Welcome! We will begin shortly

* Login or Audio Troubles
— Please type questions in chat window for help.

— If you cannot hear the audio through the computer, you can listen in by
calling: US/Canada Toll 1-650-479-3207 (access code 127 833 7143 #).

* Polls
— Today’s webinar includes a few interactive polls, including one that is open
now (accessible on the right side of your screen under “Polling”). Please take
a moment to provide your input!
« Questions
— There will be a Q&A session at the end of the presentation.
— Submit questions to the organizer and panelists via chat to “Host.”
* Presentation Slides & Recording
— Presentation slides will be sent to all participants.
— This session will be recorded, however the Q&A session will not be included
in the recording. A link to the recording will be sent to all attendees.
* Notes
— To improve audio quality, all attendees are muted upon entry.

ENERGY STAR. The simple choice for energy efficiency.
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Learning Objectives

In this session, you will learn about EPA's ENERGY STAR Portfolio
Manager tool and how to:

« Edit property data

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

» Share property data

ENERGY STAR. The simple choice for energy efficiency.

NERGY STAR



Portfolio Manager 101

If you're brand new to using Portfolio Manager, these resources are
a good place to start:

* Portfolio Manager 101 webinar
» Portfolio Manager Quick Start Guide

ENERGY STAR. The simple choice for energy efficiency.
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How To

- Edit property data

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

e Share property data

ENERGY STAR. The simple choice for energy efficiency.
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MyPortfolio

MyPortfolio L Sharing Reporting
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Edit Property — Basic Information

mmm“m1m|m[w

Basic Information Property Uses and Use Details

e . View g3 Disgram [(Add Ancihar Typa of Use ]| Add
Tast property that (s one sngle
building Gross Floor

HName Property Use Type = Action
Property GFA - Self-Reported:
100,000 Sq. Fr. P BuidngUse Office 100,000 #2 | want 1o... )
Occupancy:
95% m Property GFA Buldngs): 100,000 [used 1o ca'cuate EUI

Property GFA (Parking): 0 |

) Te ada Mmutpie uses and Buidings 10 This proDeny, you Can use ths
spreadsheet template

Unique Identifiers (IDs) late to upload your information.
Portfolic Manager ID:
5941103
Property GFA by Use = Propaerty Type
Property Type - Selif-Selected:
Office # Ediz

Property Type - EPA Calcuiated:
Offica

Custom |Ds: None
Standard I1Ds: None
B You can select from Portiolo

Manager's Standard IDs to provide
Infermation 10 omers in data

requesis. Or you can create up 1o B The EPA-Calculated Property
thres Custom IDs so that you can Type /s used for your meres.
Cross refenance your propary n Laam mons about proparty Typds.
other SySlems.

= -

Property Motes
Additional Information Use e following Srea 1o Hesp NoTes O your Droperty.

Fedaral Property:
Not Set

Sarvice & Product Provider:
None [End a SPP)

Caution! Deleting your propery is
Am You have 1000 characters remanng for your notes.

ENERGY STAR. The simple choice for energy efficiency.




Edit Property — Basic Information

ENERGY STAR® Welcome B osuil | ut
3 , m U 3
=2 Portfolio\anager i
MyPortfolio Sharing Planning Reporting

Edit Insurance Office

Address Information
* Name: |Jnsuran:s Office ‘
Country: “[unite v
Street Address: -| 5201 Blue Lagoon Dr l
CityMunicipality: '| Adlington ]
County: [ |
State/Province: * [ Virginia S|
Postal Code: 3 20221 ]
n Property Type Classification
The “Property Type defined by Portfolio Manager™ was
s Iy how you ified the uses that make
Property USE DEta'I up the property. The primary function you entered may
“What is the primary function | Office ~ Dol inikdch the progeny s tefinert b Fortoka
of your property? = Manager. It is not required that these match. You may
P o Office be tracking your property type differently. For example if
roperty type defined by . you have a property that is 60% office, 40% retail, you
Fiastioko Maager mmm 1f this type g ana‘;:x'x:a a_m:;“ ™ may classiy 1 as retall, but Portiolio Manager wik
wigrmation, classify it as office. Ifyou are concemed about the
Portfolio Manager determined property type, you may
How many physical buildings = © None: My property is part of a building want 1o make adluslrr:ertstn the yses you entered or
do you consider part of your &) One: My property is a single building select a new primary for the property.
ROy © More than One: My property includes multiple building
How rany?

ENERGY STAR. The simple choice for energy efficiency.




Edit Property — Property Details

| 1

Property Details

"What s the primary functon | Offica %)

of your preperty?

Fropery _EPA Office

lem?p. Portiole Manager consdaens your propenty 10 bo ths fype based
on the uses you have entensd. [f tha type doesn't \oox comect 1o
you, please sdit your use information.

How many pryscal * (1 Mone: My property 5 part of & bulding

buldings do you consder & One My propery is a single buiding

part of your propary? 1 Migne than One: My progeny Inciudes mutioe buidings
(Campus Cuidance)

[How mary?

Construction Status: * @ Eawng
& Test

Year Buit: : 1975

Gross Ficor Area: ' Sq.FL e
Gross Floor Area [GFA) 14 the 1otal property 00r 2088, medsuned
firemn th outside surface of the extenor walls of the buliding(s). Do
not including parking. Deta s on what 1o newde.

Irrigated Araa: o Sq.FL &

Occupancy: "o & %

Additional Information

I8 s propany's dEa @ MNo
mantaned by a Servce o Yes
and Product Provider?

Is this a Feckral Property @ N
[owned by any country ™) O Yes

u Property Type Classification

Tra "Property Typd - EPA Calculated” was
determined oy how you classified the Propenty
Uses that mawe up the property. The Propery
Type you entered may not masch the ERA
Calcu'aned one, and that's ok, it doesn 't have o,
You may be rackng your property dfenently. For
axamphe, f you have a property that s 80%
office/a0% resall, you may classfy it as retall, but
Portiolio Manager wi classfy = as office. if you
A CONCOMEE abou’ the EPA Caldulaned
Property Type. you may want 1o make
adustments 1o the Propary Lises you entered or
Sekect & niw Propenty Type.

ENERGY STAR. The simple choice for energy efficiency.




Tip: Defining Property Use Types

) (13

 |dentify your property’s “Primary Function”
* Pick the property use that best identifies your building

* More than 80 property types available

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

It accounts for more than 25% of the property's gross floor

area (GFA)
 Itis a vacant/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

10

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

Space

Summary Datails Energy ‘Water “lm|ﬂ=dl Dasign

Basic Information
Construction Status:

Tast property that (s one sngle
building

Property GFA - Selt-Reported:
100,000 Sq. F1.

Occupancy:
95%

Unique Identifiers (IDs)

Portfolic Manager ID:
5041103

Custom |Ds: None

Standard |Ds: Norna

B You can select from Portiolo
Manager's Standard IDs to provide
Infermaton to othars in data
regquesis. Or you can create up 1o
three Custom IDs so that you can
Cross refenance your propary n

Additional Information

Fedaral Proparty:
Mot Set

Sarvice & Product Provider:
None [End a SPP) m

‘l Caution! Daleting your property is
POMAnGn:,

Property Uses and Use Details

(ellZ.:l)

wo000te  [Iwantio. 0

| Add Anathar Type of Use

Mame Proparty Use Type m"m Action

B Buidng Use Office

Proparty GFA Buildngs): 100,000 (used 1o calculate EUI
Property GFA (Parcng): 0

) To add mutphe uses and buldings 10 This PRoDenty, you Can ule ths
spreadshest template to upload your information.

Property Type

Property Type - Self-Selected:
Offica # Ed

Property Typa - EPA Calculated:
Office

Property GFA by Use =

0 Tha EPA-Calculated Property
Type s used for your mercs.
Leam mon about proparty Typos.

00 %

Property Motes
Usa me folitwwing &rea 10 Kesp NoTEs ON your Dropery.

You have 1000 characters remanng for your notes.

ENERGY STAR. The simple choice for energy efficiency.

Scenario

Office Building with
Gross Floor Area =
100,000 sq. ft.

Recently, 10,000 sq. ft.

became vacant.

Click “Add” to add
another use type
(“Office”) to account
for vacant space.

ENERGY STAR

11



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 E nte r Ze ro fo r t h ese U se D eta i I S:

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

« Ifit is a Property Use Type that can get an ENERGY STAR Score (note: R G ross FIOO r Area = O
« If it accounts for more than 25% of the property’s GFA .
+ Ifitis 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

Mo

Name: " |Vacant Office Space

7\
Property Use Detail //\falm\ Current As Of ‘T;Eg‘m‘”
¥ Gross Floor Area ’ [o \ Sq. Ft.[v| IW g O
W Weekly Operating Hours |[] [] Use a default IW % O
% Number of Workers on Main Shift [o [ Use a default IW % O
W Number of Computers |[] [] Use a default IW g O
Percent That Can Be Heated [ Use a default IW % O
# Percent That Can Be Cooled \\ [EJ T~ [ Use adefault EEEE =i
=

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

Save Use e

ENERGY STAR. The simple choice for energy efficiency.




Example: Adding a Separate

Property Use for Vacant

Space

Summary | Detsls | Energy  Watsr  Waste Materisis Qosls Design

Basic Information
Construction Status:

Test property that is one singe
puildng

Property GFA - Sell-Reported:
100,000 Sq. FL

Oecupancy:
955%

Property Uses and Use Details

Unigue Identifiers (IDs)

Portfodio Manager 1D:
584103

Custom IDs: Note

Additional Information

Federal Property:
Mot Set

Property Notes

I To acd mulitip'e uses and buildings o this propeny. you can use this
Sprsacanest LEMEATE 10 oD YOUr Intommaton,

Standard IDs: Nong Property GFA by Use = Proparty Typo
Property Type - Sef-Selected:

B You can select from Portiolio Odfice # Edit
Manager's Standard IDs 10 provide T
nformation to others in data Propesty Type - EPA Calculated:
regquests. O yOU CAN SReate up 10 Office
three Custom IDs 5o that you can
CT0RE MEN0S YOUr proparty In £ The ERA-Calculated Propeny
Sther Sritems. Type is used for your matrics.

Leam more about proparty types.

190 %

Usa tha folowng aned 10 <800 nOlEs 0N your propey,

Sarvice & Product Provider:
Nona ([Eind a SAF)

ENERGY STAR. The simple choice for energy efficiency.




How To

- Edit property data

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

e Share property data

ENERGY STAR. The simple choice for energy efficiency.
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Correct vs. Update

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
iInto your metrics

“Update with New Information” tracks a value that is changing over
time
* Enter date as of which the new value took effect, so that the

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

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR



Edit Property — Update with New Information

Property Uses and Use Details

% \iew as Diaagam | Add Another Type of Use -] m
i Name Primary Function Gross Action
Scenario Floor Area
10,000 sq. ) Building Use Office 100,000 2 [lwantto. . -]
ft. of space
. ted I Vacant Office Space Office 0 fiz l'want to... -
IS vacate | want to_..
Property GFA (Buildings): 100,000 (used . 0 0
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.
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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 History 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™ " /3040t Office Space

Type of Use: Office

Temporary
Value

~ '
W Gross Floor Area 05Sq Ft < ~
(as of 01/01/1981) ( 10,000 q. Ft ( O
W Weekly Operating Hours 0 l— ,
Yo (as of 01/01/1981) 7 Useadefut [ i O
Number of Workers on Main Shift 0 — ,
* (as of 01/01/1981) ] Useadefault | — i | O

W Number of Computers 0 I— ;
(as of 01/01/1981) [ LIRLEcleRde it - Jim
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

W Percent That Can Be Cooled 30 % or more [] Use a default I ﬁ O

(as of 01/01/1981)

b ¢ This Use Detall is used to calculate the 1-100 ENERGY STAR Score.

[} It your property has more than one building, you need to update your Property Use Detalls (# 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 Defails up to date

ENERGY STAR. The simple choice for energy efficiency. _ | 17




Edit Property — Update with New Information

Summary I Details | Energy | Water Waste & Materials Goals Design
Basic Information Property Uses and Use Details
Construction Status: - Mo s Dagram [ Add Anotner Type of Use D Acd
Test progerty that is one single
i Hame ‘Muu‘nu ‘::'“"‘m
B b Buidng Use Office 100,000 £
| |

5% E B Vacan: Ofice Use Offica

Unigue Identifiers (IDs)

) To add multiple uses and buldngs 1o this property, You can use this

Portfolic Manager 10 spreadshest temelate 10 up'ead your information,

5541103

Custom IDa: None

Standard IDs: None Property GFA by Use = Property Type
Property Type - Sef-Selected:

[ You can sewe from Portialio Office # Ede

Karagers Standard 108 1o provide

nficrmation 1o others in data Proparty - EPA Calculated:

requests. O you Can Creats up 10 Office Tree

three Custom IDs 30 that you can

Cross referends your propeety In ) Tre EPA-Calculated Property

QEhEr SYEIEMS. Typa i used for your matrics.
Learn more about property types.

Additional Information

Property Notes
mp’w s tha folowing ana 10 Heop Netes on your propeny.
Sarvice & Product Provider:
More (Fad a SPF) @

ENERGY STAR. The simple choice for energy efficiency.




Edit Property — Update with New Information

Update Property Use Details

It is important to keep the information about how your property i1s 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 History 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. ~ |Ofﬁce

Type of Use: Office
Detail Current Value Updated Value Current As Of \T,:::';m"'
R e & C oo
¥ Weekly Operating Hours ?:S SRR [ [J Usea default I B O
W Number of Workers on Main Shift ::soof 011011198 1) [] Use a default ﬁ O
W Number of Computers ::Soof 01/011861) [] Use a default ﬁ |
Percent That Can Be Heated (5;)5‘}{0“;;)[1%%‘: 081) ] Use a default Ii ﬁ O
W Percent That Can Be Cooled 50 % or mare [] Use a default Ii ﬁ ]
(as of 01/01/1981)

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

u 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. Learn more about keeping Use Details up to date

ENERGY STAR. The simple choice for energy efficiency.




Edit Property — Update With New Information

Property Uses and Use Details

®. View as Diagram Add Another Type of Use m Upd
pdated
Name Property Use Type ﬁ:::s Fols Action G ross
- | Floor Area
W Office Office 97 479 ft2 I want to__ A
Value Current As Of Tempor,

W Gross Floor Area 90000 ft2 05/01/2018 No
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.

/ acant Space ice : want to... v
Vi tS Offi 2521 ft | tt

Updated

Value Current As Temporary — G ross

of Value? e
Floor Area

= -
E R

NERGY STA

W Gross Floor Area 10000 fz € 05/01/2018 No

ENERGY STAR. The simple choice for energy efficiency.




Edit Property — Update With New Information

Summary | Detsis | Energy  Waler  Waste Materisis  QGosls  Design

Basks nfonnation Property Uses and Use Details
' - = View as Disgram [A2e Ancther Type of Use v
Tes: propesty tha: is ons singie )
e Name Praperty Use Type f'm"“"‘" Action
@m-mw . . | .
00,000 5q. FL b Buiding Use Offica S0.000 f* m
Occupancy: -
= D) | (> Vemoteete O e Example of a
€ Preperty GFA (Buildngsl: 100,000 used to calcuiate ELI
Propery GFA (Parkngk 0 _ property
Unique Identifiers (IDs) @ To a0 e i and uid o o i repery. you oo e s accurately set
1 E-] cad o "
otk —— up, accounting
Custom IDa: Nons
. e (T for vacant space
Progerny Type - Sef-Se'ected:

[ You can seec from Portolio Office & Edit

Maragers Standard IDs to provide

riformation 1o others in data Propery Type - EPA Caitulated:
m&%mmmw DOffice

three Customn IDs 50 that you can

Ofce : 100 %
oSS reference your propeny in - 1 Tha EPA-Calcuated Property
OUFalr BSRTS. Type I8 used for your metrics.
Dfce:

kL) ﬁ.

Additional Information

Property Notes
mm Usa the folowng Ared 10 <88p NOLES 0N YOUr Dropey.
Sarvice & Product Providern:
Ngecss G

=

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

Scenario

Incorrect
sq. ft. for
vacant
space
entered

Property Uses and Use Details

", View as Diagram | Add Another Type of Use E| m
Name Primary Function Gross Action
N Floor Area
) Buiding Use Office 98320ftt  |lwantto. ]
W Vacant Office Space Office 1,671 f2 | want to. . -
| want to_.

Property GFA (Buildings):

Property GFA (Buildings and Parking):

100,000 (used { Update with New Information

100,000

View Update Histo
Correct Mistakes

ENERGY STAR. The simple choice for energy efficiency.

| Delete use

=
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Edit Property — Correct Mistakes

History Log for Vacant Office Space

Below is a record of any details you have prcwided for this Property Use. These values represent how your Properly Use has changed 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.

W Gross Floor Area
Current As Of value Ev";m":;” Revised By Revised Date
08/01/2015 [} (to present) [20000| | [sq.Ft. ] Eric Smith 10/16/2015
01/011985  [EH (through 7/31/2015) 0 Sq. Ft. :| Eric Smith 10/M16/2015

M Delete Selected Enfries

b Weekly Operating Hours
[ | CurrentAs Of Value mv’:m;” Revised By Revised Date
[ 01/01/1985 (4 (to present) b ] Eric Smith 10/16/2015

¥ Delete Selected Entries

W Number of Workers on Main Shift
[] | Current As Of Value mv’:f::g;” Revised By Revised Date
[ 01011985 [ (io present) b ] Eric Smith 10/16/2015

K Delete Selected Entries Save Corrections ’

ENERGY STAR. The simple choice for energy efficiency. % 23
STAR



Edit Property — Correct Mistakes

Unique Identifiers (IDs)

Portfolio Manager 1Dz
5841103

Custorn IDs: None
Standard 1Ds: None

[ You can seiect from Portiolio
Manager s Standard IDs 1o provide
information to others in data
reguests. Or you can create up o

Additional Information

Federal Property:
Moz Ser

Service & Product Provider:
Mo (Find 8 SPF) ﬂ

Summary I Details | Energy | Water Waste & Materials Goals Design

Basic Information Property Uses and Use Details
Construction Status: - Hoeasdagam ((Aca Another Typa of Use O Add
Tes: propeny that is one single . .
building ‘ p Use Type hﬁnﬂ Floor Acti

( | Property GFA - Self-Reported: ) |

= b Buiding Use Offica 00004 | Dwantto.. [

Occupancy: .
G5, b Vacan: Offica Use Ofica | want b, &

Qwﬁﬁ!ﬁuﬂdm 110,000 10 calcul

Properzy GFA (Parkngl: 0

llTuaddmuItnummdmud:mmthum’r you can use this
spreadshest tempiate 1o upload your iInformation.

Property Type

Proparty Typa - Soif-Seleciea:
Otfice # Edn

Property Type - EPA Calculated:
Ctfica

Property GFA by Use =

) The EPA-Caiculated Property
Type I8 used for your metncs.
Learmn maore about property types.

100 %

Property Notes
Usa the folowing Area 10 Keep NOLEs on your property.,

ENERGY STAR. The simple choice for energy efficiency.
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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
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 Defails in BOTH the parent and child properties.

W Gross Floor Area

Current As Of Value / TE‘::E’:;;” Revised By Revised Date
08/01/2015 [ (to present) |soooo | [sa.Ft [+] Eric Smith 10/16/2015
01/01/1985  Ef (through 7/31/2015) 100000 sq. Ft. :| Eric Smith 10/16/2015

M Delete Selected Entries

# Weekly Operating Hours
Current As Of Value Te‘;:f:;;” Revised By Revised Date
08/01/2015 [ (to present) Eric Smith 10/16/2015
01/01/1985  [# (through 7/31/2015) Eric Smith 10/16/2015

¥ Delete Selected Entries

# Number of Workers on Main Shift
Current As Of Value Te‘::f:;;” Revised By Revised Date
08/01/2015  EH (to present) W Oa2015
01/01/1985 ES (through 7/31/2015) %c )15

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

Property Uses and Use Details

V& View as Diagram

| Add Another Type of Use

B s

Name Primary Function glﬁrsnrea Action

v Building Use Office 96,658 i lwant to... E| d
Value Current As Of ;';::':I;graﬁf

Gross Floor Area 08/01/2015 No

Weekly Operating Hours 08/01/2015 No

MNumber of Workers on Main Shift 200 08/01/2015 Mo -

MNumber of Computers 200 08/01/2015 Mo

Percent That Can Be Heated 80 % or more 08/01/2015 MNo

Percent That Can Be Cooled 50 % or more 08/01/2015 Mo

W Vacant Office Space Office 3,342 1= I want to... El b
Value Current As Of ;';::':I;graﬁf

Gross Floor Area 08/01/2015 MNo

Weeklv Onerating Hours 0 N1/01/1985 Moy S

Property GFA (Buildings): 100,000 (used to calculate EUIY
Property GFA (Buildings and Parking): 100,000

ENERGY STAR. The simple choice for energy efficiency.




Edit Property — Correct Mistakes

Sumimany Deails | Enengy Water Wasts & Materials Goals Dhesdgn

Basic Information Property Uses and Use Details
Construstion Statoe: =, View as Diagram [ Acd Another Type of Use # m
Test property tha: & one sngie . ) ) )
DuEng
Mame Property Use Type Gross Floor | 4 ovion
@mﬂ-mm : _ | Area | _
- Zola = Buiding Use Offica B0 27 [(1want ta.. %)
Cocupan I |
75 o m P vacan: Office Use Crffeca | wank bo... -
Property GFA (Bulldingsk 1000000 jussd 1o calculaed ELI
Proparty GFA
Unique identifiers (1Ds) ) To acd multiple Uaes and Duildings 10 This property, you can uss this
Portfolio Manager 1D apreadatbet bemp ate 10 upioEd your FioTRaton,
SO41103
Custom IDs: Nore
Standard |Da: Nome Property GFA by Use = Froperty Type
Proparty Type - Sed-Seected:

B You can salect from Portiolio
Lianager s Standard 1D 1o peode
nformation 10 others in data
meguests. Or you can Ccneate up 0
thraa Custom 1Ds 50 that you can
cross refenence your property in

OLher SYSTams.

Offica # Eds
Property Type - EFA Calculaned:
Offica

) Thty EPA-Calculated Property

Ty is used for your mMaetrics.
Leam more about proparty types.

A0

Additional Information

Property Motes
mhw Usa the folowng area 10 Laap Noles Of your Broperty.
Service & Product Providern
None (Find a S8 @

';
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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

ENERGY STAR. The simple choice for energy efficiency.
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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 ft2
of floorspace instead of 100,000 ft?, 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 following

OptlonS? An increase in building occupants is a meaningful change
. in a property use detail over time. You would want to treat
a. Correct mlStakeS this as an “update” so that Portfolio Manager can use the
b Upd ate Wlth new information correct occupant count to calculate metrics before and after
’ the change.

2. If you are editing your building record because you had entered 10,000 ft2
of floorspace instead of 100,000 ft?, you would use which of the following

OpthﬂS? Fixing a number you entered incorrectly doesn’t require a
a. Correct mistakes tlmesFamp.lYou do not want th_e 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 “Office” entry
b. False 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.
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How To

- Edit property data

» Correct or update property use details
« Use the Data Quality Checker

e Share property data

ENERGY STAR. The simple choice for energy efficiency.
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Address Data Quality Alerts

« Portfolio Manager includes built-in features to help users input
data correctly, such as:
* Alerts
* Tips
» Easily accessible definitions
* Intended to help catch common data entry mistakes

ENERGY STAR. The simple choice for energy efficiency.
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Gross Floor Area Alert

Summary | ! Details | Energy | Water Waste & Materials Goals Dasign

e = View as Diagram [ Ade Another Type of Use N Add |

Test proparty that is one single

p— Name ‘rmp-wu“m- ‘““"""" Action
</r’mwn-m-n® _ o - .
L P Buidng Use Otfice 100,000 ¢ [ Twantto.. 3

ﬂmnmw'

/ m B Vacan: Office Use 10000 | lwantito.. &
! Property GFA (Buidingsl: 110,000 Dsed to calculate EUII

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

3

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 sslect one of your mesers 1o get stanred, Or, f you are coming here from your meter lis1, a meter may aready De selected.

AL Electricity has an overap whers DR01/2005 precedes 05032008, Mease remove the overap by adjusting the dates of your anergy bills. Fer
help, see this FAD.

4L Electricity has a gap of 35 days between the dates of 11/30/2005 and 01/05/2006. Pease closs the gap by adjusting the dates of your energy
pils. For heip, sea this FAQ.

(Grockiaiy ;) Dispiay Yearis): | [ 2006 X || Snow Al Years X |
Usage Groon
Start Date End Date KWh (thousand Watt-hours)  Co%t &) i e
BA2015
452005 732008 BEE.TZ0 facciolos

Al Electricity has an overap where 09/01/2005 precedes 05/03/2008. Pease remove the overiap by adjusting the dates of your energy bills. For
halp, sea this FAQ,

GA2015
i o o
91/2005 9530/2005 427920 l l
6472015
o
10/1/2005 10/31/2005 269,840 ool
642015
11/1/2005 11/30/2005 384,960 | o | o

AL Eecricty has a gap of 35 days beswesn the dates of 11/30/2005 and 01/052006, Mease close the gap by adjusting the dates of your
energy biis. For help, see this FAQ.

ENERGY STAR. The simple choice for energy efficiency.




Data Quality Checker

Summary Details Enargy Water Waste & Materials | Goals | Dasign
Notifications (0) Matrics Summary # Change Time Period
You have no new notfications. Dec2014 /  Mar20i7
Matric {Enargy (Enargy Change
Basaling) Current)
EMERGY STAR score
1 1
Property Profile (Changes coming Fall 2017) (1-100) 0.0%)
This section will be deleted in the Fall of 2017, Source EUI (xBtutf) 8111 721.0 -84.1(-10.4%)
excapt for the proparty photos which will remain,
r Indorrmation, Site EUI (kBeuth?) 2264 263.4 53.0(-19.3%)
 Croate Profie Energy Cost (§ 561,581.78 54058806  -40993.72(-7.0%)
Total GHG Emigaions
(Metre Tons COZe) 333704 20414 ~3068.0(-11.0%)
Source EUI Trend (kBiw/fi?) Wiater Uze (A Water
. . phart 23739 22261 -145.8(-4.3%)
— ﬂ”mmw 879.99 836.75 -43.24(-4.9%)
500
Check for Possible Data Errors
N Fiun a check for any 12-month time period to see f there are any possibie ermors
006 008 20 M2 204 016 Tound with your dale.
‘ Chack for Posslble Errors )

e —

=
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Data Quality Checker

MyPortfollo Sharing Reporting  Recognition

time period you run through the checker.

Select Timeframe & Run Checker

Year Ending: [aug v| 2013 ]

Alerts for Year Ending on 08/31/2013

Data Quality Checker for City Hall

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 quality 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 done, you can save any explanations for each

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

Re-Run Checker

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.

ENERGY STAR. The simple choice for energy efficiency.

Save Check for this Period Je=hl=]]

n Why Run the Checker?

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

n 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 ar
meter information has probably been edited and now
does not reflect a full year of information.

36



Pop Quiz!

4. The Data Quality Checker does all of the following except:

a.
b.

ENERGY STAR. The simple choice for energy efficiency.

|dentifies erroneous or anomalous data

Reviews all entries for an individual property for a given 12-
month period

Fixes any data errors at your property

Runs the same checks used during the ENERGY STAR
Certification process

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

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. The simple choice for energy efficiency.
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How To

- Edit property data

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

« Share property data

ENERGY STAR. The simple choice for energy efficiency.
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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.

40
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http://www.energystar.gov/buildings/training

Add and Connect with Contacts

=N ENERGY STAR® s
== Portfolio\lanager
:Fwﬂh | ‘T N ENERGY STAR® e "Bl —

PortfolioManager@

MyPortfolio Sharing Reporting Recognition

My Contacts | 1

This i5 where you keap frack of your contacts and/or organizations [.e. pecpie OF COMDANes associated with your propert es such as Professional
Engineers, Ragaterad Archiacts, or others with whom you shase infarmasen), You can S0d aryons &8 & contacs, regardiess of whather thay have &
Paortfolio Manager account and you can share your properties & reponis with any of your connected contacts. You can "connect” 1o ether Portiolio
Manager users by searching for ther acoounts and sending A CONNBCTON request.

[ hare [ Eait | Deleta | 4 Contact | Add Organization _
e "+ oomasen :
Mm

Company gn Main
|WMEMI&

(SRR Contac | Ak Orgeriaston)

Follow Us D i@ Contact Us | Prvacy Policy | Browser Requirements | ENERGY STAR Buidings & Plants Webste

ENERGY STAR. The simple choice for energy efficiency.

ENERGY STAR
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Find Contacts

MyPortfollo Sharing Reporting  Recognition

Add Contact

Thirs are two ways 10 add & comaty. First, search be'ow 1o 386 If the comact you wiu'd bie 1o add has a Portfalio Manager account. I you find the person,
send & Connecton Requast, and when they accep! the requast, they will be added 1o your Contacts. Second, 1 the contact you would lxe to a0d does not
hatve a Portfoio Manager account, than you Can Crodte an entry within your personal contacts,

Find Contact in Portfolio Manager L) Connecting with Other Users

Search using any of the critera below. f o think your concact already has an account
n Portiolo Manager, ssarch for tham. H you find

Mame: Tamela Reutar the person, send a Connection Regues:, and if
they accept they w be added to your Contacts.

You can easily share your propérty information

Urgerization: Wi YOUF CONACTS.
Usernama:
I’ Keeping Personal Contacts
Ernail: If the contact you want 1o add does ndt have &

Portiplio Manager accoun?, you can 51l acd
mz | tham as your prsonal contact,

ENERGY STAR. The simple choice for energy efficiency.




Send Connection Request to Contact

MyPortfollo Sharing Reporting  Recognition

Search Results

The resuits of your S8arch ane listed balow. Cleking "Connedt” Wil sand & raguast 10 T parson &s<ing thiem 1o confiim your reGuest 1o acd them a8 your
contact. if they accept, vou will see them listed as a connecied contact in your address book, If they do not accept, or have not accepted ver, you will see
tham as an unconnected CoNtacT I your address book, Connecting with contacts wil ma<e i1 saser 1o share proparty information within Portfolo Manager.

Fa 'H.

Your Search Criteria
Mame:

Organ zaton:

Usernama:

Ermall Ackdress:

£ Tamela Reuter
Congultant with The Clark Group, LLC

) e
Can't find what you ane looxng for? Try adjustng
your seanch criteria.

Page 1

of 1

. [1-10f1

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

=4 ENERGY STAR® Walcome gracevinsons: Account Settings | Contacts | Help | Sign Out

Portfoliol\ianager®

MyPortfollo Sharing Reporting  Recognition

A connection request has been sent to Tamela Reuter.

Wian Tamela accepss your request, you wl ba able 10 sharg

Search Results J

The of your seanch are i
contamn 1 oy sccept, youwil §| MYPOrtfolio |  Sharing  Reporting  Recognition
1Hem a8 an unconnecied Contac
Properties (9) mmmumw
L —
- You have $en 2 connection regques: 1o Tamela Aguter, Onca they Cancel
R BOCODT0d Th RBOUEST, vou will BE BhIG 10 Shard properties with
Tamaia Rinter Cloar
Source EUI Trend (kBtu/ft?)
W00
Proparties (§) (Count includes 1 child properties. Expand carets Add s Property
it | o wiew)

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

MyPortfolio Sharing Reporting  Recognition

Properties (1) Notifications (1)
Add a Property . '
& Tamela Reuter would like to connect with you.
Reject

Source EUI Trend (kBtu/ft?]

MyPortfollo Sharing Reporting  Recognitio

Properties (1) ‘ Notifications (1)

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

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

Source EUI Trend (kBtu/ft2)

ENERGY STAR. The simple choice for energy efficiency.

NERGY STAR



Connection Confirmed

MyPortfollo  Sharing  Reporting  Recognition

Properties (1) Notifications (1)
«,  You are connected to Tamela Reuter. Clear

= -

ENERGY STAR

ENERGY STAR. The simple choice for energy efficiency.




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 Proparty

More About Sharing
M&w&muﬂ No properties are currently shared between you and your cantacts. Sharing can be helpful i n
ge you want to allow ather people to view your property or help maintain or update information

abaout it (8.9 property use details ar meter data). You may akso want to consider sharing with
an organization who exchanges data to autematically update your meter information. Learn more

about exchanging data.

Download Sharing Report

Follow Us &) l] ] m Contact Us | Privacy Policy | Browser Requirsments | ENERGY STAR Buildings & Plants Website

47
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Share Your Property: Multiple Properties

One
Property

Multiple
Properties

All
Properties

P

MyPaortfollo

=

S

Sharing Reporting  Recognition

Share (or Edit Access to) Properties

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.

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?

[Multiple Properties

Ea N Select Properties
Selected Properties: 0

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 and/or
contacts on the next screen.

" (O 1 am doing a single share OR | want to choose the same permissions for all of my
share requests.
() | need to give different permissions for different share requests, and/or | need to
give Exchange Data permissions.

Continue eI

ENERGY STAR. The simple choice for energy efficiency.

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

Portfolio 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 organization 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.”

new YWho 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.




Share Your Property: Multiple Properties

Select Properties

Filter Properties (3)
Filter by Group (Create New Groug)

(@]
2

(5]
() Group2(2)

e

Filter by Primary Function

Selected Properties: 0 (View Selection) () Bank Branch (1)
() Office (1)
() Pre-school/Daycare (1)

Filter by Construction Status

() Existing @)
() Project (1)

Filter by State/Province
‘ () District of Coumbia (0.C) (1)

() Merth Carolina (1)

() Viginia (1) Select Properties
o Name + Primary Function s I State/Province . ‘ - "
Filter Properties (3)
D | Baswk Bank Branch VA Filter by Group (Creste ew Groug)
5] Office 1 Office | oc () Grou (1)
@ Groun2(2)
Selected Properties: 0 (View Selection) Filter by Primary Function

() Bank Branch (1)
[ Office(t)
[ Pre-school/Daycare 1)

Filter by Construction Status
() Existing (@)

() Project(n)
Filter by State/Province

) Distrct of Coumbia (D.C) (1)
) North Caralina (1)
O Vegna()

G

ENERGY STAR. The simple choice for energy efficiency. . -&”ﬁﬁ =2



Choose Permissions — Option 1

Choose Permissions

o 1S If you only need to choose one permission (because you are doing a single share or you
1t want to give the same permissions for all of your shares), select "Bulk Sharing." If you
to} 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.)

(O 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) g

50
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Choose Permissions — Option 2

Choose Permissions

o ) If you only need to choose one permission (because you are doing a single share or you

£t want to give the same permissions for all of your shares), select "Bulk Sharing." If you

[o) 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 (sither
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 permissions for different share requests, and/or | need to give Exchange Data
permission.

MyFortfolio Sharing Reporting  Recognition

Share Your Property(ies)

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

properties that you have selected. The option to exchange data is only available for authorized accounts.

Select Permissions for Each Contact
o o) The access levels you select do not have to be the same for each property or each
3 person.

3t

xew 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

Click arrow Sort by: [Property Name[ V]
to S h O.WI h Id e | — Ng)ne dem‘)s';'? Full Agcess Custom Access  Exchange Data
permission O
o pt i o n s 3 main street (4104902)
TRAINING o o > ® o}
* Main Street Hospital (4101387) .
Choose PS5 | AR TRAINING ENERGY STAR O 4)@ fe) o)

PErmissSions wm=———

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

User who shares

MyPortfollo  Sharing  Reporting  Recognition

a property 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 edits have been made, no acceptance is required.
receives a
notification My Shared Properﬁes Sharing Notifications (1)
(R\ ‘}’ Hotel Building 1 - Sharing request sent to ENERGY STAR TRAINING Cancel Clear

User with whom
a property is
shared also

a Property
Data Exchange

MyPortfollo  Sharing  Reporting  Recognition

Sharing Notifications (1)

My Shared Properties
(1)

receives a
notification

ENERGY STAR. The simple choice for energy efficiency.

*+ | Hotel Building 1 - Shared from Andrew Schulte (Full Access) Accept | Reject
I8
a Property
Data Exchange

Download Sharing Report

ENERGY STAR
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Edit/Update Sharing Permissions

MyPortfolio Sharing Reporting  Recognition

My Shared Properties Sharing Notifications (0)

(3) You have no new notifications.

Share (or Edit Access to)
a Property

Set Up Web Services'
Data Exchange

Overview of Shared Properties Learn more about Sharing Properties

By Contact By Property
Owned By (PDA): | Anyone Shared By: | Anyone|v| In Group: | All Properties v [ |
. My Property Data Can | Share # of People Acti
N Permissions \ Administrator v With Others? Y With Access * n
Pr. i ICF International | .|
123 main street i (ENERGY STAR Yes 2 I want to...
Administrator TRAINING)
Pr. i ICF International
Sample Office =0 ENERGY STAR Yes I want to... v
Administrator !rRAmmG] 2 | ]
ICF International
Sample Supermarket Property Data | pyrpGy STAR Yes 3 [lwantto... v
Administrator TRAINING)
1o | < | |Page[t oft1 o ‘ View 1-30f 3
n This table rep 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.




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
Customn Can only edit sharing permissions for those people

with whom they directly shared

Can only edit sharing permissions for those people

SEEnEe DeiE with whom they directly shared

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

""-'-r-».,__,,_:_rENERGY STAR. The simple choice for energy efficiency. =




Share Forward

* Full Access

« Always includes the ability to share forward
 Read Only Access

* Never includes the ability to share forward
e Custom Access

« Ability to share forward is an optional right

* You choose if you want people to share forward
 Exchange Data

 Ability to share forward is an optional right

* You choose if you want people to share forward

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

MyPortfolle  Sharing  Reporting Recognition

Supermarket A-1 @ Not eligible to apply for Weather-Normalized
{Ss] ENERGY STAR Source EUI (kBtu/ft?)
1214 Main Street, Arington, VA 22201 | Map It Certification
Portfolio Manager Property ID: 4437651 | Primarily: Supermarket/Grocery ' Current EUI: N/A
Store —_—
Year Built:1991
Baseline EU:  N/A
Summary Details Meters Goals Design
Notifications (0) Metrics Summary
You ha notifications. Baseline (Not Current (Not
‘ou have no new Metric Available) Available) O
ENERGY STAR score (1-100) Not Available Not Avail NA
Source EUI (kBtu'f?) Mot Available Mot Available A
Property Profile Site EUI (kBtw/t) Not Avaitable Not Available A

unless you would like to tfrack performance separately. This will only 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 abou't your property (and, in some cases, to applyforthe

ENERGY STAR). tracking multi-buildi
2004 2006 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 (e.g. property use details or meter data). You may also
want to consider sharing with an crganization who exchanges data to
automatically update your meter information. Learn more about exchanging

ENERGY STAR. The simple choice for energy efficiency.




Transfer Ownership

ENERGY STAR® Welcome facclolos: Account Settings | Contacts | Help | Sign Out

Portfollol\/lanager

MyPortfollo  Sharing Reporting  Recognition

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.

@ Property to Transfer: Supermarket A-1

o 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 property to

must be one of your connected contacts. If the person
is not connected to you, you can always connect with
them.

*| - Select a contact - 4]

Transfer Property

ENERGY STAR. The simple choice for energy efficiency.




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
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 user,
b F alse 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.

a. True

When you share with other PM users, you can provide
b_ False varying levels of access, including read-only, or a
combination of full access and read-only for various
elements of your property.
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Recap

In this training, we learned how to:
- Edit property data
» Correct or update property use details
* Use the Data Quality Checker
« Share property data

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

ENERGY STAR® Welcom -

== Portfolio/\lanager®

MyPortfolio Sharing Planning Reporting  Recognition

Portfolio Manager Help
Learn More about Portfobia Take or View a Training [ .
Get fact sheots, quick reference guides @ Sign up for & session of viow a Technical References
n\dnﬂn:ﬂuﬁuﬁmnhmﬂhmtﬂm recording on a wide variety of topics. Ao you into the math of it all? Learn marg
about how Portfolio Manager calculates
Agk g . meetrics.
g&mwmmﬁmwﬂym ::ﬁﬂammﬁmnrmmmm %! Source Energy
) 'ﬂﬁmhmﬁusmaum
Check the Glossary Web Service Documentation *% ENERGY STAR Score
memuﬂtmm Hmmmmmm Dets o8 GRscrpons for Advaul propey
. Mmﬂmmmmgﬁ UW“““MWI-‘I
email updates. mmM’li Franch
documents fior Canadian mode's on'y ane
Don't forget, we're out there with you! Netwark with us and other folks who are using Portfalio Manager, avilabie Dy comaciing info.servicesSnrcan-
FRCAN.gGC.Ca
Lie us on Facebook  [O] FolowUsonTwitter (8 View Our YouTube Channel e
'ﬁg@mmmuﬁm
"% Canagian National Median
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Extra Help

~—_ENERGY STAR. The simple choice for energy efficiency.

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.enerqystar.gov/index.cfim?c=evaluate performance.bus

portfoliomanager_model_tech desc

ENERGY STA

R
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http://www.energystar.gov/buildingshelp
http://www.energystar.gov/buildings/training
http://esbuildings.webex.com/
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COVID-19 and ENERGY STAR Certification

« Health and safety of stakeholders remains EPA’s first priority

* Most properties are now eligible to use energy data through July 31,
2020

* The following use details must be changed to reflect COVID-19-related
changes, with accurate “Current As Of” dates:

« Workers on the Main Shift (FTE Workers for Hospitals)

* Weekly Operating Hours (Weekend Operation for K-12
Schools)

 Retail Stores and Hotels cannot have been closed for more than 60
days of their application period. More details here.

« 120-day eligibility period has been waived (so you can still use a PED as
early as 10/31/2019, even if you can’t perform the site visit and submit
the application until later this year)

+  See www.energystar.qgov/covidupdates for more details

w O

1 l l
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https://energystar-mesa.force.com/PortfolioManager/s/article/How-is-closure-defined-for-retail-stores-and-hotels-affected-by-COVID-19
http://www.energystar.gov/covidupdates

New 2020 Certification Deadline
February 10, 2021

Applications submitted by February 10, 2021 will be
considered for 2020 certification

A O

ENERGY STAR. The simple choice for energy efficiency.
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ENERGY STAR®

TenantSpace"

i
FITH] sum
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A new way to earn EPA recognition
for your office’s sustainability efforts.

Recognition criteria and rationale
 Estimate energy use

* Meter your space

* Light efficiently

 Use efficient equipment

e Share data with the landlord
(if requested)

ENERGY STAR. The simple choice for energy efficiency.
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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

‘u
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N
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