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HOW TO GUIDE

Step-by-step instructions to use the U.S. EPA’s Portfolio Manager to comply

with the City of Seattle’s Energy Benchmarking and Reporting requirements.
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What is Energy Benchmarking?

Benchmarking tracks the total electricity, natural gas, steam, or
other utilities used in a building (often called energy or building
performance). The U.S. EPA's ENERGY STAR Portfolio Manager is
the standard for benchmarking. This How to Guide shows how to
benchmark a building to determine the building’s:

Energy Use Intensity (EUI), which indicates the building’s energy
use per square foot (kBtu/sq. ft.) per year. A lower score indicates
a more efficient building.

About 20 types of buildings will also receive a 1-100 ENERGY
STAR rating. A higher score indicates a more efficient building.

See How Your Building’s Energy Use Stacks Up!

When you are finished benchmarking, compare your building’s energy
use intensity (Site EUI), which is its annual energy use per square foot
with other similar types of buildings in Seattle at www.seattle.gov/
EnergyBenchmarking. The information is based on data analyzed
from buildings 20,000 SF or greater that had energy use reported

to the City, as required by the Seattle Energy Benchmarking and
Reporting law.


http://www.seattle.gov/EnergyBenchmarking
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Get Started

O Confirm the accuracy of the information provided about the building on the
notification and/or warning letter sent by the City of Seattle. This includes:
1. Building size
2. Building address
3. Year built
4. Building owner or property manager

To correct errors, please contact the Benchmarking Help Desk at
energybenchmarking@seattle.gov or (206) 727-8484.

O Obtain the following details about the building’s use:
1. The primary use of the building. For example: multifamily, office, warehouse, etc.

2. The gross floor area of the building, not including parking area.

3. The floor area of parking that is metered with other building uses. For
example: a garage with lights and ventilation that is connected to the “house’

4

meter, which may also serve common areas in the building.

Need help? 4. The floor area of any other uses of the building. For example: a
For free help, e-mail multifamily building might have ground floor retail shop(s).
energybenchmarking@seattle.gov 5. For buildings eligible for an ENERGY STAR score, other details

or phone (206) 727-8484 (M-F, 8-5). ) ) ]
like operating hours, number of workers, etc. are required for

benchmarking. Use the Property Use Details Worksheet for ENERGY
STAR Eligible Buildings in the Appendix of this guide.

Visit the website to learn about
in-person help and free workshops.

6. Information about what energy utilities are used for both the common area
and tenant spaces. For example, does the ground floor restaurant have gas
service from PSE in addition to City Light electric?

O Already benchmarking? If you currently benchmark your building using Portfolio
Manager, simply skip to Step 4 to confirm buildings’ Energy Use Intensity and
then complete steps 5 and 6.

Missing your letter?
Contact the Help Desk for a copy or to find your building’s ID number.

Prefer to use an outside service provider?
Visit www.neec.net/benchmark for a list of benchmarking vendors.

Continue to Step 2 =

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
In person help by appointment.
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sTeP 2 Set Up Property in Portfolio Manager

O Create a new account in Portfolio Manager at

www.energystar.gov/portfoliomanager.

1. On the right side of the page, click the blue 1. Call (206) 727-8484 and
Register now button provide a mailing address.

‘ What if | don’t use a computer?

. . 2. Complete and return
2. DO NOT use ANY special characters in your mailed forms and our

username (letters and numbers only). staff will facilitate your

3. KEEP A RECORD of the username and computer process
password — it is not possible to change
usernames. To recover a lost password click on the ‘forgot password’ link or submit
an online request form.

4. We recommend using one Portfolio Manager account per building, so
buildings can be easily transferred to a new employee, manager or owner.

O Answer the basic questions about you and your organization.
1. For Reporting Units, choose “Conventional EPA Units (e.g., kBtu/ft2).”

2. For “Can other people search for you and send a connection request?”,
choose Yes.

O After creating an account, you will automatically
be logged in and be on the My Portfolio Page.
Click on Add a Property.

A campus is a set of buildings
on a shared energy meter

1. Select the primary function of the property. or central heating plant (not
2. Select the number of buildings. Most people including hospitals, senior care,
or K-12 schools).

will select, “One: My property is a single
building.” If the property is a campus (see
right), please read EPA’s Guide: How to Benchmark a Campus.

3. For Your Property’s Construction Status, select Existing.
4. Click Get Started!
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How does Portfolio Manager define a Property? Portfolio Manager calls buildings “properties” and in
most cases one building = one property. In Portfolio Manager, “properties” mean a contiguous parcel,
not all the properties that a person may own throughout a city.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
In person help by appointment.
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O Enter Basic Property Information including the building name, address, year built,
occupancy and gross floor area (not including parking). Under the “Do any of
these apply?” section.

1. If parking IS served by an energy meter connected to the building it serves,
SELECT “My property’s energy consumption includes parking areas”.

2. If parking served by an energy meter NOT connected to the building it
serves (i.e. it is on a separate meter), DO NOT select “My property’s energy
consumption includes parking areas”.

3. Check other options that apply.

O Click Continue.

O On the next page, enter details about the primary building use, and additional
property uses, based on the boxes checked on the prior page.

O The specific use details required will differ based on the property type selected.
Refer to the Property Use Details Worksheet for ENERGY STAR Eligible
Buildings in the Appendix of this guide.

1. Hover the computer mouse over each property use characteristic for definitions.

2. Actual values for space details (i.e. operating hours, number of bedrooms,
etc.) are required for reporting. Do not use “default values”.

Tip Space Uses should be summarized to
reflect the total square footage of any given
space type. All retail square footage should be
added together, as well as office, restaurant,
multifamily, etc.

3. The Gross Floor Area (GFA) that you entered when setting up your property
will automatically populate into the GFA section.

NOTE If your property has multiple uses, you may want to adjust this number based
on the actual GFA for the primary type of use. (Example: The building's
primary function is office and the total GFA of the whole building is 30,000
sf. It also has some retail stores totaling 10,000 sf.) When entering the
attributes for the primary space type (office), change GFA to reflect JUST
the office space: 20,000 sf. Next click “Add Another Type of Use” to enter
the attributes and remaining square footage for the building’s retail space.

Additional Uses?
O Add more space uses to your property by selecting an option in the drop
down menu Add Another Type of Use, and then click “Add”. This will open up
a different list of attributes for that particular space type.

Continue to Step 3 =

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
In person help by appointment.



sTEP 3 Obtain Energy Meter Usage Data

Data Exchange

Seattle City Light (SCL), Puget Sound Energy (PSE), and Enwave Seattle (Steam) can
upload whole building data to your Portfolio Manager account every month via
Portfolio Manager data exchange (web services). NOTE: This service was formerly
called Automated Benchmarking or ABS.

Utility Contact Information

Seattle City Light - See page 7
Email  scl_portfolio_manager@seattle.gov
Phone  (206) 684-7557
Website www.seattle.gov/light/accounts/energyusage

Puget Sound Energy - See page 11
Email  mydata@pse.com
Phone  (425) 424-6486
Website  http://mydata.pse.com

Enwave Seattle (formerly Seattle Steam) - See page 16
Email  pdlesk@utlitystudio.com
Phone  847-420-6432
Website www.enwaveseattle.com/energy-star-reporting.htm

Manual Meter Entry

If only few energy meters serve your building, or you want to track energy use closely
by tenant or meter AND have access to all the bills, another option is to enter the
monthly energy use by month into your Portfolio Manager account. Manual meter
entry can be used for some or all of your utility services. For example, data exchange
could be used for City Light electric, but Enwave could be manually entered.

Manual Meter Entry instructions are in the Appendix.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
In person help by appointment.



3A SEATTLE CITY LIGHT DATA EXCHANGE

(Q‘Tl) Sea ttle Clty Ll ght Phone: (206) 684-7557

Email:  scl_portfolio_manager@seattle.gov
Website: www.seattle.gov/light/accounts/energyusage

1. Fill Out & Submit Consumption Request Form

O Visit www.seattle.gov/light/accounts/energyusage to complete and send the
Portfolio Manager Automated Benchmarking Consumption Request form and
agree to the Terms and Conditions.

O Your Request form will be processed within four business days. Look in your email
for the Automated Benchmarking Authorization form from SCL.

2. Authorization and Connecting to SCL

IMPORTANT: These screenshots supplement the instructions provided on SCL's
Automated Benchmarking Authorization form, which you must have to proceed.

O Log in to Portfolio Manager with the Authorized Portfolio Manager Username
listed on your Seattle City Light Authorization form.

O If you have not previously added SCL as a contact, you will need to add them:
1. Click the contacts link in the upper right hand corner, then, leaving the search
box empty, click the Search button.

ﬁ:\ ENERGY SZ.-':I*.. X Welconee bullding123: Accol Sei , .
== PortfolioManager®

MyPortfolio Sharing Plamning Reporting
P £ Anthony Sclafani 3
Your Search Criteria NOT AVAILABLE with NORESCO i
Nama: SCL £ Anthany Selafani
Manager of Project Develapment with Apallo Salutlons Group
Usemame: @ L Bienhoff (SCL Test) m
NOT AVAILABLE with SCL_Test

) Monica Pedescleaux Connect

Asset Man, et CRTIET T SETUILES AUTTITIS ratyor
@0 SCL Portfolio_ Manager
Seattle City Light with Searde City Light

] SCL TESTCUST3
TEET ADO OEV

Email Address

E

zh €71 TECTCLISTS

2. Under Your Search Criteria, enter SCL as Name. Enter or click Search.
3. From the list of contacts, locate SCL Portfolio_Manager.
4. Click the Connect button to the right of the name.

5. When prompted, enter your Portfolio Manager Username in all uppercase
letters, check the Terms of Use and then Send Connection Request button.

6. This connection request should be accepted in approximately 1 hour.
Please wait before proceeding.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484 7
In person help by appointment. B



3. Connection Approval and Virtual Meter Setup

O In Portfolio Manager, on the MyPortfolio tab, under the My Properties section,

click on the name of the building that has the meter you are setting up.

O Still on MyPortfolio tab, click the Energy tab, then click Add A Meter.

Matar Surrrary Emergy Uise by Calendar Month =
3 Ensrgy Musers Tata :

Meters - Usad te Compute Matries (2 [ ks s |

harn oy g MOMBacmt la Ut
Mo 1) 2y Trs it Dot fractive Date)

Your Property is: Edit

£ S Fuibinn

O In the Get Started Setting Up Meters section, answer the questions:

1. Under Sources of Your Property’s Energy check Electric and purchased from
the grid.
2. For How Many Meters? Enter 1.

3. Scroll down below the Water Usage section and click Get Started!

@ Sources of Your Property’s Energy

.

sgelect all that apply

¥#| Elsctric

¥| purchasad from tha grid

Hew Many Maters? 1

generaled on 418 with my own 8ol

Matural Gas
Propana

Fual Oil {Ho. 2)
Dranal

Drsinct Steam
District Hot Water

District Chilled Water

O On the next page, in the Meter Name column, click on the words: Electric Grid Meter.

Tip: Copy the
Virtual Meter name
directly from the

1. Replace the words: Electric Grid Meter with the Virtual Meter Name that SCL
provided on the authorization form.

2. Under Units, select kWh (thousand kilowatt hours).

3. Under Date Meter Became Active, type in: 01/01/2009. (Leave “Inactive” date

SCL authorization blank and “Enter as Delivery” un-checked.)

form and paste it to |

reduce l'yPOS. 1 Energy Meter forgl 234 Eroadwayit click table to edit) ‘ *
Robe el i Type ?;"[1):' L :‘:::l?ll';l‘i‘::_‘li\.‘lr IRlias Erll.q.‘:l’l::l:lruulivu Eﬂmg"
1234 _broadway_st_( Electric - Gnd | = KWWh thousand | = ;122": oL o
HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484 8

In person help by appointment.



4. Click Create Meters.
5. Click Continue.

O On Select Energy Meters to Include in Metrics page:
1. Check all of the meters.

2. Select: These meter(s) account for the total energy consumption for this property.

3. At the bottom of the screen, click the Apply Selections button.

Select Energy Meters to Include in Metrics

il 125 whith miters: ta meludis when caleulating the Enimgy mistnes for 85 Unil WS Bislding 5o thal wir can prosadi you with the most ac curatis metnes pos

Summary Ensergy Meatars
Select all meters 1o be included in your Energy metrics. (Hint: All meters should b2 inchuded unless they

: 2 are sub-mreters )

Nama T
Meters representing the Meter ID ype
total en onsumption

= Matural Gas

T5TRANEL — | Ebectric - Grid

Total of 2 meter|s). Tell us what this reprezents:

* @ These moters) account for the tofal energy consumption for 85 Linit WS Building {a single
building).
Thiese mctens) do not account for the tolal entrgy consumplon for B2 Uil WS Buldng (a single
banlding)

4. Select Permission Levels for Other Web Services Providers

If you are using other automated data services (such as Seattle City Light), then you
will be given the option to allow other utilities to view your PSE meter data.

O On the Share Additional Meters with Web Services Provider page, select “None”
on the Puget Sound Energy MyData tab.

O Select Apply Selections and Authorize Exchange.

6 v Pomsots Masepu 1 ] W 1Ar Forrcia + - a
*
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Share Additional Meters with Web Services Provider

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
In person help by appointment.



5. Share Property with Seattle City Light

O Go to the Sharing Tab and click Share (or Edit Access to) a Property.

1. Select One Property and then choose the building to connect to SCL.

2. Select contact, Portfolio_Manager, SCL.

3. Under Choose Permissions, select the second option:
“Personalized Sharing & Exchange Data.”

4. Click Continue.

Select Properties to Share

We'll get into the details of the level of access later. For now, which properties d
want to share?

: One Property

Select People (Accounts) to Share With

Which people {accounts) do you want to share these properties with? The acce
each can be different and you'll be able to specify that on the next page

Select contacts from my contacts book

To select multiple contacts, hokd down your Control (CTRL) key and click on each selection. On!
connected contacts appear in this list.

O On the next screen, select the Exchange Data button, which will pop-up the

Access Permissions window.

1. In the pop-up window, enter the Premise ID number found at the top of your
SCL Authorization Form. You need to enter the Premise ID number in TWO

places as shown below.

Seiecl ACCess Permissions 10 1234 Broadway 51 r:-- T

~

]

The foliowing information s required h:,. C1 Poriiolio Mar 3ges i order 10 provide senvice 10 your propery(ies). If you have any questions about how »

10 Comphate this INTOrMation, pheass Contact e din 1‘:([‘.

PremiselD T Eometzus
| Parend Premise ID associated wilh T peopery and ided by SCL Porfolic Manager or SCL Representabive.; 1- 10 Characiers jorg
Selectne permisson level Desow Ihal you woukd e 1o grant SCL Por Manaper KF SaCh Calegory
Item None Read Only Access Full Access PremiseiD?

Propery Information
All Meter Infommation
Energy Melers

Edeciric Grid Meder ¢ D

Electnc Grid Meter

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484

In person help by appointment. -10-




2. IMPORTANT: Set the Access Permissions exactly as follows:

Property Information: Read Only Access
SCL Virtual Meter Name: Full Access
For any other meters listed: None
Goals, Improvements: None
Recognition: None
3. Scroll down. For Share Forward, select “No”.

4. Scroll down the window and click Apply Selections & Authorize Exchange.

O This will open the Sharing window again. Click on the Share Property(ies) button
to finish.

O You should see data in your Virtual Meter in about four hours.
Thereafter, SCL will update this meter monthly.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484

In person help by appointment. -11-



IMPORTANT:

PSE requires release
forms if you have four (4)
or fewer tenants in your
building that each receive
PSE service. Each account
holder must complete and
sign the PSE Customer
Data Release Form. We
recommend downloading
the form now, as it may
take time to contact all
tenants.

3B PUGET SOUND ENERGY “MYDATA"

PUGET Phone: (425) 424-6486
SOUND Fax: (425) 462-3418
ENERGY  fmei: mydata@pse.com

Website: http://pse.com/accountsandservices/YourProperty/Pages/Automated-Benchmarking.aspx

PSE CUSTOMERS: These instructions will show you how to enroll in PSE MyData
to obtain your buildings natural gas usage history. MyData will also provide
automated monthly uploads of gas usage thereafter once enrolled.

1. Add PSE as a Contact

O If you have not previously added PSE as a contact, you will need to add them:
1. Click the Contacts link in the upper right hand corner.

2. Click on Add Contact.

My Contacts

This is where you keep track of your contacts and/or organizations (i e. people or companies assodiated with your properties such as Py
Registerad Architects, or others with whom you share information). You can add anyone as a contact, regardless of whether they have
and you can share your properties & reports with any of your contacts. You can import other Portfolio Manager users directly into your ¢
their accounts and sending a connection request

[ Share | Edit | Deletc [ Add Contact | \dd Organization
m Name ~ | Drganization *

3. Enter ESIOPERATOR as the Username. Click Search.
4. From the list choose Puget Sound Energy MyData. Click the Connect button.
5. Review Terms of Use, ‘check the box’ and click Send Connection Request.

6. This connection request should be accepted in less than 1 hour.
2. Share Your Building with PSE
O Go to the Sharing Tab and click on Share (or Edit Access to a Property).
O Select the properties to share with Puget Sound Energy MyData.

O Under Choose Permissions, select the second option:
“Personalized Sharing & Exchange Data.” Click Continue.

O On the next screen, select the Exchange Data button, which will pop-up the Access
Permissions window.

Wete. Read Only

Full Access Custom Access xehange Data
Name (ID) ACGess L

TEST Office (4132800)

Puged Sound Encrgy MyData

Share Property(ies) Cancel

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484

In person help by appointment. -12-
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O IMPORTANT: Select the Access Permissions as follows:
1. Property Information: Full Access (PSE requires Full Access so that they can
create a new meter in your account.)

2. All Meter Information: Leave as None. (Choose None for access, even if old
PSE meters are listed. Leave any meters numbers as is.)

3. Goals, Improvements: Leave as None

4. Recognition: Leave as None

Please select the permission level you would like to grant MyData, Puget Sound
Energy for Building for each category. If "None” is selected for all items, MyData
Puget Sound Energy will not receive any access to this property

CAUTION! Any non-PSE
meters, such as City Light
electric must be listed as None
for access.

Full Access

©

Item None Read Only Access
Property Information

All Meter Information

Goals, Improvements, & Checklists

Recognition

‘ Apply Selections & Authorize Connection JPELIS:

O Scroll down. For Share Forward, select “No”.

O Click Apply Selections & Authorize Connection.

O This will open the Sharing window again. Click on the Share Property(ies) button
to complete the sharing process.

IMPORTANT: Your sharing request should be accepted by PSE in approximately
1 hour. Do not start the next step until MyData, Puget Sound Energy is listed
as having Exchange Data permisions in Portfolio Manager, as shown below.

My Shared Properties

Sharing Natifications [10]

(2)

Share a Property

Exchanging Data
fagd

Dd yows enow o can work with ancthes oigasisation b
reguiarty uplosd our Sata inta Porsdolia ianager? You
28N Suthonse thess Cospanies 19 wpdali youd Seti

Share accepled By Pugel

Share accepled by Fugel

§ - Fhang SOl apled By Pugel

My Shared Properties (2)

Clear

manage bullding data. and retries matncs
PP —— Lo gy
Thist Eotniact with them aned Shase your propee Hamae Persiisions Action
wista Cffice Exthange Do
Excrangs Data 1 sl B -
| wnf B
nge Data
I 1
HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484 13
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3. Create a New Account in PSE’s MyData

O Go to mydata.pse.com uyDats

Signin Worw Uner?

O Read the new user information

and click the Register button. | g=
O Answer Yes to both questions: =
1. Will you be reporting any S
usage data to EnergyStar’s
Portfolio Manager?
MyData

2. Do you have an EnergyStar Portfolio Manager
account?

Registration

O Sign in with your existing Portfolio Manager
Username and Password.
1. If you connected to PSE and shared properties | i i
and waited for PSE to accept the shares, your X
account contact information should automatically
populate on the Registration page. PSE will email
you using this information, so make corrections.
2. If it does not populate, stop and contact PSE at

425-424-6486 or email mydata@pse.com.

O After completing MyData registration, check your email for a message from
MyData to activate your account. Click the link in the email to go back to MyData.

O Now in MyData, click the Next button.
1. The properties shared from Portfolio Manager should all be listed on the
Building Information page.
2. If your properties are not listed, stop and contact PSE at 425-424-6486 or email
mydata@pse.com. Do not click “Add a New Building.”

' O On the Building Information page, click
Show Details (in the orange bar) to see
the details of each building.

1. Select Meter numbers and enter any
meter numbers that are not listed.
2. Alternatively, you may select
Address(es) and enter the addresses or
= =T R range of addresses for the building.
3. If you need to go get information, you

[ e, can click Save and come back later to

finish.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484

In person help by appointment. - 14 -
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O When done entering the information, click Submit.
1. MyData should email you in up to 3-4 days to invite you back to review the
building information and select report preferences.

O After you are emailed that the building is ready, go back to MyData and click on
Show Detsails (in the orange bar) to see the details of each building.
1. In the blue box, select Whole Building, Monthly and Post to EnergyStar.
(These will likely be the default selections).
2. Confirm addresses and meter numbers. If anything is incorrect or missing,
contact PSE.

O If asked for, download & complete any required release forms and upload them.
PSE requires release forms for buildings with fewer than § tenants. For questions about
this requirement, please contact PSE.

Flear choee Bow you peied & Ieorie dets

Individued efes * Vsl Bollding

O When complete, click Submit. PSE will prepare your usage report and email you
when it is complete. Please allow up to three days.

O If you do not get an email, contact PSE’s User Support at 425-424-6486 or email
mydata@pse.com.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484

In person help by appointment. -15-
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4. Configure New PSE Meter in Portfolio Manager

After MyData is set up, PSE should add a new gas meter to your Portfolio Manager
account called MyData Usage - GAS meter. This step shows how to log into your
Portfolio Manager account to make sure the new PSE MyData Usage - GAS meter is
listed and configure it to obtain the building’s required EUI.

O Log back into Portfolio Manager and click on the property to open.
O On the Energy tab, look for a meter named PSE MyData Usage - GAS.

O Check that the Most Recent Bill Date lists a date within the last two months.

O On that same page, click Change Meter Selections.

1. Under Energy Meters, add a check mark to include PSE MyData Usage-GAS in
the energy metrics. IMPORTANT: A check should also be next to the electric
and any other energy meters currently serving the building. If there are other
previously entered PSE meters that are now included in the new PSE MyData
Meter, uncheck them. You may also consider deleting these “old” PSE meters.

2. Select “These meter(s) account for the total energy consumption of this
property.”

3. Click Apply Selections.

Select Energy Meters to Include in Metrics

slenlateng Wep Ervgy it e 5 s 05 hat w00 i you mith U Fecal BE¢Leibe

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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5. Select Permission Levels for Other Web Services Providers

If you are using other automated data services (such as Seattle City Light), then you
will be given the option to allow other utilities to view your PSE meter data.

O On the Share Additional Meters with Web Services Provider page, select “None”

on the Puget Sound Energy MyData tab.

Select Apply Selections and Authorize Exchange.

9 UsePosloho Manager [E= 3 [B] ENERGY STAR Penfobo . > | 4 - a
€ a , c

BRIt gEy

m =

1| o vBe U 4N
B Mot iited 8 Getting Strted 1B Suggestes Saes 95 integra WebMetsage ©5 Web Shee Gaery
Py ENERGY STAR

% Pnrﬁnlio M a n a g er : Welcome: TOSCAND: Account Setiings | Contacts | Hakp | Sign Out

Congratulations! ATy enengy Melers you Sesecied have Deen successiuly associabed 10 your property(es)

Share Additional Meters with Web Services Provider

“¥ou have sucsessluly creaied addiional meters for your propery. We nofike nat your property is shared with companies ihal exchange data directly Brough
Portiote Manager wet Servoes. If you wan INe3e Compansss 19 Be aLH 10 SCCESe0 your new MEIrs, You MUs! $hare Iee meters ginety wih hem. i you oo
NOE Wish 10 grant acCess 10 s meter. please eiec! None™ as the: PemisSons level and the meter(s) will not e shared a1 this ime To share in the future you wil
need 1o select “Eit Contact's Permissions” Trom the Shanng tabée on the: Summary fab for your property

Select the permission levels you would like to grant each web services provider below:

|~ Puget Sound Energy MyD

The following information is required by Puget Sound Energy MyData in onder 1o prowide senice to your property(ies) If you hawe
questions abeut how 1o comgiate this informaticn, please contact tham drectly

Meter Mame Read Only Full Access Meter Number!
907 _warmen_ave_n_loscano_01202017_ppiT93934148 ] I

Humber: Examy

Tt 8 o0 10 character et

sbies for which you would bk 10 fecene Consumption - usage data. This may te

<« Apply Selections and Authorize Exchange
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ENWAVE SEATTLE (SEATTLE STEAM) DATA EXCHANGE

Phone (206) 658-2025
Website www.enwaveseattle.com/energy-star-reporting.htm
Email  mlowe@EnwaveSeattle.com

ENWAVE SEATTLE CUSTOMERS: You will need to complete a few simple steps
to begin automated Portfolio Manager reporting with Enwave Seattle. Detailed
instructions can be found in your online Enwave Seattle customer portal.

Log in to your online Enwave Seattle/UtilityStudio account and complete the
Enwave Seattle Authorization Agreement, in the “ENERGY STAR Reporting” link.
If you do not know your username and password for your Enwave Seattle
account, or if you have any questions, please contact Marco Lowe at Enwave
Seattle, at 206-623-6366, or mlowe@EnwaveSeattle.com.

In ENERGY STAR Portfolio Manager (PM) create your account and complete the
setup for your facility. In this step, you will create the steam meters that represent
all of your steam usage in your facility. If you are a multi-site account, you will
create a facility and meter setup for each building in your account. If you already
have a PM account, please confirm your steam meter setup, for each facility.

When defining your steam meters in PM, create meters for EACH billing meter
listed on your Enwave Seattle invoice, including any meters listed as Non-
Metered. Define each meter, using the Energy Type = District Steam and the Units
= kLbs.

In your PM account, add a CONTACT to establish a connection with Enwave
Seattle Energy Star Reporting Services.

Request Data Exchange Services by “Sharing” your property and setting
permissions for each steam meter to “Full Access”.

You will receive confirmation of your request from Portfolio Manager and Enwave
Seattle. Reporting will begin for your facility by the 15" day of the next billing
month. Enwave Seattle will load the most recent 2 years of usage data for each
meter, and will continue to update the steam meter usage data each month.

Continue to Step 4 =

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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sTEP 4 Confirm Energy Use Intensity (EUI)

A Site EUI ending December 31 for the required year must be available to report to
the City. The EUI indicates the energy use per square foot per year (kBtu/sq. ft.) and
can be used to compare the building’s energy use to other similar building types.

A . U Under the property Summary tab, verify that the building has a Site EUI and
ccurate Reporting:
Buildings with unusually ENERGY STAR score (if available) for Current (Dec 20xx) reporting year. Contact

low or high (outlier) EUIs Help Desk if missing.
or other errors will be
flagged for accuracy and U The ENERGY STAR score must also be listed (if eligible) for your property type,

may be issued a warning such as Office, Multifamily (20+ units), Retail, Warehouse. See Appendix A.
letter to make corrections.

Metrics Summary Change Time Period
Metric Dec 2014 Change
ENERGY STAR score (1-100) 76 A
Source EUl (kBtuft) 853 35.6%)
Site EUI (kBtuft®) 303 1.7(5.6%)
17.535.24 92.76(0.5%)
Total GHG Emissions (Metric Tons CO2e) 137 120.0 6.3(5.5%)

PRINT STATEMENT OF ENERGY PERFORMANCE

O Go to the Reporting tab and choose Statement of Energy Performance.
Select the property name.

Select Timeframe: Single Year ending Dec of the required year.

Select contacts (optional).

o O o O

Click Generate & Download Report(s) and a PDF of the report should appear. (If
your web browser has pop-up blockers, disable them if the report does not appear.)

O Confirm that the Statement of Energy Performance lists a Site EUI for Year
Ending: December 31, [required year]. (See next page for an example.)

O Save and print a copy for your records.

NOTE If the building does not have 12 months of utility data ending in that December,
Portfolio Manager will generate an error message like this:

o Select Timeframe for Repart(s) If you get an error, and are

sure that all the energy meters
have a full year of data ending
December 31st, contact the Help
Desk for assistance.

You have select
maonths of data,
Timeframe:

Single Year = Ending|Dec | = | 2012 =

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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About the Statement Energy Performance

The Statement of Energy Performance is a quick reference for sharing your
building’s energy use as indicated by the Site EUl—required by Seattle law of
building owners if requested by current and future tenants, buyers or lenders.
Although not required by Seattle, the document is also used to show ENERGY
STAR-certified buildings when verified by a professional engineer.

ENERGY STAR® Statement of Energy Performance

LEARN MORE AT
energyslar.gov

Ocean Vista Offices

Make sure the date is
Primary Property Function: ce b A
Gross Floor Area (ft*): 50, Decem er 31fo r the
Built: 1999 ' required reporting year.
ENERGY STARS For Year Ending( December 31, 2012
| Date Generated:

L The ENERGY STAR score iz 2 1-100 aszessmenr of a building’s enerzy efficiency a3 compared with similar building: nationwide, sdjusting for chimare and
buzisess schvity.

Some types of buildings are eligible for this
1-100 score that compares the building’s energy
Prumary Contact

efficiency to similar buildings nationwide. A

Nicole Ballinger
higher score indicates a more efficient building. 123 1stAve.
A 75 or higher may be eligible to apply for e — G dytbiant
ENERGY STAR certification. N micole ballmzerdsearle gov
[16T0 DISLATINIOT] AT i L ) L [IIETLS
Site EUI al Energy by Fuel National Median Comparison
< 4 5 1Byt -GridxBra) 2,125,676 (100%) National Median Site EUT (kBru &) 691
; National Median Source EUI (kBrw/#) 2169
% Diff from National Median Source EUI -38%
Source EUIL Annual Emission; ; 133
1335 KB0WR | Buildings benchmarked correctly should 3

have a Site EUI, which shows the building’s
energy use per square foot per year. A lower
score indicates a more efficient building.

Continue to Step § =

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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sTEP 5 Add the City of Seattle as a Contact

O Click on the Contacts link in the upper right hand corner of the screen.
O Click Add a Contact to search for users that you can connect with.
O In the Username field, type in “SEATTLE.GOV"” and click search.

O From the Search Results page, select City of Seattle Annual Reporting and click
connect.

m ENERGY STAR* Wieicome NICOLERALL: Acceurt Semna| Gontacts JHeio | Sion 0wl

=& PortfolioManager®

MyPortfolic Sharing Planning Reporting Recognition

Search Results

Tha ruslts of your susrch w abed balow Cleking Cemnact” wil sand 8 requist 1 ha parson saking Sham L eenbrm yoor sequest b s ham & yor eortact
¥ theyy accept, you will ses them listed as a comnected contact in \-wadcbm beak. ¥ they do not accept, or have not accepted yet. you will see them as an
wncernacted contact m yeur addeets boak - - I

= City of Seattle Annual Reporting

Your Search Criteria Ciey of Bamchemarking On ity of Searse

O Fill in your Contact Name, Contact Email Address and Contact Phone Number.
O Agree to the Terms of Use and select Send Connection Request.

O mporTANT The City of Seattle processes new contact requests hourly. You will
be sent a confirmation email when the City of Seattle accepts your request.

E ENERGY STAR® Welcome MICOLEIALL: Acoournt Setings | Sookacss | g | Sisn Ol

=& PortfolioManager”

Send a Connection Request to City of Seattle Annual Reporting to Begin Exchanging
Data

of S4attle deewal Bporting raquines tha fellowing indsrmation im order 10 exchange data with your propartylies). I you Rave any questians about havw 18
:whunm-rumm phesse contact City of Saatfle Sooual Fenading. Once your connechion raquest has baen scoapted you can shane indhidual propedies
andios mebers with em 10 et stared exchanging data

Cantact Hoeoe . Eangie Johe S

First seet Lt marma o Bha contact sunsciated wih Sha sccourt © Sharsciery

Cantact Emai Aszrase : Eebrvgte ooy iemat £

= ot 50 Bl ety - - Chascten

Cantact Prane Baamphn. (G TaTREH

e proviea §Shon URBAr {RCiuting M0 £504] 10 T e Ll COMRICE yoU Wi Questiens » CRMcteny
Toerms of Usar I undarstand, on behall of Cortlomar, that tha EPA requites information about Cuslomer's laciity |M|mmmmum

aractly 1o P EPAL Cuslomars monthly Uity bng data. end oth data a5 may 5 s ENERGY 51
sranln’.‘mwmlhmnwﬁu #nxd rating. This informarion will help Cuslomer rask the snergy ol wfin Inhn | astherise, ww

s anewsal rlp-olﬁngofcm.lmrsa\«w <emmpm¢au Duding sqears footaga, and ofesr Characlafivlcs as My ba regared b Wl Bae
of Section 77920 Uenicipal DR E-2011. 1 abio duthedize, o b e City of Saitla 15

shectranicaly ransfer sech data fom the EPA's EMRC« “STAR Porota 1ha inager appication. This data iransber is at T request and on behall of Cusiomer and
4 sch, Cunlirtar agras 1 4be44 and Rl harmiasa the City ol Saates o any labilty sl S4mandhs, Shuta of 4o, daies i Srpertied iviniting
Iru-un.nlunddmna‘mv:huhmhEGA;E){EH.G\'STARP«MM | understand
Saats will nol publicly post ikormation Mmmxnwmumalw w”mmcm-m:mm #bulding's eeargy

will bt nifiered In addtion. 1o gy ated 10 any singhe
cummummmmnuummwumwwmchhmﬂmwm cross an entire bullding or sub-belding - it will not
mlmrmw relanad s of & building. such as hours of use. Hovwaver. undad Washingeon State Liv
{rafaennce RV Chapter 42 s Records Act) sl receeds mkwammu, the Cty of Seatiie ane conyidersd public neoands, Public records include

P A Pequired jpal Code SMC-22 520 umwmulmpmmummmumxm

eseaplly daciond by the ity upon recuest urbess She PRA or obee statule spaciically smamsts records bom diclosure. Whi 1L i st Yagl oblgaion. the Clty
ay enercize 3 diacretion 12 provide motication of & public recceds request to the subject of e records, and allow & reasenable ameunt o ime for the sutject of
g recordh %0 pUNKSE 8 CourNl Inlunclion preventng release

Agrasmant “ ] agred o my providar's (City of Seame Anousl Reponing) Tems of Use.

Send Connection Request s

Once your request is accepted, continue to Step § =

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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sTEP 6 Share Building with the City of Seattle

O After you are connected to City of Seattle Annual Reporting, share your property
and associated meters with the City of Seattle.

O Go to the Sharing Tab and click Share (or Edit Access to) a Property.
O Select the properties to share with City of Seattle Annual Reporting.

O Under Choose Permissions, select the second option:
“Personalized Sharing & Exchange Data.” Click Continue.

O On the next screen, choose Exchange Data for each property.

Share Your Property(ies)

Sometimes its really important to be able to share your property with someone else. Maybe they need t
information (perhaps automatically) or process applications for recognition. If this sounds like what you|
you'd like to share and who you'd like to share with them

Select Properties to Share

Well get into the datails of tha lavel of access later. For now, which properties do you
want to share?

Multiple Properties M select Properties

a P -

Selected P

Select People (Accounts) to Share With
Which people (accounts) do you want Lo share these properies with? The access for
each can be different and you'll be able to specify that on the next page

Ect contacts from my contattNggok:

Te select multiple contacts. hald down your Contral [CTRL) key and dick on each saledion. Only

your connected contscts appesr in this list
Read Only
Name (ID) None AGEERs Full Access Custom Access / Exchange Data

v [D49690; TEST BUILDING 2 (3620234)
Annual Reporing, City of Seattie @

v |D49591. TEST BUILDING 3 (3620235)
" ]

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484 22
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O On the Access Permissions page, enter the City of Seattle Building ID (this
number is 1-5 digits and is not the Portfolio Manager Building ID). Find the
number of the notification or warning letter. Contact the help desk if missing.

O IMPORTANT: Select the Access Permissions as follows:
Property Information: Read Only
All Meter Information: Read Only
Goals, Improvements: Read Only
Recognition: Leave as None

Select Data Exchange Access Permissions to |D49 TEST BUILDING 2 for

Annual Reporting, ("-.'.-,- of Seattle

4 Repodir by of g requires the following information in order 1o provide senvices IU your
n[ODEJ‘[,I’JeS] ”'\‘UU na»e 3nf (]IJESTIOHS about how to complele this information, please contact A

City of Seattie Energy ~ (49890
Benchmarking Building 1D

Expmple: 1147

nesgy Benchmarking program (NOT
City of Seattle Building ID,
below . Between 1 and §

Building identifier proy

Characters

F'Iease selec1 me ner‘mssmn level you would like to
: 2 for each category:

tle for ID4

Item None/ Read Only Access\ Full Access

Electric Grid Meter

(You may need to scroll down to view all the information.)
O Scroll down. For Share Forward, select “No”".

NOTE If you have more than one building do the above steps for each building.

Hame {i0} Hone l’-{:::co;'r Full Access | Cusiom Access  Exchange Data

NG 2 (3820234

Share Property(ies)

O Click Apply Selections & Authorize Exchange.
O When complete (for all buildings you are sharing), click Share Property(ies) again.
O Tomorrow, look for a confirmation email from the City for each building shared.

NOTE If you do not get an email tomorrow, please check your “spam” or “junk”
folder for it. If missing, contact the Help Desk.

‘ IMPORTANT It is the responsibility of the building owner on record to confirm accurate
annual compliance. Reports with unusually low or high (outlier) EUIs or other errors will
be flagged for accuracy and required to make corrections.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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Appendix B

Entering Utility Data Manually into Portfolio
Manager

If you only have a few meters serving your building and prefer to hand enter the data,
this option may work. We don’t recommend it for multifamily or commercial with
many tenants, as you will need get permission from all tenants to collect their bills.

O Log in to your Portfolio Manager account and click on your property.

[ Poritoho Marages Propedy 1L SERH77 Current EUI:  N/A
“fear Built: 1910
# Edi Baseline EUI:  N/A
Summary Detais Energy Water Wasie & Maleials Goals Desgn
Mater Summary Meters - Used to Compute Metrics (2) Add A Meter
Z Energy Meters Total L e
2 - Used to Compute Metrics
MName E - Mast Recont In Use?
Meter 1D « Evergy Type & gl Dawe (Inactive Do) .
Current Energy Date
e Eectic - Grid Yes
Fntor Your Bills
Natural Gas Yes
g D
[ Four Ways to Enter
L S Blll Data

1. Add Energy Meters

O In your Property Profile page, click on the Energy tab and select Add A Meter.

O Select the types of fuel in your facility. For each type, enter the number of meters
for that type. Click Get Started.

Sources of Your Property’s Energy
@ Herw dosg your peopasty acquine enirgy? Flesse select all that apply.
¥ Electric
] purchased from the gnd
Haw Many Meters?
generated on site with my own solar panels
génaratad on Site with fy swh wind furbings:
41 Matural Gas
Haw Many Maters?
Propane
Fuel Oi (Mo, 2)
Diesel
District Steam
District Hot Water

Distrct Chilled VWater

Don't see your energy sources?

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484 2%
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O On the About Your Meters section, click in the table to enter meter details.

About Your Meters for Ocean Vista Offices

Entr the indermation below about youw neaw metars. The mstad's Uakes ared Dlate Moter bacame detive s requined Y can dus changes the mateds name

1 Energy Meter for Ocean Vista Offices (click table to edil)

Matura Gas [ thems

O Select the correct unit for the fuel type:
1. Seattle City Light Electric = kWh
2. Puget Sound Energy Natural Gas = Therms
3. Seattle Steam = kLbs

O Enter the Date Meter Became Active. This is the date that the first bill was issued
for the meter. (Note: if you are unsure of the first bill date, use your best guess).

O Select In Use if the meter is currently in use.
O Leave the Date Meter Became Inactive empty since meter is currently in use.
O Only select Enter as Delivery if the energy source is delivered to you, such as
fuel oil or propane from a truck, as opposed to metered usage.

O If you need to add another meter, select Add Another Entry.

O When done entering meters, click Continue.

W Electric Grid Meter £g

Start Date End Date Usage Cost Extimation C‘P'“"

T

Ll iz 2500 0 (wnand Was-trers) Fo

2. Enter Energy Usage
O On the next page, click in the table to enter the bill dates and usage for each
month (cost is optional). Click Add Another Entry to add more months.

O Once you have entered at least 12 consecutive months of data for the year
required, click Finish Meter Set Up.

O On the next page, select the meter(s) to be included in the energy metrics.

O Then select “These meter(s) account for the total energy consumption for this
property” and click Apply Selections.

O You will be taken back to the Property Profile page.

O Continue with Steps 4-6 to finish benchmarking and report to the City of Seattle.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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Appendix C
Resources

City of Seattle Energy Benchmarking Help Desk
energybenchmarking@seattle.gov

(206) 727-8484

ENERGY STAR Portfolio Manager Login
www.energystar.gov/portfoliomanager

Seattle Office of Sustainability and Environment (OSE)
Energy Benchmarking website
www.seattle.gov/EnergyBenchmarking

Utility Contact Information

Seattle City Light
Email scl_portfolio_manager@seattle.gov
Phone (206) 684-7557
Website www.seattle.gov/light/accounts/energyusage

Puget Sound Energy
Email mydata@pse.com
Phone  (425) 424-6486
Website http://pse.com/accountsandservices/YourProperty/Pages/
Automated-Benchmarking.aspx

Enwave Seattle
Email pdlesk@utlitystudio.com
Phone  847-420-6432 or (206) 623-6366
Website www.enwaveseattle.com/energy-star-reporting.htm
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