Lessor Instructions on Reporting of Energy
Consumption, Greenhouse Gas Emissions, and
Water Usage
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WHAT TO REPORT IN PORTFOLIO MANAGER

This document provides guidance on lessor reporting requirements for energy consumption,
greenhouse gas emissions, and water usage in federal leases, as established in Executive
Order 14057. It contains background information, general resources, and step-by-step
guidance for GSA lessors related to navigating and effectively utilizing the Environmental
Protection Agency’s (EPA) ENERGY STAR Portfolio Manager tool. Portfolio Manager is the
common platform used by commercial real estate building owners to report this data.

l. Reporting Requirements

Executive Order 14057 requires that for all leases that are at least 25,000 rentable square feet
(RSF) and where the federal government collectively occupies at least 75% of the building,
Lessors shall report the following items listed below. “Report” means to connect with the GSA
Portfolio Manager account and share your property information with GSA through Read Only
access. Note: Energy consumption and water usage must be reported at the whole-building
level, regardless of whether or not the government is only a partial building tenant.

e The amount of utilities (including water and energy) consumed at the whole building
broken down by utility type;

e All energy and Renewable Energy Credits (RECs) usage associated with the whole
building’s energy consumption, which will be used to automatically calculate the whole
building’'s Greenhouse Gas (GHG) Emissions;

e The amount of waste generated and diverted at the building. Diverted waste refers to all
construction and demolition debris, trash, recyclables, and composting material that is
diverted from landfill by being recycled, reused, donated, etc. Note: Waste reporting
guidance is still being developed and is not currently required for leases. Once
required, waste reporting guidance will be incorporated into this document.

Consumption Data Overview: As defined by ENERGY STAR, energy consumption and water
usage data reporting include, but is not limited to, the number of actual units annually consumed
by utility type, and the associated start and end date(s) for that consumption. Even though you
can enter bills that are not monthly, you need to meter bills at least every 65 days to generate
weather normalized data. For GHG Emissions, data reported includes, but is not limited to, the
amount of GHG emissions from on-site fuel combustion (i.e. natural gas) and grid-purchased
electricity, and district energy (i.e. district steam, district chilled water).

I. Reporting Timeline

Reporting Period: Lessors must report all data beginning with the first full calendar year of the
lease term. (i.e., The first reporting period for a lease that is effective February 1%, 2024, is
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January 1%, 2025 — December 31%, 2025). The full calendar year of data is due on March 31%
of the following year. Lessors may choose to upload their data into Portfolio Manager as often
as they would like (i.e. monthly, quarterly, annually, etc.) as long as all data for the calendar
year reflecting an annual amount is uploaded by the March 315 deadline. Lessors must continue
to annually report all data in each full calendar year of their lease for which the lease term is still
in effect on the reporting deadline (March 31%). (i.e., a lease that ends on February 1%, 2030,
does not have to report data for the prior full calendar year because the lease term ends before
the March 31t deadline.) See below for a sample reporting timeline.

e Example Timeline:

11/1/2023 | Lease is finalized, signed, and lease term begins.

1/1/2024 | Firstfull calendar year of the lease begins to run. Lessor starts
recording energy consumption and water consumption.

3/31/2025 | Energy/GHGs and water reports for the prior 1/1/2024—
12/31/2024 full calendar year are due.

3/31/2026 | Energy/GHGs and water reports for the prior 1/1/2025—
12/31/2025 full calendar year are due.

Energy/GHGs and water reports for the prior 1/1/2026—
3/31/2027 | 12/31/2026 full calendar year are due.

3/31/2028 | Energy/GHGs and water reports for the prior 1/1/2027—
12/31/2027 full calendar year are due.

3/1/2029 | Lease term ends; no reporting due for the prior year.

[Il.  Data Accuracy and Verification

Data Accuracy: All reported data for energy, GHG emissions, and water must be verified and
accurate. Lessors must upload their data to ensure that all data inputs and calculations for the
reporting period are accurate prior to March 315t for data reported in the previous calendar
year. There are two methods that Lessors may use to verify their data:

e Portfolio Manager Data Quality Checker: This data checker may be used to check
data belonging to a single building at a time. To use this data checker, see the “Data
Quality Checker” link on your building’s main Summary tab, and select “Check for
Possible Errors.”
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Summary Details ! Energy ! water Waste & Materials Goals Design

7/ Change Metrics

Refresh t So EUI Trend
{5 0 see Source Change Time Periods

¥ Change Metric

Metrics Summary

e/ S S T
ENERGY STAR Score (1-100) Not Available Not Available NA
Source EUI (KB Not Available Not Available NA
Site EUI (kBtu/ft) Not Available Not Available NA
Energy Cost ($) Not Available Not Available NA

2012 2014 2016 2018 2020 2022
Total (Location-Based) GHG

Emissions Intensity (kgCO2e/1t?) Not Avaiisbie Not Available NA
Water Use (All Water Sources) P N— A
(kgal)

Total Waste (Disposed and » ” i -

Diverted) (Tons)

Custom Metrics (Learn more about this new feature) /

Create up to three custom metrics to view in reporting for this property.

Data Quality Checker

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

found with your data.
Check for Possible Errors

o Data Quality Stock ENERGY STAR Report: This data checker may be used to check
data for multiple buildings at a time. To access this report, select that “ENERGY STAR
Reports” tab in Portfolio Manager, then select the “Data Quality” report. Note: This report
will not provide as much detail as the Data Quality Checker.

MyPortfolio Sharing Reporting I Recognition

Charts & Graphs E

Energy Cost Intensity
How much do | spend on energy for my properties, on a per square foot basis?

Data Requests from Others My Reports and Templates I ENERGY STAR Reports I
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Data Requests from Others My Reports and Templates

Name =

ENERGY STAR Certification Status
Partner of the Year Report

Sustainable Buildings Checklist Report
Emissions Performance

Building Emissions Calculator Import
Energy Performance

Performance Highlights

Data Quality I

1|ENE B 1B E S

LY.V PR . )

Designating Verification Personnel: To ensure that data is properly reported and accuracy
issues can be promptly resolved, you must designate an individual as a verifier. This
individual can be the Lessor, building manager, engineer, etc.

e To designate a verification person, navigate to your buildings main page and click the
“Details” tab.

MyPortfolio Sharing Reporting Recognition

Supermarket A-1 g
1800 F St NW, Washington, DC 20006 = Map It
Portfolio Manager Property ID: 21715288
Year Built: 1850

7 Edi
Summary Details ! Energy ! water Waste & Materia)
L Basic Information Property Uses and Us|

o Next, scroll to the bottom of the page and select “Add Verification Information.”

Verification

If you must comply with a state or local benchmarking law or other third-party program, you
may also be required to verify your information. See your local or state law for details

Add Verification Information

e Lastly, fill in all the required information fields and click “Save.”
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Verification Information for Supermarket A-1

If you must comply with a state or local benchmarking law or other third-party program, you may also be required to verify your inf fi
required, use the fields below. See your local or state law for detalls

Period Ending Date for Year * - o
Verified:
Date of Verification: . )

Verified By: Select from Existing Contacts ~
Ox, enter information directly in the fields below.

Name:

Title:

Email:

Paostal Code:

I |
[ |
Organizatiors T l
I |
[ |
[ |

o] ions:  * Pn Engineer (PE/PEng)
Registered Architect
CEM
ASHRAE Building Energy Assessment Professional
[} Other
No Professional Designations

@Fn

Here are some links to FAQs that will help you identify and resolve data anomalies:

e How can | find and fix errors in my data?

e \What is the Data Quality Checker? (force.com)

e \What are the "worst" practices in energy benchmarking, and how can | avoid them?

® Can | see data quality issues for multiple buildings at once?

IV. Automate Utility Data into Portfolio Manager

Authorizing Utilities to Automate Data: Some utility providers provide their data for their
customers directly to Portfolio Manager through web services. To determine whether your utility
providers use web services, visit the list of service providers that currently exchange data, or
check EPA’s utility data access map. If your property’s utility provider supports ENERGY STAR’s
web services, you will be able to connect with them via the “Connect & Share” features in
Portfolio Manager. This will allow your utility provider to automatically update your
property’s data and have it populated in Portfolio Manager. For more details on these steps,
view these instructions from ENERGY STAR. You will still need to enter all energy and water
use data if your energy provider does not provide those web services.

V. Questions and Feedback

Thank you for providing this utility information and for your participation in this federal
requirement. For questions or feedback related to this requirement, please contact
UCR@agsa.gov. For questions regarding ENERGY STAR Portfolio Manager, please contact
EPA Technical Team at Portfolio Manager Contact Support.
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HOW TO CREATE AN ACCOUNT AND ADD A
PROPERTY IN PORTFOLIO MANAGER

Create an Account

If you do not have an existing Portfolio Manager account, Access the Portfolio Manager
homepage where you can set up an account by filling out a simple web-based form. For
more guidance on how to create a Portfolio Manager account, see the “How to Create an
Account in Portfolio Manager” guide.

If you do have an existing Portfolio Manager account, login to your account. Then,
follow the below steps to add and share your building.

Add a Property

To get started, log onto Portfolio Manager at www.energystar.gov/portfoliomanager. Then,
follow these instructions to create a property and to enter property information. You may
want to download a copy a Portfolio Manager Data Collection Worksheet for your property
type to determine what data is required for each space type that you may have within your
building or building portfolio:

® Click Add a Property on the MyPortfolio tab.

MyPortfolio Sharing Reporting

Properties (2021)

Add a Property

® Answer questions about your property and click Get Started!

e Enter basic property information and select the boxes next to the statements that
apply to your property. Then click Continue.
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https://energystar-mesa.force.com/PortfolioManager/s/article/How-do-I-create-a-Portfolio-Manager-account-1600088545835#:~:text=To%20create%20a%20Portfolio%20Manager,and%20provide%20the%20requested%20information.
https://energystar-mesa.force.com/PortfolioManager/s/article/How-do-I-create-a-Portfolio-Manager-account-1600088545835#:~:text=To%20create%20a%20Portfolio%20Manager,and%20provide%20the%20requested%20information.
http://www.energystar.gov/benchmark
http://www.energystar.gov/portfoliomanager
https://www.energystar.gov/buildings/tools-and-resources/portfolio_manager_data_collection_worksheet

Note: Be sure to enter in the correct occupancy percentage for your entire building.
(For example, if 80% of your building is occupied by various tenants, enter “80%” as
your occupancy level, even if the government only occupies 10% of the building.) Be
sure to update this number if occupancy levels change throughout the lease.

Enter Use Details such as Gross Floor Area (GFA), operating hours, and number of
workers for each type of use. Note: Rentable space floor area should not be used
for GFA. You can use default or temporary values at this time and enter more
accurate data later. Note: Hover over the Use Detail in Portfolio Manager to see a
definition of each space attribute.

Click Add Property. When you have successfully added your property, you will see
the property’s Summary tab.

If you have additional types of uses on the property, you can add them at any time:
o Click the property’s Details tab, and then select a Property Use Type from the

Add Another Type of Use drop-down menu. Click Add.
o Enter Use Details for the property and then click Save Use.

If your property has 10 percent or more vacant space, follow EPA's vacant space
instructions if applicable to your property type.

For additional guidance, see the EPA Portfolio Manager Quick Start Guide

Enter a Unique Identifier

Once you have added your property, you must enter the GSA Lease Number. All
Lease numbers are 7-9 characters in length and begin with the letter “L”, followed by
the 2-letter state abbreviation that the lease is located in (Ex: LVA00374). Without
this ID number, GSA will not be able to locate your building.

Go to your building’s summary page and click on the “Details” tab.

MyPortfolio ng mi
Test Office Building 1 J@Y Mot currently eligible for
g sl ENERGY STAR
123 Street St, Washington, DC 20036 | Map It S Certification
A | c
Portfolio Manager Property ID: 1032915 Current Score: 70
Year Built: 1980
/ Edi Baseline Score:
Summary Details Energy Water Waste & Materials Goals Design
Refresh to see Source EUI Trend /#TM .
. Ve Change Time Periods

Under the “Unique Identifiers (ID)” section on the left side of the page, click “Edit”.

Scroll down to the bottom of the page. Using the drop-down field under “Standard
ID(s)”, select “GSA Lease Number”.
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Summary Details ! Energy ! Water Waste & Materials Goals Design

Basic Information Property Uses and Use Details

(R Ty View as Diagram Add Another Type of Use
Test property that is one single building
Property GFA - Self-Reported: Name Property Use Type :'
30,000 Sq. Ft.
Occupancy: > Building Use Financial Office 3
100%
m Property GFA (Buildings): 3
Property GFA (Parking): (
I To add multiple uses and buildings to this pi
template to upload your information.
21715288
Custom IDs: None Property GFA by Use = A
Standard IDs: None A
F
o You can select from Portfolio Manager's
Standard IDs to provide information to P
others in data requests. Or you can create o
F

up to three Custom IDs so that you can
cross reference your property in other
systems.

L

: Office...:

Financial

e Input your GSA Lease number. Each GSA Lease begins with “L”, followed by a 2-
letter state abbreviation and 4-6 numbers. Click “Save” to save your changes.

Standard IDs

Standard IDs are typically used in data collection, including by most state and local governments
with benchmarking laws. If your property is covered by a benchmarking law, you probably need to
fill this in. See this FAQ if you need help finding your Standard ID.

Standard ID(s):

GSA Lease Number v IID: LVA98805

Add Another

e You have now successfully updated your building’s unique identifier.

e Once you have reported all calendar year data for your building, you are required to
share your building with GSA’'s UCR@gsa.gov account. Follow the steps detailed in
Connecting and Sharing Portfolio Manager Data with GSA section below to share
your building with GSA providing Read Only access..
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V. Enter your Lease’s Occupancy Information

¢ Navigate to your building’s “Details” tab on the main page.

MyPortfolio Sharing Reporting  Recognition

Supermarket A-1 g

1800 F St NW, Washington, DC 20006 = Map It
Portfolio Manager Property ID: 21715288
Year Built: 1850

/ Edit

Summary ! Energy ! water Waste & Material

Property Uses and Us]

Basic Information

¢ Next, scroll down to the “Property Notes”

Property Notes

Use the following area to keep notes on your property.

Leased space is occupied at 20% due to construction taking place. I

You have 935 characters remaining for your notes.
Save Notes

¢ In the notes section, indicate the level of occupancy within the leased space, noting
any reasons for low occupancy. Then, click “Save Notes.” Be sure to update these
notes periodically with any substantial changes in leased occupancy.
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CONNECTING AND SHARING PORTFOLIO MANAGER
DATA WITH GSA

. Overview

e Information on Energy Consumption, GHG Emissions, and Water Usage must be
shared with GSA on an annual basis. You can share all this information at once
through Portfolio Manager. To start the sharing process explained below, you must
be connected with GSA’s Utility Consumption Reporting (UCR) account
(Portfolio Manager ID: UCR@GSA.GOV).

[I.  Connecting with a Portfolio Manager Account

® Once you have an existing Portfolio Manager account, login to your account and
connect with GSA by following the steps below. Sharing a property is only
possible after the initial connection request has been accepted by GSA.

e From Portfolio Manager, connect with GSA via UCR@gsa.gov.

o Click “Contacts” in the top right-hand corner (next to the “Help” link).

’\" ENERGY STAR Welcome sigil96: Account | Notifications @ | ENERGY | Contacts [fHelp | Sign
s a ® Settings STAR out
“.’ 0 o Io a n ag e r Notification
MyPortfolio Sharing Reporting Recognition
[ You have successfully updated the unique identifiers for Supermarket A-1. J
/ Change Metric
% ZaY Not currently eligible for Weather Normaltzed .
Supermarket A-1 sl ENERGY STAR Certification Source EUI (kBtu/ft?) o
1800 F St NW, Washington, DC 20006 = Map It
pogil Saacecuin.2i2:5002

o Click Add New Contacts/Connections

MyPortfolio Sharing Reporting Recognition

My Contacts and Organizations

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

Contacts Organizations
Search existing contacts Q Add New Contacts/Connections
Name (title) - Organization ¢ Connection Status ¢ Username s
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o Enter UCR@gsa.gov into the email or username line and click “Search”.

Connect with an Existing User for Sharing

Search using any of the criteria below.

Name: | |
Organization: | |
Username: | UCR@gsa.gov |

Email: | |

o Locate UCR@gsa.gov and click “Connect”.

ect” will send a request to the person asking them to confirm your request to add them as your contact.
tact in your address book. If they do not accept, or have not accepted yet, you will see them as an
|ith contacts will make it easier to share property information within Portfolio Manager.

GSA Utility Consumption Reporting (UCR) (UCR@GSA.GOV)
Leasing with U.S. General Services Administration
PagelZIofl 50 Vv 1-10of1

o After UCR@qgsa.gov accepts the connection request, it will show up on your list
of connected contacts.

lll. Step-by-Step Sharing Process

e To share your building’s information with GSA, click the “Sharing” tab at the top
of the page.
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MyPortfolio Sharing Reporting Recognition
My Shared Properties Sharing Notifications (0)
(ﬂ) You have no new notifications.
Share (or Edit Access to)
a Property
More About Sharing
s s'lh.r' wlllh yo'ur Utiiity orl No properties are currently shared between you and your contacts. Sharing can be helpful if a
ervice Frov d;:“or nchanging 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

Dawnload Sharing Report an of .‘who data to a. update your meter information. Learn more
about exchanging data.

e Click the “Share (or Edit Access to) a Property” button.

== POrTONoNIanager e |

MyPortfolio Sharing Reporting  Recognition

My Shared Properties Sharing Notifications (0)
0

Share (or Edit Access to)
a Property

You have no new notifications.

More About Sharing -
s":hl'; W“::’ YD'“’ U“":I or : No properties are y shared b you and your contacts. Sharing can be helpful if a
ice Prov d‘u’l:' Sonane 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
o ¢

Download Sharing Report ion who ges data to al i update your meter information. Learn more
Ve about exchanging data,

e Select the property or properties you want to share with GSA, then select the
GSA account UCR@gsa.gov from “Select People (Accounts) list. The
UCR@gsa.gov account will appear in the contact list once connection is established.

e Note: Itis important to ONLY share properties that contain a lease managed by
GSA and where the government occupies 75% of the building.

MyPortfolio 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 whoe 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 a Sharing with Accounts

We'll get into the details of the level of access later. For now, which properties do you In order to share properties with others (either
want to share and/or edit access to? individuals or organizations), you need to be
“connected” with them. To make a connection, go to
e o page s s for e
Selected Properties: 0 Contact” or “Add Organization” (they need to have a
Portfolio Manager account). Once you find them, send
a “Connection” request. When they accept your

Select F‘eople (Accounts] Ic;{mection request, they will show up on the list to the

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. a Exchanging Data with Web Service

Providers?
Select contacts fi tacts book:
o iy ey e — If you need to share your property(ies) with a Web
Service Provider or Utility, use the "Sat Up Web
Services/Data Exchange” page.

wew Who gets to Share Forward?
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e Select “Bulk Sharing” and “Read Only Access”.

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), select "Bulk Sharing." If you
need to assign different permissions, 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

W, Fersond =1e < (] & X diige Lald LISTO Uraers - eed O give

different permissions for different share requests, and/or | need to give Exchange Data

permission.
Share Property(ies) g

e Click “Share Property(ies).” This action will allow Portfolio Manager to send a
notification to GSA UCR. Once GSA accepts the sharing request, you're done!
Note: Shared access stays active indefinitely. To stop sharing at the end of the lease
term, see EPA’'s FAQ: How do | stop sharing?

permssions |

Choose Permissions permissions

) Exchange O

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

£o) need to assign different permissions, 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)
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ENERGY CONSUMPTION AND GREENHOUSE GAS
(GHG) EMISSIONS REPORTING

Overview

Portfolio Manager can be used to track the amount of renewable and
nonrenewable energy generated for your building.

ENERGY STAR calculates a building’'s estimated GHG emissions by multiplying
your site’s energy use values by fuel-specific emissions factors.

In order for ENERGY STAR Portfolio Manager to calculate your building’s estimated
GHG emissions, you must create energy meters that account for all of your
building’s energy sources.

GHG emissions can be reduced by incorporating renewable energy such as onsite
solar or wind production. You must own the Renewable Energy Credits (RECs)
to see the benefit of onsite green power in your emissions metrics. Purchasing
offsite green power may impact your avoided emissions. For more information on
how Portfolio Manager handles green power, please see the Portfolio Manager
Technical Reference: Green Power | ENERGY STAR guidance document.

Step-by-Step Energy Consumption Reporting

Navigate to the “Energy” tab. Then click “Add a Meter”.

MypPortfolio harir portir v itior
7 Change Metric
Supermarket A-1 7o Notsfighle lo apoby for eather Normalized ..,
1214 Main Street, Arlington, VA 22201  Map It = Certification Source EUI'(K )
Portfolio Manager Property ID: 6836065 Current: N/A
Year Built: 1992
7 Edit Baseline: N/A
Summary Details Energy Water Waste & Materials Goals Design
Meter Summary Meters - Used to Compute Metrics (0) Add A Meter
0 Energy Meters Total . View as a Diagram
In order to receive metrics for your
property, you must provide meters. You
have not entered any meters yet
Add A Meter _' There are currently no energy meters entered for this property/building. In order to track
| energy usage and receive energy metrics, you must provide an energy meter. Enter
Current Energy Date information about your energy meters to begin tracking energy usage. After entering the
Not Available meter, you will need to choose to include it in your metrics
=
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e From here, select relevant energy sources used in the building, indicate how
many meters you would like to track for each resource type, and then click, “Get
Started!” Note: If you are entering an onsite renewable energy source, see section
IV for more guidance.

Sources of Your Property's Energy
What kind of energy do you want to track? Please select all that apply.
Electric
purchased from the grid

How Many Meters?
"] generated from onsite solar panels
} generated from onsite wind turbines

("] Natural Gas
(] Propane
Fuel Oil (No. 2)
How Many Meters? I:I
(] Diesel
(] District Steam
(] District Hot Water
[] District Chilled Water
() Fuel Qil (No. 4)
(] Fuel Qil (No. 5 and No. 6)
(] Coal (anthracite)
(] Coal (bituminous)
) Coke
] Wood
[[] Kerosene

(] Fuel Qil (No. 1)

[] Other:|

Get Started! Cancel

e Next, enter information about your meters, such as the date you started using it,
and the units your utility bills report in. Click “Create Meters” and then
“Continue.”

e Note: In Portfolio Manager, the letter k (as in kWh or kBtu) is used to represent
thousands (whereas some utility companies will use the letter M for thousands,
especially for natural gas units). In Portfolio Manager, the letter M represents
millions.
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About Your Meters for Supermarket A-1

Enter the information below about your new meters. The meter's Units and Date Meter became Active are required. You can also change the meter's name.

2 Energy Meters for Supermarket A-1 (click table to edit)

M Other . Date Meter In Date Meter Enter as C
o  Name Type Type Units became Active Use? became Inactive Delivery? 1
[]  |Natural Gas Natural Gas it = r
ccf (hundred cubic feet)
[ Electric Grid Meter  Electric - Grid f (cubic feet) =

Cubic meters
GJ

kBtu (thousand Btu)

Delete Selected Entries kef (thousand cubic feet)
Add Another Entry MBtuw/MMBtu (million Btu

MCF (million cubic fest)
therms

Create Meters [eFes

e You have now successfully set up an energy meter. You must set up additional
energy meters for each type of energy your building uses.

o See Section lll for guidance on how to set up meters for offsite renewable

energy.
o See Section 1V for guidance on how to set up meters for onsite renewable

energy.

e Next, you will need to enter the energy usage for each energy meter. You can do
this manually by uploading a bulk data upload spreadsheet, or automatically by
using web services from either your utility company or a third-party software. For
more information on using a spreadsheet upload, review the How to Get Utility Data
Into Portfolio Manager guide.

— — — —
Start Date End Date kWh (thousand Total Cost 5 Estimation P Demand (kW) Demand Cost (§)
ower
Watt-hours)
[ ]

Upload data in bulk for this meter:

§J You can copy/paste into the table above
(instructions in this FAQ), or upicad an Excel 2
spreadsheet usng our simple spreadsheet tempate. «

Choose File | No file chosen
o o chos

|

Save Bills Cance

e Finally, check the boxes to confirm that your energy meters account for your
building’s total energy usage and click “Apply Selections”. Most meters should
already be included in your metrics, but if you have sub-meters, or meters that track
only energy that you are excluding (such as billboards, cellphone towers or EV
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charging stations), you can specify which meters should be included in your metrics.
Learn more about tracking EV charging stations.

MyPortfolio Sharing Reporting Recognition

[ Your meter entries have been added to your meters!

Select Energy Meters to Include in Metrics

Tell us which meters to include when calculating the Energy metrics for Supermarket A-1 so that we can provide you with the most accurate metrics possible.

Summary Energy Meters

Select all meters to be included in your Energy metrics. (Hint: All meters should be included unless they

3 are sub-meters.)

Name
Please tell us what your Meter ID Type
meters represent.
Fuel Oil (No. 2)
8 | 30521002 Fuel Oil (No. 2)
Natural Gas
71l About Sub-meters 8 | 30521001 Natural Gas
If you have sub-meters to measure Electric Grid Meter 2
/] 30521003 Electric - Grid

energy or water consumption for a
specific purpose, and you also have
a master meter (which measures Total of 3 meter(s). Tell us what this represents:
total consumption), counting both of

those meters would double count These meter(s) account for the total energy consumption for Supermarket A-1 (a single building).
your consumption and skew your These meter(s) do not account for the total energy consumption for Supermarket A-1 (a single
metrics (e.g., antificially increase building).

your Site Energy Use Intensity)

Learn More about configuring

meters for performance metrics.

¢ Apply Selections D el

e You have now successfully entered data for your energy meter. Check that
metrics such as ENERGY STAR score or energy use intensity values are calculated.
If values aren’t calculating, you may need to run the data quality checker. For more
information on the data quality checker, see the section, What to Report in Portfolio

Manager.

e By clicking on the Summary Metrics tab, you can see metrics for your building’s
ENERGY STAR Score, Source Energy Use Intensity (EUI), Site EUI, and GHG
Emissions Estimate.

e Note: Some metrics may not be accurate or available until offsite and onsite
renewables data is reported if applicable.
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MyPortfolio Sharing Reporting  Recognition Admin Processing
Vd Change Metric
Test Office Building 1 Not currently eligible for ENERGY STAR Score (1-
miial ENERGY STAR 100)
123 Strest St., Washington, DC 20036~ Map It Certification
Portfolio Manager Property ID: 1032915 Current Score: 70
Year Built: 1980
/ di Baseline Score: 60
Summary Details Energy Water Waste & Materials Goals Design
/# Change Metrics
Refresh to see Source EUl Trend » g ) )
i ———————
Vd Change Metric
Metrics Summary
Sep 2018 s
Dec 2015 (Energy
Metric # i rd [Ecn:rr'ueym) Change @
ENERGY STAR Score (1-100) 60 70 :1;07%['%1
; -31.80
Source EUI (kBtu/fft?) 2345 202.8 (13.60%)
2 2 2 202 2 -22
w2 012 oe e 0= — Site EUI (kBiu/ft?) 106.5 34.0 ‘._2':"1{59%)
Total (Localion-Based) GHG 57 73 -2.40
Emissions Intensity (kgCO2e/ft%) o ! (-24.70%)
Direct GHG Emissions (Melric Tons 1328 030 -94.80
CO2e) == a (-49 20%)
Water Use (All Water Sources) Not Available Mot Available Ni&
(kgal)
Total Waste (Disposed and . m
Diverted) (Tons) Not Available Mot Available HiA

lll. Step-by-Step Green Power Purchase Reporting

e If you purchase green power (i.e. offsite-renewables) to impact your avoided
emissions, you must enter this information into your building’s grid-purchased
electricity meter in Portfolio Manager.

e To enter your offsite renewables, visit Portfolio Manager’s guide.

e [For more information, see Portfolio Manager’s Utility Entry Instructions and Green
Power Reference for more information on how to input green power.

V. Step-by-Step Onsite Renewables Reporting

e If your building uses onsite renewable power, you must enter this information as
an energy meter in Portfolio Manager.

e Navigate to the “Energy” tab. Then click “Add a Meter”.

Initial Publication: Oct. 2023 Page 19 of 27


https://www.energystar.gov/buildings/tools-and-resources/how_benchmark_properties_offsite_renewable_energy_portfolio_manager
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-technical-reference-green-power
https://portfoliomanager.energystar.gov/pdf/reference/Green%20Power.pdf
https://portfoliomanager.energystar.gov/pdf/reference/Green%20Power.pdf

-
Summary Details Energy Water Waste & Materials Goals Design

Meter Summary Your utility, Pepeo, may be able to send energy data directly to this building record, using Portfolio
Manager web services. Click here for additional information and to see if this option is right for
2 Energy Meters Total you. If this is what you would like to do, you can connect with Pepco to get the process started
2-Used o Campute Melrics Remind me Later Don't show me this again
Add A Meter

Current Energy Date
Sep 30,2018 Energy Use by Calendar Month (Not Weather Normalized) =

Enter Your Bills

Five Ways to Enter
Bill Data

Manual (Instructions here)

Site Energy (kBtu)

~

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

Copy/Paste
-&- Data not generated

w

Use our complex spreadsheat

(multiple meters + multiple
properties) Refrach Chart

Hire an organization to
electronically enter your data

See if your utility offers this service
Meters - Used to Compute Metrics (2)

-

o

e Select “Electric” as the kind of energy you want to track. Then, indicate if your
renewables are generated from onsite solar panels, onsite wind turbines, or
both. Indicate the number of meters you would like to create for each source. Then,
click “Get Started!”

Sources of Your Property's Energy l
What kind of energy do you want to track? Please select all that apply. To
Electric mts‘
util

[] purchased from the grid on
generated from onsite solar panels pul

How Many Meters? Pprg

hi

generated from onsite wind turbines :h(‘

How Many Meters? no

(] Natural Gas
("] Propane (

| Fuel Oil (No. 2)

[] Diesel :,::.
[ District Steam Lej
(] District Hot Water
(] District Chilled Water ‘
[] Fuel Oil (No. 4) Th
[] Fuel Oil (No. 5 and No. 6) elg
(] Coal (anthracite) ::
[} Coal (bituminous) int|
1
[ Coke i:
[ Wood
[} Kerosene

| Fuel Qil (No. 1)

(] Other: | |

Get Started! e I
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Next, enter information about your meters, such as the date you started using it,

and the units your utility bills report in. Click “Create Meters.”

Note: In Portfolio Manager, the letter k (as in kWh or kBtu) is used to represent
thousands whereas some utility companies will use the letter M for thousands,

especially for natural gas units. In Portfolio Manager, M represents millions.

About Your Meters for DOI Building

Enter the information below about your new meters. The meter's Units and Date Meter became Active are required. You can also change the meter's name.

2 Energy Meters for DOI Building (click table to edit)

Other Date Meter In Date Meter Enter as

Meter Name Type Units

Type became Active Use? became Inactive Delivery?
Electric Solar M¢ Electric - Solar v kBtu (thousant v 02/13/2023 m
MBtu/ MMBtu/ Dth
Electric Wind Meter  Electric - Wind (million Btu/ 02/05/2023 /]
dekatherm)

X Delete Selected Entries
Add Another Entry

Create Meters | et

Next, you will need to enter the energy data for each energy meter.
To enter data manually for a meter, click “Click to add an entry”.

2 Energy Meter(s) for DOI Building

W Electric Solar Meter

Energy Used On Site Energy Exported Offsite

stactDate SuCate kBtu (thousand Btu) kBtu (thousand Btu)

Click to add an entry

Delete Selected Entries
Add Ancther Entry

Tq

Next, enter the amount of renewable energy that was used on site, and the
amount of renewable energy that was exported offsite (if any). Indicate the start
and end date for these amounts, as well as the estimated cost and any REC

ownership. Then, click “Continue”.
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Your Meter Entries for DOI Building

MNow we need actual energy consumption information in order to start providing you with your metrics and, possibly, your score!

2 Energy Meter(s) for DOI Building

W Electric Solar Meter

Energy Used On Site  eray Exported

Start Date End Date KBtu (thou Btu) Offsite Total Cost ($) Estimation REC Ownership
kBtu fthousand Btul
O | [gwmzs | 512"2023 | |400 | [s00 | |600 ] O Owned v

M Delate Selected Entries
Add Another Entry
# Learn how to copy/paste

Upload data in bulk for this meter:

U;ﬂ Use this single-meter spreadsheet to:

+ Upload the completed file below
* Copy and Paste the data into the table above

Choose File No file chosen

> Electric Wind Meter

cancel

e You have now successfully entered data for your energy meter.

e For more information on how to set up and enter data for onsite renewable energy
sources, see the following resources from ENERGY STAR:

o How to Create Meters for Onsite Green Power

o How to Enter Data for Onsite Green Power

o How to Enter Data for Onsite Green Power Using a Net-Metered Bill

o How to Enter Data for Onsite Green Power Using a Net-Metered Bill Without the
Required Data

o How to Enter Data for Onsite Green Power with a Utility-Updated Meter
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V. Viewing GHG Emissions Data

e Once you have entered twelve calendar months of your building’s complete energy
usage (for all fuel types used in the entire building and for the same period), Portfolio
Manager will automatically calculate your building’s estimated GHG emissions.
See Portfolio Manager's GHG Technical Reference for more information on how
GHG emissions are calculated.

e Under the summary tab of your building’s portfolio, your GHG emissions estimate
will appear under the “Metrics Summary” table. You can change the metrics in
your “Metrics Summary” table.

e For more information about setting goals and targets, review this guidance.

MyPortfolio Sharing

Test Office Building 1

Recognition Admin

Processing

Not currently eligible for

Vd Change Metric

ENERGY STAR Score (1-
ENERGY STAR 100)
123 Street St., Washington, DC 20036 | Map It Certification
Portfolio Manager Property 1D: 1032915 Current Score: 70
“ear Built: 1980
7/ edi Baseline Score: 60
Summary Details Water Waste & Materials Goals Design
# Change Metrics
Refresh to see Source EUI Trend /ch g Time Period
ange Time Periods
7/ Change Metric
Metrics Summary
Sep 2018
. Dec 2015 (Energy
Metric # S rd (Ecrlfrriyrvl o Change @
ENERGY STAR Score (1-100) 80 70 . 1]30?'%?%1
-31.80
Source EUI (kBiu/fi%) 2346 2028 (13 60%)
2 2 2 2 22
2012 o4 vis 02 Site EUI (kBw/fF) 106.5 840 |—2T1502:i:]
Total (Location-Based) GHG 97 73 -2.40
Emissions Intensity (kgCO2e/ft*) : (-24.70%)
Direct GHG Emissions (Metric Tons 19238 920 -94 30
Co2e) == . (-49.20%)
| Waler Use (A1l VWiater Sources) Not Available Not Avsilable NiA

(kgal)y
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WATER USAGE REPORTING

. Overview

e Portfolio Manager can be used to track the amount of water used by your property.
Il. Step-by-Step Water Reporting

e Navigate to the “Add a Meter” option under the “Water” tab.
e A meter allows you to track the amount(s) of a specific water type used at the
property.

MyPortfolio Sharing Reporting  Recognition Admin Processing

7/ Change Metric

Test Office Building 1 Fa— E;tE cgg@ﬂé'%igm ENERGY STAR Score (1-
123 Street St., Washington, DC 20036 | Map It Certification 100)

Portfolio Manager Property 1D: 1032915 Current Score: 70
Year Built: 1980

7 Edi

Summary Details Enesl.e & Materials Goals Design
Water Use Intensity (All Water Water MEters - Used to Compute Metrics (0 m
Tsearaky O atr Ve p (©) (ot A ctor |
&« » View as a Lhagram

Current WUI: N/A

Baseline Score: 60

F - Mnix

e Portfolio Manager allows you to track usage of different types of water sources. GSA
requires you to track all water sources used by the property. Select all water types
you want to track, then click “Get Started!”
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Your Property's Water Usage
What kind of water do you want to track? Please select all that apply.

Municipally Supplied Potable Water
(] Indoor
[ Outdoor
[ Mixed Indoor/Outdoor
Municipally Supplied Reclaimed Water
[ Indoor
[J Outdoor
[ Mixed Indoor/Outdoor
Well Water
[ Indoor
() Outdoor
[ Mixed Indoor/Outdoor

(] Other:

Get Started! Cancel

e Click the checkbox next to the water meter and enter information about the
source, including the first date it was active and the unit of measure from your water
bill. Then, click “Create Meters”

About Your Meters for DOI Building

Enter the information below about your new meters. The meter's Units and Date Meter became Active are required. You can also change the meter's nam¢

1 Water Meter for DOI Building (click table to edit)

Other Date Meter In Date Meter Custom Mete]
Meter i Type Type ke became Active Use? became Inactive 1 Name
Potable Indoor M Potable Indoor v Gallons (US) v 0971272023 | (il |

X Delete Selected Entries
Add Another Entry

e You have now created your building’s water meters. Now, you can create entries for
your meter by clicking “Click to add an entry”.

Your Meter Entries for DOI Building

Now we need actual energy consumption information in order to start providing you with your metrics and, possibly, your score!

1 Water Meter(s) for DOI Building

W Potable Indoor Meter

Start Date End Date Usage Total Cost ($) Estimation

Click to add an entry,

¥ Delete Selected Entries
Add Another Entry
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e Enter in the entry dates and the amount of water used. Then, click “Add Another
Entry” if you wish to add more data. Or, click “Continue”.

1 Water Meter(s) for DOI Building

W Potable Indoor Meter

Usage
Start Date End Date Gall E:E] Total Cost ($) Estimation
oeroir2023 ] ooroir2023__] U ]

X Delete Selected Entries
Add Another Entry
& Learn how to copy/paste

Upload data in bulk for this meter:

@ Use this single-meter spreadsheet to:

* Upload the completed file below
« Copy and Paste the data into the table above

Choose File | No file chosen

ml Sancel

e Select which meters you want to include and what the meters measure. Then, click
“Apply Selections”. Most meters should be included in your metrics, but if your
building uses sub-meters, you can specify which meters should be included in your
metrics.

Water Meters

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

Name
LY Meterip Type

Potable Indoor Meter
1aseazoss  Fotable Indoor
0O Potable Indoor Meter

169040127 Potable Indoor

Total of 1 water meter(s). Tell us what these meter(s) measure:

* @QThese meter(s) account for the total water consumption for DOI Building (a single building).

(OfThese meter(s) do not account for the total water consumption for DOI Building (a single building).

Apply Selections | [

e You have now successfully entered data for your water meter.
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EPA ENERGY STAR PORTFOLIO MANAGER
RESOURCES

EPA offers training on a range of energy and water efficiency topics, including EPA
Portfolio Manager guidance on improving building energy performance, as listed below.

Basic Functionality
e Benchmark Your Building Using ENERGY STAR® Portfolio Manager®
e Training and Resources
e An Overview of Portfolio Manager
o EPA Portfolio Manager quick start guide

Data Entry
e How to get utility data into Portfolio Manager
e Watch Video: How to set up a property in Portfolio Manager
e Portfolio Manager Data Collection Worksheet
e Watch Video: How to set up energy and water meters in Portfolio Manager
e How do | enter information on offsite renewables?

Campus Guidance
e What constitutes a campus?
e How do | benchmark a campus?
e How do | benchmark buildings that receive energy from shared systems?

Upload Templates
e How do | use the simple spreadsheet upload?
e How do | add properties using Spreadsheet upload templates?

Sharing Data
e How to share properties with other users in Portfolio Manager
e Watch Video: How to share properties in Portfolio Manager

Greenhouse Gas Emission Reporting
e ENERGY STAR’s website on GHG emission tracking
e GHG Technical References
e How to Track GHG Emissions in Portfolio Manager
e National Median Total GHG Emissions
e Webinar slides: Tracking GHG Emissions in Portfolio Manager
e Recorded webinar: Tracking GHG Emissions in Portfolio Manager (To view the
recording, click the View Event Recordings link on the upper right)
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