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Learning Objectives

In this session, you will learn about EPA’s ENERGY STAR Portfolio Manager tool

and how to:

e Edit property data

e Correct or update property use details
e Use the Data Quality Checker

e Share property data

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Portfolio Manager 101

If you’re brand new to using Portfolio Manager, these resources are a good

place to start:

e Portfolio Manager 101 webinar

e Portfolio Manager Quick Start Guide

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




How To

e Edit property data

e Correct or update property use details
e Use the Data Quality Checker

e Share property data

ENERGY STAR. The simple choice for energy efficiency.
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ENERGY STAR. The simple choice for energy efficiency.
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Edit Property — Basic Information

Summary Details Energy Water Waste & Materials | Goals | Design

Basic Information
Construction Status:

Test property that is cne single
building

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

Occupancy:

a5 m

Unigue Identifiers (IDs)

Portfolio Manager |D:
5041103

Custom IDs: None

Standard IDs: None

) You can salact from Portfolio
Meneger's Standard |Ds 1z provde
informatien to others in data
requesis. Or you can creste up to
thres Gustom IDs so that you can
cross referance your property in

other systems.
&

Additional Information

Federal Property:
Mot Set

Service & Product Providar:
Mone ([Eind a SPF)

Caution! Dalating your proparty is
permanant.

Property Uses and Use Detalls

. View as Disgram

[ Add Ansther Typa of Use

O Acd]

Mame Property Use Type I!I Tl Action
P Building Usa Office 100,000 2 | want to... &
Property GFA [Buildings): 100,000 (used to calculats EL

Property GFA (Parking]:

o

Property GFA by Use

) T add mutiple uses and buildings to this property, you can usa this
soreadshest template to upload your infoemation.

Property Notes

100 %

Use the following anea to kesp notes on your propery.

Property Type
Property Type - Salf-Selected:
Office & Edit

Propery Type - EPA Calculated:
Offica
) The EPA-Caloulated Proparty

Type iz used for your metrics.
Learn more about property types.

“ou have 1000 characters remenng for your notes.

ENERGY STAR. The simple choice for energy efficiency.
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Edit Property — Basic Information

PN ENERGY STAR® Welcome Account Seftings | Contacts | Help | Sian Out
@PortfnlinManager"“ M
MyPortfolio Sharing Planning Reporting
Edit Insurance Office

Address Information

Narme: | Insurance Office |

Country: “[United States |

Street Address: -| 5201 Blue Lagoon Dr |

City/Municipality: '| Adlington ‘

County: | |

State/Province: & | Virginia v

Postal Code: ) 20221 |
n Property Type Classification
The "Property Type defined by Portfolio Manager” was

5 fetermined by how you classified the uses that make
Property USE De':atl up the property. The primary function you entered may
*\What is the primary function | Office - not match the property type defined by Portfolio
of your property? — Manager. It is not required that these match, You may
B S Office e tracking your property type differently. For example if
roperty type ne
Podiio Marsger: | ofoMousrcomtes vy b mitmo st tmums i |1 PSSR U O S O
hawe entered, If this type doesnt look correct to you, please edi your use 4
information. classify it as office. fyou are concerned about the

Fortfolio Manager determined property fype, you may

How many physical buildings = O None: My property is part of a building want to make adjustments to the uzes you entered or

do you consider part of your @ One: My property is a single building select a new primary function for the property.

poogenyz ) More than One: My property includes multiple buildings

T E—

ENERGY STAR. The simple choice for energy efficiency.
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Edit Property — Property Details

Additional Information

|s this property's data
mainiained by & Servica
-and Product Provider?

|s this & Federal Property
[ewned by any country?)

Property Details
" What is the primary function [ Offica #]

«of your property?

Property Type - EPA Office

GchulE"led: Partfolo Maneger consders your property 1o be this type based
on the uses you have entered. If th's type doesn't look comect to
you, please edit your use information.

How many pryscal * ) Mone: My property is part of a building

buildings do you consider = One: My propery is a single building

part of your propery? 1 More than One: My property includes multiple bulldings
Campus Guidancs)

How many?

Construction Status: * 0 Bwsting
) Design
w Test

Year Built: *[Her8

Gross Floor Area: 100,000
‘Groas Floor Area (GFA) s the total property floor ares, measwad
from the outside surface of the exterior walls of the bullding(s). Do
not including parking. Detalls on what to include.

Imgated Arsa: 0

Occupancy: ' %

® Mo
0 Yes

® No
0 Yes

Update Property sitt

n Property Type Classification

Tre " Property Type - EPA Calculated” was
detarmined oy how you classified the Property
\Uzes that make up the property. The Propery
Type you enterad may not maich the EPA
Caleuiated one, and that's ok, it doesn't have to.
‘Yiou may be tracking your property differently. For
example, fyou have a property that is 60%
office/d0% retall, you may clessy it as ratall, but
Portfolic Manager wil classify it as office. f you
are concemead abeut the ERA Calculated
Propeny Type, you may wan: to make
adjustments to the Proparty Uses you enterad or
select & new Propery Type.

ENERGY STAR. The simple

choice for energy efficiency.

ENERGY STAR




Tip: Defining Property Use Types

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

 Add additional property uses only if:
e Itis a property use that can get an ENERGY STAR score

e It accounts for more than 25% of the property's gross floor area
(GFA)
e |tis avacant/unoccupied Office or Medical Office (and is greater

than 10% of the property’s GFA)
* The hours of operation differ by more than 10 hours from the main

property use

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Example: Adding a Separate Property Use for Vacant Space

‘Summary Detalls Energy Water Waste & Materials J Goals | Design

Property Uses and Use Details

Basic Information H
Construction Status: . Miaw as Disgram | Add Ancther Type of Uzs (: m Sce nario
Tel_at properiy that i= one single N
building Mame Property Use Type AR Action
Area
Property GFA - Self-Reported:
100,000 Sq. FL. )
b Building Use Office 100,000 2 . AT .
Occupancy: _ Office Building with Gross
5% m Property GFA (Buildingsi: 100,000 {used to calculata EL
S T D Floor Area = 100,000 sq.
) Tz edd mu'tiple uses and buildings to this property, you can uss this ft
soreadsheet iemplate to upload your information. .

Unique Identifiers (IDs)

Portfolic Manager 1D:
5041103

Property GFA by Use = Property Type
Property Tepe - Sali-Selected:

Offce # gt Recently, 10,000 sq. ft.
Property Type - EPA Calculated:
Offcs became vacant.

Custom |IDs: Nona

Standard |Ds: None

) You can salact from Portfolio
Manzger's Standard 1Ds 1o provde
information to others in data
requests. Or you can creats up to
thres Custom IDa so that you can
cross reference your property in
other systems.

I The EPA-Calculated Property
Type i= used for your metrics.
Learn more about property Types.

== Click “Add” to add

Property Notes another use type
Additional Information Use the following erea to kesp notes on your propery. °
A : e (“Office”) to account for
Mot Set
arvice & Prochect Prokder vacant space.
Mone (Find a SPF) m

Caution! Deleting your property is
permanant.

“You have 1000 characters remammg for your notes.

ENERGY STAR. The simple choice for energy efficiency.
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Example: Adding a Separate Property Use for Vacant Space

Add Property Use For Eden Park Test Two

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

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

If you have restaurants, retail, or services (dry cleaners) within the Office, you s E nte r Ze ro fo r t h ese U se D eta i I S:

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

« Ifitis a Property Use Type that can get an ENERGY STAR Score (note: R G ross F I oor Area - O
« Ifit accounts for more than 25% of the property’s GFA . _
« Ifit is a vacant'unoccupied Office Wee kly O pe ratl ng H ours = 0

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

Number of Workers on Main Shift =0
Number of Computers =0

Mg

Name: |Vacant Office Space

7\
Property Use Detail //valus\ Current As Of ‘T.;EE‘“”
¥ Gross Floor Area ’ |[] \ Sq. Ft.[v| W g O
W Weekly Operating Hours Jo [] Use a default IW % O
# Number of Workers on Main Shift [o [] Use a default TS g O
# Number of Computers [o [] Use a default T EH O
Percent That Can Be Heated [ Use a default IW % O
 Percent That Can Be Cooled \\ [ Use adefault R B O
Nt

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

Save Use e

ENERGY STAR. The simple choice for energy efficiency.
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Example: Adding a Separate Property Use for Vacant Space

Summery | Detslls | Energy  Watar  Waste& Materials  Goals Design

Basic Information
Construction Status:

Test proparty that is one single
building

Praperty GFA - Self-Reported:
100,000 Sq. Ft.

Cecupancy:
85%

Unique Identifiers (IDs)

Portfolio Manager 1D:
54941103

Custom IDa: Mone

Standard IDs: Mone

) You can sesct from Porfolic
Manager's Standard 1Ds to provide
mformation 1o others in data

raguests. O you Can create up 1o
three Custom |Ds 50 that you can

cross reference your property in

otier sysiams.

Additional Inforrmation

Federal Property:
Noi Set

Service & Product Provider:
None (Find & SPF m

Property Uses and Use Details

w Type of Use

- \\
Name PropertyUse Type 722 FI%" Action ™N
J Building Use Offica 100,000 f# Iwant ta... ¥
P Vacant Office Use Offica 0t Iwant to... &

Property GFA (Buildings): 100,000 {used to calculate ELI A

\ Propary GFA [Parking): 0 /

— e

0 To acd multiple uses and bulldings 1o this propery, you can use this
spraadshest template 1o uplead your information.

Froperty Type

Property Type - Seff-Sescted:
Oiffice #° Edit

Property GFAby Use =

Property Type - EPA Calculated:
Offica

1) The ERA-Calculated Property
Type is usad for your maetrics.
Learn mare about property types.

100 ¥

Property Motes
Usa the folowing ares to ¥eap NOtes an your proparty.

ENERGY STAR. The simple choice for energy efficiency.

;f?
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How To

e Edit property data

e Correct or update property use details
e Use the Data Quality Checker

e Share property data

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Correct vs. Update

e If you need to make edits to your property use details, you can either

“Correct Mistakes” or “Update with New Information”
 “Correct Mistakes” changes a value that was entered in error

* No historical record of the old value will be kept or factored into

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

e Enter date as of which the new value took effect, so that the tool

can account for this when calculating “time-weighted” metrics

15

ENERGY STAR. The simple choice for energy efficiency.
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Edit Property — Update with New Information

Property Uses and Use Details
View as Diagram | Add Another Type of Use I~ m
Name Primary Function Gross Action
Scenario b Floor Area
10,000 sq. ft. b Building Use Office 100,000 ft2 | want to.. B
of space is
ted - Vacant Office Space Office 0 fi2 lwant to... -
vacate | want to__.
Property GFA (Buildings): 100,000 (used [ ormatic
View Update History
Property GFA (Buildings and Parking): 100,000 Correct Mistakes
Delete use

n To add multiple uses and buildings to this propery, you can use this spreadsheet
template to upload your informatian.

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Edit Property — Update with New Information

Update Property Use Details

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

Property Use Name™ " /3040t Office Space

Type of Use: Office

Temporary
Value

/ \ , >
# Gross Floor Area 0Sq Ft
(as of 01/01/1981) ( 10,000 q Ft < O
W Weekly Operating Hours 0 |— -
(as of 01/01/1981) ] Useadefault | | B O
# Number of Workers on Main Shift 0 li :
(as of 01/01/1951) (] Useadefault | | O

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

(as of 01/01/1981)

Detail Current Value Updated Value Current As Of

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

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

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

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Edit Property — Update with New Information

s.my[!l:armiulzw|m- Wasts & Materials | Goals | Design

Basic Information

Construction Status:
Test property that is one single
building

I Property GFA - Self-Raporte
100,000 Sq. Ft.

Ococupancy:
95%

Unigue Identifiers (1Ds)

Portfolio Manager |1D:
5941103

Custom [Da: None
Standard IDs: Mone

) You cen seect from Portolic
Manager's Standard 1Ds to provide
mformation 1o others in data
reguests. Or you can creale up o
three Gustom |De so that you can
croas refarence your propery in

oter SYETamE.

Additional Infarmation

Property Uses and Use Details

“ View e Diagram | A2a Another Type of Use $| m

MName Property Use Type Grnsul ey Action

P Buiding Use Offica 100,000 fi2 Iwant to... %
—

b Vacant Office Use Offica 10,000 fi2

I' Property GFA (Buildings): 110,000 jusad to calculaty ELI

opery

0 To add multiple uses and buildings 1o this property, you can use this
spreadshest termplate o upload your informetion.

Property GFAby Use = Froperty Type
Property Type - Seff-Selected:
Office /@

Property Type - EFA Calculated:
Crffice

) The EPA-Calculated Property
Type iz usad for your matrics.
Learn more sbaut proparty types.

100 %

Property Maotes
:E?;r: Property: Usa the followng area to <eep notes on your proparty.
Service & Product Provider:
Mone (Eind a SPF @

ENERGY STAR. The simple choice for energy efficiency.

;f?
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Edit Property — Update with New Information

Update Property Use Details

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

for details you aren't updating.

Property Use Name: * |0fﬁce

Type of Use: Office

Detail Current Value Updated Value Current As Of ;:::';""a'y

¢ Gros Floor s et & C Hm o

4 Weekly Operating Hours ?:5 of 01/01/1981) l— [] Use a default Ii ﬁ O

# Number of Workers on Main Shift ::soof 01/01/1881) [] Use a default B O

W Number of Computers :;soof 01/01/1981) [[] Use a default ﬁ U
Percent That Can Be Heated ?:s‘}ﬁfc&%ﬁﬁ 081) [] Use a default Ii ﬁ |

¥ Percent That Can Be Cooled ?2;;;31%‘1’;: e [] Use a default Ii a ]

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

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

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Edit Property — Update With New Information

Property Uses and Use Details

. View as Diagram |Add Another Type of Use | m

Updated

Name Property Use Type o5 FI9%"  action Gross Floor
Area
W Office Office 97 479 ft2 I wantto . v A
Value Current As Of Tempor,

W Gross Floor Area 90000 fiz 05/01/2018

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

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

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

W Vacant Space Office 252112 I want to.. | Updated
Value CurentAs  Temporary — Gross Floor
of ValueZ e
Area
W Gross Floor Area 10000 frz € 05/01/2018 No

20

ENERGY STAR. The simple choice for energy efficiency.
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Edit Property — Update With New Information

Summery | Detals | Energy  Water Waste & Materials  Goals Design

Basic Information

Construction Status:
Test property that is one single
ouilding

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

Oecupancy:

= e

Unique Identifiers (1Ds)

Portfolio Manager |D:
5441103

Custom |Da: None
Standard IDs: None

1) *iou can select from Portolic
*Manager's Standard 108 to provide
mformation to others in cata
raquests. Or you can create up 1o
three Gustem 1Ds so that you can
cross reference your property in

other SYsiams.

Additional Information

Faderal Froperty:
Nat Sat

Service & Product Provider:
Mone {Find & SPF) @

Property Uses and Use Details

“_ View e Disgram | A2z Anotner Tyze of Use $| m
Name Proparty Use Type ml Floor Action

P EBuilding Use Offica 0,000 fi= I want to... %
B Vacant Office Use Offica 10,000 fi

I
< Froperty GRA (Buildings): 100,000 ;used to calculate ELII; S

Propery GFA [Parkng): 0

) To add multiple uses and buildings o this property, you can use this
spreadshiest templata 1o uplead your informetion.

Property Type

Property Type - Seff-Seected:
Office # Edit

Property GFAby Use =

Property Type - ERA Calculated:
Office

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

Property Motes
Usa the folowng aree to <eep notes on your property.

ENERGY STAR. The simple choice for energy efficiency.

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

21



Edit Property — Correct Mistakes

Property Uses and Use Details
% View a5 Diagram | Add Another Type of Use ] m
Scenario Name Primary Function Gross Action
Floor Area
Incorrect sq.
ft. for vacant W Building Use Office 98,329 ft2 | want to._ B
Space .» Vacant Office Space Orffice 1.671 fi2 [ want to__. -
entered | want to._.
Property GFA (Buildings): 100,000 (used | Update with New Information
View Update Histo
Property GFA (Buildings and Parking): 100,000
| Delete use

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Edit Property — Correct Mistakes

History Log for Vacant Office Space

Below is a record of any details you have provided for this P[OWITY Use. These values represem how your PTOWI'IY Use has cnanged over time and are used to

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

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

# Gross Floor Area
Current As Of value EV";:E;” Revised By Revised Date
08/01/2015 B (to present) [20000] | [sq.Ft. [7] Eric Smith 10/16/2015
01/01/1085  ES (through 7/31/2015) 0 Sq. Ft. : | Eric Smith 10/16/2015

3 Delete Selected Enfries

w Weekly Operating Hours
[ | Current As Of value Tev’:f:fg;r’ Revised By Revised Date
[l o01/01/1985 [ (to present) b ] Eric Smith 10/16/2015

X Delete Selected Entries

W Number of Workers on Main Shift
[] | CurrentAs Of Value mv’:m;r’ Revised By Revised Date
[ 01/011985  [#4 (to present) b ] Eric Smith 10/16/2015

X Delete Selected Entries Save Corrections .

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Edit Property — Correct Mistakes

Summery | ! Detsls | Energy | Water Wasts & Materials ~ Goals  Design

Basic Information
Construction Status:

Test property that is one single
building

@«m GFA - Self-Raportad:
Jo Sq. Ft.

Cocupancy:

= e

Unigue Identifiers (IDs)

Portfolioc Manager |D:
£941103

Custom D=: None

Standard IDs: None

) You can select from Porfolic
Manager's Standard 105 to provide
mifcrmation 1o others in data

requests. Or you can create up 1o
three Custom |Ds so that you can

cross reference your property in

other sysiams.

Additional Information

Federal Property:
hot Set

Service & Product Provider:
MNone (Find a SPF @

Property Uses and Use Details

. Wiew s Diagram | Aag Another Type of Use £ m
s Property Use Type 2% F19%" pction

- Building Use Offica 0,000 fi# Iwant to... H
P ‘Vacant Offica Use Offica 20000 §F | want ta... +

e
Q Property GFA (Buildings): 110,000 {usad to calculate EL 5

Propery GFA [Parkngl: 0

0 To add multiple uses and buildings 1o this propeny, you can use this
spreadsheet template 1o upload your informeticn.

Property Type

Proparty Type - Self-Seected:
Office # Edit

Property GFA by Use =

Property Type - EPA Calculated:
Cffice

) Thie EPA-Calculated Property
Type is used for your matrics.
Learn maore about proparty types.

100 %

Property Notes
IJsa the followng area to keep NOtEs on your property.

ENERGY STAR. The simple choice for energy efficiency.

;f?
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Edit Property — Correct Mistakes

History Log for Building Use

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

W Gross Floor Area

provide you with the most accurate metrics possible for your property for any time period. You can also correct any errors you find here. If you have a multi-building
property (campus), you need to update these Property Use Details in BOTH the parent and child properties.

Current As Of value / TE":;:L"S“' Revised By Revised Date
08/01/2015  [¥ (to presenD) |soooo | [sq.Ft. [~] Eric Smith 10/16/2015
01/01/1985 B8 (through 7/31/2015) 100000 sg. Ft. :| Eric Smith 10/16/2015

¥ Delete Selected Entries

# Weekly Operating Hours
Current As Of value Te";;ﬁf:;” Revised By Revised Date
08/01/2015 [ (fo present) Eric Smith 10/16/2015
01/01/1985 [ (through 7/31/2015) Eric Smith 10/16/2015

¥ Delete Selected Entries

W Number of Workers on Main Shift
Current As Of value Te":;ﬁf’;” Revised By Revised Date
08/01/2015  [EH (to present) 200 W
01/01/1985  EH} (through 7/31/2015) %c 115

ENERGY STAR. The simple choice for energy efficiency.

A

ENERGY STAR
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Edit Property — Correct Mistakes

Property Uses and Use Details

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

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Edit Property — Correct Mistakes

Summary Deatails _ Enargy Watar

Wasgte & Matarials Qoals Deaign

Basic Information

Property Uses and Use Details

Con chon Stat * Wigw as Diagram | Adg Another Tyoe of Use % m
Test property that is one single
building N Gross Floor
- : Property Use Type Action
@m GFA - Self-Reported: T i
IO e ——% Building Use Office 80,000 ¢ l'want ta... +
Cecupancy:
SE95 @ - ‘acant Office Use Odffica 20000 £+ | want bo... &
— E—
< Property GFA (Buildingsl: 100,000 fused to c;a]-:ula EUl)
Proparty o

Unigue Identifiers (IDs)

Portfolioc Manager 1D:
S841103

Custom IDs: None
Standard IDs=: Mone

) You can select from Portolic
tdanager's Standard IDs to provide
nformation 1o others in data
reguests. Or you Ccan creala up o
thrae Custemn |Ds =0 that you can
cross reference youwr property in

otfer EYEISMS.

Additional Information

Mot Saz

) To add multiple uses and buildings 1o this property, you can use this
spreadshest template 1o uplead your informetion.

Property GFA by Use =

100 %

Property Motes
e e [ pem e Usa tha folowng ares to ©eap Notes on your property.

Froperty Type

Proparty Type - Self-Seectad:
Office # Edit

Proparty Type - EP#A Calculated:
Office

I} The ERA-Calculated Property
Type iz usad for your metrics.
Learn maore about proparty types.

Service & Product Provider:
Mone {Find a SPP @

ENERGY STAR. The simple choice for energy efficiency.
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Correcting/Updating Properties with Multiple Buildings
(Campuses)

When you have a property set up as a campus (e.g., “child” buildings
that comprise a “parent” property), you will need to update/correct
use details at both the building and property levels.

If you make a change at the building level, it will not automatically “roll

up” to the property level

28
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Pop Quiz!

1.

2.

3.

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

a. Correct mistakes

b. Update with new information

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

a. Correct mistakes

b. Update with new information

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

a. True
b. False

ENERGY STAR. The simple choice for energy efficiency.
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Pop Quiz - Answers

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

the fO”OWing OptionS? An increase in building occupants is a meaningful
. change in a property use detail over time. You would
a. Correct mIStakeS want to treat this as an “update” so that Portfolio

: H - Manager can use the correct occupant count to
b. U pdate with new Informatlo n calculate metrics before and after the change.

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

the fOl lOWI ng optlons? Fixing a number you entered incorrectly doesn’t require
3 Correct mistakes a timestamp. You do not want the tool to use the

incorrect value; you just want to correct it.
b. Update with new information

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

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

. ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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How To

e Edit property data

e Correct or update property use details
e Use the Data Quality Checker

e Share property data

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Address Data Quality Alerts

e Portfolio Manager includes built-in features to help users input data
correctly, such as:
e Alerts
* Tips
e Easily accessible definitions

* Intended to help catch common data entry mistakes

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Gross Floor Area Alert

Summary | I' Details | Energy | Watar Wasts & Matarials Goals Daslign

Basic Information Property Uses and Use Detaills

Construction Status: ='= View a5 Diagrem | Add Anather Type of Use 4| m

Test property that is one single

building
Name Property Use Type Gross Floor A cti

~T" 1 Proparty GFA - Self-Reporis Area
CL_0008g. Fe . y

b Building Use Offica 100,000 % | | want to... N

Oecupancy:

85% m » Vacant Office Use 10,000 = | |wantto... 4]

(! Property GFA (Buildings): 110,000 E}Ed o calculate ELI)

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

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

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

ENERGY STAR. The simple choice for energy efficiency.
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Meter Data Alerts

Manage Bills (Meter Entries) for Supermarket A-1

You may select one of your meters to get s1arted. Or, if you are coming here from wour meter lis:, a meter may & ready be seected.

AL Electricity has an overiap where 09/01/2005 precedes 05/03/2008. Maase remove the overlap by adjusting the dates of your energy bills. For

help, see this FAQ.

AL Electricity has a gap of 35 days batween the dates of 11/30/2005 and 01/05/2008. Please close the gap by adjusting the dates of your energy

bills. For help, see this FAQ.

[ Electricity 2 Display Yearis): | [2006 %| [ Show Al Years |
Usage Gireen
Start Date End Date s o Cost ($) Estimation  © Last Updated
8/4/2015
o | 452008 §/3/2006 366,720 @ 2 2015

help, ses this FAQ.

AL Electricity has an overlap where 09/01/2005 precedes 05/08/2008. Plaase remove the overlap by adjusting the dates of your energy bills. Far

642015
o | 952005 9/30/2005 427020 o Q ol

642015
o | 1052008 10631/2005 365,840 = o ol

642015
o | 1142005 1143052005 384,960 o Q ol

AL EBeectricity hes a gap of 35 days between the dates of 11/30/2005 and 01/05/2006. Please close the gap by adjusting the dates of your
energy bills. For help, see this FAQ.

642015
o | 1552006 2732006 354,960 o a o

642015
| 2ar2006 62006 357,360 o o ol

ENERGY STAR. The simple choice for energy efficiency.
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Data Quality Checker

Summary Details Enargy Water Wasta & Materials | Goals | Daslgn
Motifications (0} Metrics Sumimary e Time Period
ou have no rew notfications. Dec2014 Mar2017
Metric {Enargy {Enargy Change
Bazaling) Current)
EMERGY STAR acore 1 1 0(0.036)
Property Profile [Changes coming Fall 2017) (1-100)
Thiz section will be deleted in the Fall of 2017, Sourca EUI (kBiwfid g11.1 Taro -84.1[-10.4%)
excapt for the property photos which will remain,
More information. Sita ELI {kBtwft® 326.4 263.4 -63.0[-18.3%)
" Create Profle Enargy Cost (§) 561,581_78 54D588.06 | -40883.72(-7.0%)
Total GHG Emissiona
Metrc Tons COZ2e) 35574 28414 -306.0(-11.8%)
Source EUI Trend (kBtu/ft?) Water Lise (&l Water
33738 32881 -145.8(-4.9%
o Sources) (kga) e
Total Waste ([Disposed _
-l-..__. end Diverted) Tore) B79.99 B34.75 43 24[-4.5%)
B0
Check for Possible Data Errors
5 Fun a check for any 12-month time period to see if there are any poss ble emors
found with your data.

2008 2008 2010 a2z 2014 2
‘ Check for Posslbla Errors ’

ENERGY STAR. The simple choice for energy efficiency.
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Data Quality Checker

MyPartfollo Sharing Reporting = Recognition

Data Quality Checker for City Hall

time period you run through the checker.

Select Timeframe & Run Checker

Each data check is based on 12 months of property use and bills (meter consumption) information.
To run the checker, select the manth and year and click the button to run (or re-run) the checker.

Year Endng (A +] [0+

Alerts for Year Ending on 08/31/2013

Congratulations! Based on the information you have provided for this property within the year
ending in 08/31/2013, no potential problems were found. You do not need to make any
revisions.

Save Check for this Period JeEl)

ENERGY STAR. The simple choice for energy efficiency.

The Data Quality Checker inspects the information you have entered for your property that corresponds to a 12 month period you select. It identifies irregularities in
the information and provides you with links to help you improve the guality of the information you have provided. Start by selecting a property in your account and
then tell us which time period you'd like to inspect. Then, we'll walk through any potential issues. When you are dane, you can save any explanations for each

u Why Run the Checker?

Checking the quality and completeness ofthe
information you have entered for your property provides
a more accurate picture of the energy efficiency of vour
property and what areas might need improvement.

u About Timeframes

All checks are based on one full calendar year of use
and meter information. The year ending date
represents the last day of the 12 month period. If you
have already run checks on period ending dates and
those dates are not showing up in this list, the use or
meter information has probably been edited and now
does not reflect a full year of informaticn.

ENERGY STAR




Pop Quiz!

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

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Pop Quiz!

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

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

= -

ENERGY STAR

ENERGY STAR. The simple choice for energy efficiency.




How To

e Edit property data

e Correct or update property use details
e Use the Data Quality Checker

e Share property data

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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3 Steps to Sharing Properties

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

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

3. Review shared properties on the Sharing tab

Note: You can reference the 5 minute video, “How to Share Properties in Portfolio Manager”

at www.energystar.gov/buildings/training as a refresher, if needed.

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Add and Connect with Contacts

| ENERGY STAR" e I A
=< Portfolio/Vlanager®
| - e —
=2 PortfolioManager®
e
My Contacts | J Soorch for new contacts

This is where you keep track of your contacts and/or organizations (.e. pecpe or companias associated with your properties such as Professional
Erginesrs, Registered Architects, or others with whom you share informastion). You can agd anyone as a coniact, regerdless of whether they have &
Portfalio Manager account and you can share your properties & reports with any of your esanected contacts. You can "connect’ to other Portfolic
Manager users by searching for their acoounts and sending a connection request.

] o oot A Grtct | A cranizton

Name #  Organization L]
Company on Main

I - - mpany

] Fieal Cstate Col on hain

(S | Dt

Follow Us [} it (D Contact Us | Privacy Policy | Browssr Requiraments | ENERGY STAR Buldngs & Plants Website

ENERGY STAR. The simple choice for energy efficiency.
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Find Contacts

MyPartfollo Sharing Reporting  Recognition

Add Contact

Thers are two ways 1o &dd & contact. Firss, search below to 3ee f the contact you wowd like 12 2dd has & Portfalio Manager account. I yau find the peraon,
gand & Connection Reguest, and when they accept the request, they will be added 1o your Contacts. Second, f the contact you would [4e to add does not
have a Porticlic Mangger account, then you can create an entry within your personal contacts.

Find Contact in Portfolio Manager ) connecting with Other Users

Search using any of the criteria below. If yiou think wour contact already has an sccount
in Portfclo Manager, ssarch for them. If you find

Name: Tarnala Rauter tha persen, send a Conrection Regues:, and if
they accept they w| ba edded to your Contacts.

Iranization: “ou can eas!ly shars your property Information

zaton: with your contacts,

Usernama:
u Keeping Personal Contacts

Emgil: If the contect you want to add does not have a
Ferolic Manager scoount, you can still add

Fancal themn as your personal contact,
ﬂ ' Oraanizina Personal Contacts by l

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Send Connection Request to Contact

MyFaortfollo Sharing Reporting  Recognition

Search Results

Your Search Criteria

Mame:

Oinganizetion:
Usernama:

Email Address:

o

Can't fird what you ara looking for? Try adjusting
your saarch criteria.

The results of your search are listed below. Clicking “Connect” wl send a reguest o the parson as«ing them to confirm your request to acd them as your
contact If they accept, you will ses them listed &5 a connected contact in your address book. If they do not accept, or have not accepted yeat, you will see
them as an unconnectad contact in your acdress book. Connecting with contacts wl ma<e 1 essier 1o share propery information within Portfolo Maneger.

£ Temela Reuter

Consultant with The Clark Group, LLC

Connact

Page |1

af 1

1-10oft

ENERGY STAR. The simple choice for energy efficiency.
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Connection Request Confirmed

ey ENERGY STAR®

== PortfolioManager”

Recognition

MyPaortfallo Sharing Reporting

—

‘Walcome gracevinsons: Account Settings | Contacts | Help | Sign Ot

A connection request has been sent to Tamela Reuter.

Z
<n \When Tamela eccepis your request, you w | be able 1o share

—

Search Results
The results of your search are ||

contact. If they accept, you will Flepnrting .

MyPortfolio |  Sharing

Recognition

them as an unconnecied contec)

‘ Properties (9)

Notifications (2) View All

T

Chid Propery
| have sant a conneciion reques: to Tamea Reuter. Onca thay Cancel
— = have accepted the reguest, you will be able 1o share properties with —
Temsala Reutar. Clear
Source EUI Trend (kBtu/H?)
el
Properties [8) [Count includes 1 child properties. Expand carats Add s Property
to wiew,
s - i

ENERGY STAR. The simple choice for energy efficiency.
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Contact Receives and Accepts Connection Request

MyPortfollo Sharing

Reporting.  Recognition

Properties (1)

Add a Property

Notifications (1)

MyPartfollo Sharing

Reporting  Recognition

i

4% Tamela Reuter would like to connect with you.

Properties (1)

Add a Property

Notifications (1)

Source EUI Trend (kBtu/ft2)

ENERGY STAR. The simple choice for energy efficiency.

I

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

You have accepted a connection request from Tamela Reuter . The connection has been made and
contact.

ENERGY STAR
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Connection Confirmed

MyPortfollo  Sharing

Reporting  Recognition

Properties (1)

Add a Property

Notifications (1)

=, | You are connected to Tamela Reuter.

ENERGY STAR. The simple choice for energy efficiency.
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Sharing Tab — Overview

MyPortfolio J Sharing Reporting  Recognition

My Shared Properties Sharing Notifications (0)
(0}

You have no new notifications.

‘ Shara (or Edit Accass to)

a Property

More About Sharing
M;L";m:ﬂ No proparties are currently shared between you and your contacts. Sharing can be heipful i n
g you want to allow other people to view your property or help maintain or update information

abaout it (e.g. property use details ar meter data). You may also want to consider sharing with
an organization who exchanges data to automatically update your meter information. Learn more

about exchanging data.

Download Sharing Raport

Follow Us [3 l] ‘ m Contact Us | Privacy Palicy | Browser Requirements | ENERGY STAR Buildings & Plants Website

ENERGY STAR. The simple choice for energy efficiency.
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Share Your Property: Multiple Properties

MyPortfollo

One Property

Multiple
Properties

All Properties

S

Sharing Reporting ' Recognition

Share (or Edit Access to) Properties

Select Properties

We'll get into the details of the level of access later. For now, which properties do you
want to share and/or edit access to?

' Select Properties .

Selected Properties: 0

|Mullip|e Properties

Select People (Accounts)

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

Select contacts from my contacts book:

DATA REQUESTER, ENERGY STAR
ENERGY STAR TRAINING, ENERGY

To select multiple contacts, hold down your Control {CTRL) key and click on each selection. Only your
connected contacis appear in this list.

Choose Permissions

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

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

Continue

ENERGY STAR. The simple choice for energy efficiency.

Cancel

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

=

n Sharing with Accounts

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

n Exchanging Data

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

wew Who gets to Share Forward?

Full Access - Automatically includes "Share Forward"
rights

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

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

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

b

48
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Share Your Property: Multiple Properties

Select Properties

Name Primary Function . .
Filter Properties (3)

Filter by Group (Create New Groug)

Bank Branch

Kids Daycare Pre-school/Daycare e —
@ Group 2 (2)

Office 1 Office

Filter by Primary Function

Selected Properties: 0 (View Selection) () Bank Branch (1)
(w] Office (1)
[} Pre-schooliDaycare (1)

Filter by Construction Status

[} Existing (2}
[ Project (1)

Filter by State/Province

) District of Columbia (D.CJ (1)
[} North Garoiin (1)

[ Vieginia [1) Select Properties

Name

Primary Function % State/Province

Filter Properties (3)

Big Bank Bank Branch va Filter by Group (Crsate tew Grous)
Office 1 Office DC () Groun 1(1)
@ Grouwn2@)
Apply Selection JeElL] Selected Properties: 0 [View Selection) Filter by Primary Function

() Bank Branch (1)
[ Office (1)
() Pre-schooliDaycare (1)

Filter by Construction Status

[ Existing 2)
) Projectin)

Filter by State/Province
) District of Columbia (0. (1)
[ Nerth Garolina {1}

[ Virginia (1)

T e

ENERGY STAR. The simple choice for energy efficienc
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Choose Permissions — Option 1

Choose Permissions

o 'E} If you only need to choose one permission (because you are doing a single share or you
o, want to give the same permissions for all of your shares), select "Bulk Sharing." If you
o3 need to assign different permissions or share with Data Exchange providers, select the
2nd option.

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

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

@ Read Only Access
(O Full Access
(O Custom Access (meters are all shared at the same level)

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

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

permission.
Share Property(ies) e

ENERGY STAR. The simple choice for energy efficiency.

NERGY STA
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Choose Permissions — Option 2

Choose Permissions

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

* () Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either
because | am doing a single share OR | want to choose the same permission for all of
my share requests).

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

different permissiens for differant share requests, and/or | need to give Exchange Data
permission.

MyPortfollo Sharing Reporting Recognitlon

Share Your Property(ies) wew Who gets to Share Forward?

To finish up, tell us what type of access the people you have selected should have for each of the i . . .

properties that you have selected. The option to exchange data is only available for authorized accounts. Full Access - Automatically includes "Share Forward
rights
Read Only - Automatically does NOT include "Share

Select Permissions for Each Contact Forward" rights
'ﬁ} Custom - You decide, along with the individual
o The access levels you select do not have to be the same for each property or each permissions for property, meter, goals and recognition
& person. permissions.

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

CIICk arrOW tO Sort by: | Property Name
ShOW/hlde Read Only
e e Name (D) "Dom Access Full %""955 Custom Access | Exchange Data
permission O
o ptiOnS 23 main street (4104902)
ENERGY STAR TRAINING ENERGY STAR
TRAINING o © ® o
c h Main Street Hospital (4101387)
oose e BRET 5 [ AR TRAINING ENERGY STAR
permissions A - 5 - .
—
[r——

ENERGY STAR. The simple choice for energy efficiency.
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Sharing Notifications Appear in Both Accounts

MyPortfollo  Sharing Reporting  Recognition
User who shares a

property receives a

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. Ifyou edited access to current permissions, the edits have been made, no acceptance is required.

notification I
My Shared Properties Sidnploate s s
-‘:R\ ; Hotel Building 1 - Sharing request sent to ENERGY STAR TRAINING Cancel Clear

Shars (or Edit 1 ENERGY STAR TRAINING
Taperty

aP

Set Up Web Services'
Data Exchange

Download Sharing Report

MyPortfolle  Sharl Repartl Recagnition
User with whom a ng P %

property |s.shared My Shared Properties
also receives a (1)

notification

Set Up Web Services/
Data Exchange
Download Sharing Report

Sharing Notifications (1)

=+ Htel Building 1 - Shared from Andrew Schulte (Full Access) | Accept | Reject

ENERGY STAR. The simple choice for energy efficiency.




Edit/Update Sharing Permissions

MyPortfollo Sharing Reporting  Recognition

Sharing Notifications (0)

My Shared Properties

(3)
Share (or Edit Access to)
a Proparty
Sat Up Wab Sarvicesa'
Data Exchange

You have no new notifications.

Download Sharing Report

Overview of Shared Properties Leamn more about Sharing Properties

By Contact By Property
Owned By (PDA): |Anyone Shared By: In Group: | All Properties v [ |
. | My . | Property Data . Can|l Share " # of People .
 — Permissions ° | Administrator ® With Others? °  With Access * Action
Property Data ICF International
. perty Data
123 main street e Ee— (ENERGY STAR Yes 2 [l want to... v
- TRAINING)
Property Data ICF International
Property Data
Sample Office e —— (ENERGY STAR Yes 2 [l want to... [v]
- TRAINING)
Property Data ICF International
Property Data
Sample Supermarket [ e— (ENERGY STAR Yes 3 [l want to... [v]
- TRAINING)
14 | <a Fagel:lo” [ el ‘ View 1-30of 3
This table represents properties in the portfolio that you have shared with others, or that others have shared with you. For complete sharing information, download the Sharing
Report for your portfolio.

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR




Sharing Rules: Granting and Editing Access

Ability to Edit Share Permissions

Property Data
Administrator

Can edit anyone’s sharing permissions

Can edit anyone’s sharing permissions except for

Full A -
HITACCESS the Property Data Administrator
Read Only Cannot edit anyone’s access
Can only edit sharing permissions for those people
Custom Y &P PEOP

with whom they directly shared

Can only edit sharing permissions for those people

SETENEe DEiE with whom they directly shared

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

. ENERGY STAR. The simple choice for energy efficiency.
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Share Forward

Full Access

* Always includes the ability to share forward

Read Only Access

e Never includes the ability to share forward

Custom Access
e Ability to share forward is an optional right

* You choose if you want people to share forward

Exchange Data
e Ability to share forward is an optional right

* You choose if you want people to share forward

ENERGY STAR. The simple choice for energy efficiency.
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Transfer Ownership

MyPortfollo  Sharing  Reporting  Recognitlon

Supermarket A-1 Not eligible 10 appiy for Weather-Normalized
S ENEAGY STAR Source EUI (kBtu/fi?)

1214 Main Street, Arlington, VA 22201 | Map It Certification

Portfolio Manager Property ID: 4437651 = Primarily: Supermarket/Grocery Current EUI: N/A

Store —_

Year Built:1991

Baseline EUL:  N/A

Summary Details Meters Goals Design
Notifications (0) Metrics Summary
You have no new notifications. Baseline (Not Current (Not
st Available) Available) Change
ENERGY STAR score [1-100) Mot Available Mot Available A
Source EUI (kBtu/f?) Mot Available Mot Available NA
Property Profile Site EUI {kBtu/fts) Mot Available Not Available WA

unless you would like to track performance separately. This will enly be
possible if you have your buildings metered individually. Also keep in mind that
if you enter individual buildings, you will still need to keep use and meter
information about the property as a whole up to date in order to receive
accurate metrics about your property (and, in some cases, to apply for the
ENERGY STAR). Learn more about tracking multi-building properties.

2004 2008 2008 2010 2012 2014 . ;
Sharing this Property

More About Sharing

You haven't shared your property yet. Sharing can be helpful if you want to
allow other people to view your property or help maintain or update
information about it (2.g. property use details or meter data). You may also
want to consider sharing with an organization who exchanges data to
autormatically update your meter information. Learn more about exchanging
data.

1@’ Transfer Ownership ownload Property to Excel

ENERGY STAR. The simple choice for energy efficiency.




Transfer Ownership

h ENEHGY STAH‘E Welcome facclolos: Account Settings | Contacts | Help | Sign Out

<2 PortfolioManager®

MyPortfollo  Sharing Reporting  Recagnition
Transfer Ownership of Your Property

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

o Property to Transfer: Supermarket A-1

e Select Person (Account) to Transfer to

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

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

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

Transfer Property e

ENERGY STAR. The simple choice for energy efficiency.
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Pop Quiz!

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

a. Tlrue
b. False

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

a. True

b. False

ENERGY STAR. The simple choice for energy efficiency.
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Pop Quiz!

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

a. True

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

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

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

= -

ENERGY STAR
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Recap

e Inthis training, we learned how to:
e Edit property data
e Correct or update property use details
e Use the Data Quality Checker
e Share property data

ENERGY STAR. The simple choice for energy efficiency.
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Portfolio Manager Help Page

=2 Portfolio/\lanager®

MyPortfolio Sharing Planning Reporting  Recognition

Portfolio Manager Help

Learn More about Portfolio Manager Take or View a Training
Get fact sheets, quick reference guides Sign up for a session or view a
and other information about how the recording on a wide variety of topics.

toal works.

Search the Knowledge Base Ask a Question D"’BEH':!‘"

Browsa or search our Freguently Asked Send & question or comment to our
Questions. staff.

Check the Glossary Web Service Documentation

Look up terms used throughout If you exchange data via web sarvices,
Portfolio Manager. check out the documentation ar get

amail updates.

Don't forget, we're out there with you! Network with us and other folks wha are using Portfolia Manager.

n Like us on Facebook Q Follow Us an Twitter u View Our YouTube Channel

ENERGY STAR. The simple choice for energy efficiency.

e ENERGY STAR® Welcom °

—nﬂ_wﬂﬂs-aﬂisl

Technical References

Are you into the math of it all? Learn more
about how Portfalio Manager calculates
metrics.

'ﬁ Source Energy

'ﬁ Greenhouse Gas Emissions

'ﬁ ENERGY STAR Scare

[ Deta'ed descriptions for indivicual property
types are ava able in English at:

www.energystar. gow'ScoraDetails. Franch
documents for Canadian mode's anly are
avallable by contacting info.serviceas@nnzan-
IMEAn.Je.ca.

National Median

'ﬁ LS Mational Madian
'ﬁ Canadian National Median

=Y Accounting for Climate & Weather
=% Green Power

%) Thermal Conversion Factors

%) Negative Energy Consumption

Gat more documentation on the EMERGY STAR
wabsite.

ENERGY STAR
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Extra Help

Visit www.energystar.gov/buildingshelp
— Expanded list of FAQs

— Online form to submit technical questions or comments

Additional Portfolio Manager training resources available at:

www.energystar.gov/buildings/training

— Step-by-step documents (PDF)
— Access to recorded trainings
— Information on upcoming trainings

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

Portfolio Manager Technical Reference Series:

http://www.energystar.gov/index.cfm?c=evaluate performance.bus portf

oliomanager model tech desc

ENERGY STAR. The simple choice for energy efficiency. '
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http://www.energystar.gov/buildingshelp
http://www.energystar.gov/buildings/training
http://esbuildings.webex.com/
http://www.energystar.gov/index.cfm?c=evaluate_performance.bus_portfoliomanager_model_tech_desc

Thank you for attending!

Questions?

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

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

ENERGY STAR. The simple choice for energy efficiency.
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