifolio baseline and'or target to
help measure progress.

This could take a while if you
have a lot of properties

A

| B | € D 3 F G H ! J K L M
i [My Portfolio: Stéphgnie Mayer
2_04/14/2021 02:10 PM EDT
3 |Total Properties: 2
B
o
Property Name Portfolio Manager D |Portfolio Manager Meter ID. Meter Name Meter Type Meter Consumption ID Start Date End Date Delivery Date Usage/Quantity Usage Units Cost ($) Estimation?

6

'sample Office Natural Gas / Gaz
7 |(canada) 15176237 101595272 naturel Natural Gas 4772215258 2016-01-01, 2016-01-31|Not Available 45299,05 em (cubic meters) 13833 No

‘Sample Office Natural Gas / Gaz

censetiz Enantle | (canada) 15176237 101595272 naturel Natural Gas 4772215259 2016-02-01 2016-02-23|Not Available 64516,82 cm (cubic meters) 20445 No

Sample Office Natural Gas / Gaz

o | No

sampole Office

ural Gas / Gaz

Properties. Property IDs Uses. Use Details Meters Aggregate Meter Info Meter Entries Energy Projects. Design Uses Design Use Details Design Ener Design Targets Targets And Baselines
P P ggreg gy Proj g 2 g oy 'g g g

Connecting Today.
Powering Tomorrow.
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MyPortfolio — custom download

Create a Custom Download

IManage Portfolio

LB+ Transfer ownership of a property that
you manage o ancther Porffolio
Manager uzar.

2] Upload andlor update multiple:
properties at once using an Excel
spreadshest if you are a pro. This can
be done to create new properties, add
use details, create meters and add
meter consumption data.

Set a porifolio baseline andlor target to
help messure progress.

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

58

Whether you have entered one year or ten years worth of data, you can export your raw data to Excel to ses it in one consoiidatad place. Take 2 look st an

sxamole Sownioad to get a feel for whatis included.

Us the form below 1o chocse exactly what dats you nesd to downioad.

Select Properties to Include

Properties: [ Muftiple Properties CAll select Properties JERCER IS

I your account contains mare than 1200 praperies, yau will at see an oal
smlct o than 1200 propectes f wse the cuzstor downia funcSanaly.

e What type of data do you want fo include?

[m]

[m]

Basic Property Information

Property IDs
Domniond progerty 101 e.g. Gusiorn 10, Starders 105}
Uses

Oomnlond whith

are al each propery (g Offce]

Use Detsils
Do e valses ertered for yaur s desit (e.g. Weekly Dperating Hears)

T - . unit meter e s,

Which type of meters do you want to download?

Energy

iater
WasteiMaterials
IT Energy

Piant Flow

ooooa

O Include individual meter data for any aggregate meters
Mater Entries
Dormnlos indéviual meter eriries yau have eniered,

Energy Frojects.
Oomnlos informatin sbaut erergy grsjects.

Design Datz
Dol e it ertered fo cach propesty

Terget and Baseline

ech propesty.

sekect ol in s st Please

ancel

o Download Size Limits

There is = limit of 50,000 rows of diata for
‘2ach spreadshest download. I you have
2lot of data, you may have to downlosd
your 8ata in batches instesd of il in one
e, Make selecions on the leftts se
the number of rows.

Select Properties

s ]
O | Name

Office Ottaws

Sample Offics (Canada)

Filter Properties (2)
Filter by Property Type

Office {2)

=+ Property Types  State/Province

Office oM

Office oN ilter by Construction Status

Filter by State/Province
Onitaaria (2)
Filter by Shared from

[0 None - My Properties (POA) (2)

SAVE&
ENERGY

POWER WHAT’S NEXT
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For a specific property

Summary Datalls Ensrgy

watsr ‘Wasta & Materials Coals Dasign

Meter Summary
4 Energy Meters Total
4-Used to Compute Metrics

Add A Meter

Current Energy Date
Mar 31, 2020

Enter Your Bills

Five Ways to Enter
Bill Data

1. Manual (Instructions hers)

2. Use our simpie spreadsheet on
the bottomn of each meter's
Manage Bills page) to upload or
Copy/Paste

3. Use our complex spresdshest
(muiltiple meters + muitiple
properies)

4. Hire an organization to
electronically enter your data

5. See F your utiity offers this senvice

Your Property is: Edit

@ ASingle Buiking
Part of 3 Building
A Campus of Multiple Buildings

You Are Tracking: Edit

Energy Use by Calendar Month (Not Weather Normalized) =

o
Oct'17 Lan*18 ApriE a8 Gct'ig

dan™a Apra Jultd Bettd Jam

& Elgctric - Grid 4 Dlafrict Chillad Water - Electric - Dietrict Hot Water

-+ Natural Gas

Meters - Used to Compute Metrics (4)

g =r Sclactions

iz 2= 3 Dagr=m
Name
Meteriy  * EnerEy Type
Aer . | Distio Ghilled Wister - Siectic
Msin Slectric )
Dazapess | Cleetne-Grid
Natursl Gas

Main HWV .
e District Hot Water

-

part Dats by Calen:

Add A Meter

MostRecent | InUse? .
Bill Date {Inactive Date)
0410112020 ez

04/01:2020 Yes

04/01/2020 Yes

04/01/2020 Yes

\& Downlozd Annusl Totals by heter

59

OR

MyPortfolio

Sharing Reporting

Office Ottawa

123 main, Ottawa, ON K1ADM2

Fortfofio Manager Propery ID: 15326842

‘Year Built 1080
# Edt
Summary jostalls Enargy ‘water

Recognition

# Crange Metric
Mot currently sigible for
= ENERGY T‘;R Score (1
Cartfication }
Current Score: 96
Baseline Score: 73
‘wasts & Matenai Goale Dazign

Refrech to see Source EUI Trend

# Change Matic
am me = aw

Metrics Summary

nstro

0ot 2018 (Enoray

wer 2000
E2csline) ey S rane @

. zo
7 56

a1.50%
54 nse
e 057

ngET2 170544

Data Quality Checker

Run a check far any 12-menth tme period to see if there are any possible erors
found with your data
Check for Possible Errors

Sharing this Property

More About Sharing

perty yet. Sharing can be helpful if you want to
ur property or help maintain or update iformatin
about it {=.g. proparty use details or mater dats). You may also want to consider
i "
pdate your

sharing with an o wh

meter informaticn. Le: exchanging data.

5 Copy Propemy | [fipe Transfer Owners!

SAVE&
ENERGY

POWER WHAT’S NEXT
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Reporting tab - analyze progress and performance

MyPortfolio Sharing Reporting | Recognition

Charts & Graphs ENERGY STAR
Performance Documents

Choose from preset |
chart & graph options

"% Statement of Energy Performanca {SEF)

-__ IlSSI;\IEEtEi'!IE"t of Energy Design Intent VieW a nd doWn |Oad
= .E;;bliﬁoatio' Checkist < pe rfo rma nce
e documents in PDF

"% ENERGY STAR Scorscard

Weathar Nomalized Source ELI

VI eW a nd use Sta nd a rd How much total primary fuel would be required by my properties, under average weather Th Water Scoracard
~

conditions?

reports \

My Custom Reporia ENERGY STAR Raports Create a New Template

; o Mame o] st = Acton \\ generate custom

Wster Performance Last Modified: 4/14/2021 10:37 AM |I_want1o... W | B re po rt te m p | ates i n

V|eW a nd use Custom / ™ | Parformancs Highlights Last Madified: 4/14/2021 553 AM [Twant1a. 2 Excel
report tem plates P | Eneray Perfomnance Generated: 4/13/2021 3:28 PM [Twantio.. v
™ | Waste Ferdormance Last Modified: 4/13/2021 225 FM [Twantto... ]
™ | ENERGY STAR Cerification Status Last Madified: 4/12/2021 1:18 FM [Iwantio... Tl
™ | Emissions Perfomancs Last Madified: 4/13/2021 248 A [Twantto... ]

SAVE&
ENERGY

POWER WHAT’S NEXT
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Connecting Today.
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Reporting tab — my custom reports

Create a new report template to:
My Custom Rsports  ENERGY STAR Reports

-« Generate a custom report

& MName ®  Status «  Action

- Share your template

Mo Custom Reports Available
- Request data from others

D = Hesd help with youwr ciatelocal ordinanes repart? Seo gur 5page guide: How b respand o data rmouests v Pordfolis Manager and cur FAD wih 3 Ink o each oy program.
= Qaneratad reports will only ba avallable for B0 daye. Afer Bt time you just need o “gerembte” a rew mpod o popuats your lemplale with data

Key

EMERGY STAR Report % Report Being Processed =] Unpublished Dats Request {Outgoing) . .
- : - | —Report icons explained
@ Custom Report Templatz @ Reporn Successfully Genersted f=1 Publizhed Data Request (Outgaing)
E: Data Request (Incoming) G Response to 3 Oata Regues: —ﬂchjﬁeﬂ Diata Request (Outgoing)

SAVE&
ENERGY

POWER WHAT’S NEXT




Create a report template

As you create and
save your
templates, they
will appear in the

Templates & |
Reports section. A
unique name will

help to find and
use your
templates.

Property(ies):

« One
 Multiple

1 Information & Metrics: * BEEEEIL GO ELLLEY DL EY  Selected ltems: 4

MyPortfolio Sharing Reporting Recognition

Create a Report Template

Report templates provide you with an easy way to regularly access information and metrics. You can regularly prepare reports
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that you cr|
similar needs with their properties.

o Name Your Template
—
Name: * [Template Test 1

Please provide a unigue name for this template

o Select Timeframe

Timeframe: * | Gurrent Year v | for:| Energy v |

0 Each property must have 12 full months of data for metrics o be calculated. If metrict 0t be calculated, "N/A” will be
displayed in your report. Pick the last day of the 12 month period that you want.
o Select Properties
~]

~ ‘ | Office Ottawa

Properties:| One Property

ect Information & Metrics

Save Template [N

« All

Timeframe:

« Current year

- Baseline year

« Current vs Baseline
« Single year

« Compare two years
- Date range

Energy, Water, OR
Waste

®ieso | ENERY

Powering Tomorrow. POWER WHAT’S NEXT



Select information & metrics

> More than 1,680 different choices of
information or metrics to select from
— you can download the full list.

Select Information & Metrics

Property Information
Property ID Numbers.
Property Use Details

Meter Information

> 50 maximum per template, including
the 4 preselected ones (Property
Name and IDs).

O National
O National
O National

Energy Use by Fuel Source

Data Accuracy

Energy Performance Metrics -

Water Performance Metrics
Waste Performance Metrics

Cost Performance Metrics.

> Data accuracy = useful to check more
than 1 building at the same time
(Alert and Temporary, Estimated or
Default Data Flag).

> You can choose the position you want —
to see the metrics by moving them.

Greenhouse Gas Emissions
Renewable Energy & Green Power

ENERGY STAR Certification

ion & Metrics I Selected items:

M Weather

Selected items: 4 of 50 maximum (View Selection and Order)

[0 Energy Baseline Date

Select Information & Metrics

Property Information
Property ID Numbers
Property Use Details

Meter Information

Energy Use by Fuel Source
Data Accuracy

Energy Performance Metrics
Water Performance Metrics
Waste Performance Metrics
Cost Performance Metrics
Greenhouse Gas Emissions
Renewable Energy & Green Power

ENERGY STAR Certification

1

\&y Download Full List of Information & Metrics

Selected items” 10 of 50 maximum ..

Property Name
Parent Property Name
Portfolio Manager Property 1D
Portfolio Manager Parent Property ID
Default Values
Temporary Values
Data Quality Checker Run?
Data Quality Checker - Date Run
Alert - Gross Floor Area is 0 fi2
Alert - Energy Meter has gaps

4

3

Selected items: 10 of 50 maximum LISV NY Cancel

SAVES
ENERGY

POWER WHAT’S NEXT
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My custom report
@Step 1- Generate new report

My Custom Reports ENERGY STAR Reports.

QStep 2 — View or Download the report

Create a New Template

@) Your new report(s) has been generated

+ Name +  Status

—
¢ | Template Test 1 %Generﬁted: 41152021 2:47 PM

& | Template Test 2 Last Modified: 4/15/2021 11:15 AM

First | revious EERRR] Wt

/]

* Need help with your stateflocal ordinance report? See our 5-page guide: How o resoond to dsts requasts in Partfaiic Manager and our FAQ with a link to &
« Generated reports will only be available for 80 days. After that time you just nead to "ganerate”  new report ta populate your template with dats

- Action
[Twantto v
| 1want to. |
I 'want fo.

Generate New Report

Edit this Template

Share this Template

Request Data using this Template
Delete this Template

ach city program.

My Custom Reports ENERGY STAR Reports

Create a New

[ @) Your new report(s) has been generated

& Name & Status

T Tempiate Test 2 [E2) Generated: 41152021 222 P

T Tempiate Test | [ Generated: 411572021 247 P

| Previous LEILRRuRY Next § Last |

B . eed help with your statefiocal ordinance report? See our 5 page puide: How to respand to datz requests in Portii

View Current Report

Download Current Report in Excel
Downiload Current Report in XML
Generate New Report

Edit this Template

Share this Template

Request Data using this Template
Delete this Template

T
+ Generated reports will only be available for 80 days. Atierthat fime you just need to "generate" 2 new repert to populate your template with d2ta.

You can : Generate a new report, Share this template, Request data using template

64
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My custom report — share this template

o]
r N ENERGY STAR' Welcome Account | Notifications | ENERGY | Contacts | Help | Sign
out

You need to have already connected with a PortfolloIVIanager -
Contact

MyPortfolio Sharing Reporting Recognition

When sharing:

Share Your Custom Report Template

Portfolie Manager allows you to share a copy of your custom report template with other individu

> The template that youlve Created Wi” direcﬂyrmtoyourconneciedcontadsaccoumsornave Portfolio Manager provide you with
show in their My Custom Reports tab.

he use Perifolio Manager. You can choose to create a copy
lc that you can give to people in order for them to copy the template

How would you like to share your report template?

> If they mOdIfy the data Or the template, £ Share template directly infp connected contact
it will have no effect on your original mg

0 Select the "Share Template” bution below in order to view the link.

template in your account. If you modify e ot e
your template, they will not see it either. Gl e o st

property with them. if you need fo collect
data about other people’s properties you

More About Sharing

2 unts. Templates

Sharing a report template creates an
independent copy of your custem report
template in another person's account.

the template into their own portfolio Manager account

> NO Communlcatlon between the tWO MyPortfolio Sharing Reporting | Recognition
templates.

N

The link to share your report template has been created:

FO”OU I hitps:/iportfoliomanager energystar govipmireportsfiemplate/3233300/share/89407653-Oaca-4d0i-863d fe6adbcTbea I

Please share this link with others in order for them to copy your report template into their ovn Portfolie Manager accounts. If they do not currently have an
account, they will be required to creale one before they can see the report template.
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Questions?

Feel free to contact me at
mpadvaiskas@bpa.ca

SAVE&
ENERGY
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Stay connected with tools and resources

- Virtual one-on-one coaching: post-webinar support intake form for
tailored support for organizations to manage energy resources
effectively

- Monthly bulletin: sign up to receive monthly training updates on all
Save on Energy training and support, new tools and resources

- Live training calendar: visit this page to easily register for upcoming
events and workshops

- Training and support webpage: visit this page to access all published
training and support materials

.
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https://forms.office.com/r/11Tu0btLgZ
http://eepurl.com/iGbDJM
https://saveonenergytraining.ca/
https://www.saveonenergy.ca/Training-and-Support

Thank you!

O Sign up for Save on Energy’s
quarterly business newsletters for
the latest program, resource and
event updates

SaveOnEnergy.ca/Training-and-Support

trainingandsupport@ieso.ca
X @SaveOnEnergyOnt

K] facebook.com/SaveOnEnergyOntario

Y] linkedin.com/showcase/
SaveOnEnergy-Ontario
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http://saveonenergy.ca/Training-and-Support%E2%80%8B
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