ANNUAL UPDATE STEP: ENROLL IN PSE MYDATA

These instructions show how to enroll in Puget Sound Energy’s (PSE) MyData
to update your buildings natural gas usage. Once enrolled, PSE MyData will

also provide automated monthly uploads of gas usage.

A. Connect with PSE

1. Login into your Portfolio Manager account at
www.energystar.gov/benchmark.

2. Check if Puget Sound Energy MyData is already a contact,
by clicking on Contacts in the upper right corner of the

MyPorfolio page.

3. On the My Contacts page, check if MyData, Puget Sound =

Energy is listed as Connected.

B below. If not:
[0 Click Add Contact. Enter ESIOPERATOR as the
Username & click Search.

]
]

B. Share the Property with PSE

1. Please do this step, even if you already shared the property with
PSE. Go to the Sharing Tab and click on Share (or Edit Access

to a Property).
2. Select the property(ies).

3. Select contact, MyData, Puget Sound Energy.
(If you need PSE data for more than one

property, you may choose “Multiple Properties” in this step.)

Sharing & Exchange Data.” Click Continue.

5. Click Continue.
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If MyData, Puget Sound Energy is connected, go to Step
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Under Choose Permissions, select the second option, “Personalized

From the list, locate Puget Sound Energy MyData. Click Connect.
Accept Terms of Use & click Send Connection Request.
PSE should accept the connection in about an hour or less.

MyPortfoIio Planning Reporting  Recognition

My Shared Properties Sharing Notifications (0)

Share (or Edit Access to)
a Property
——

Download Sharing Report

You have no new notifications.

Select Properties

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

One Property [] | Test MF Low use (D 49768)

Select People (Accounts)

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

——

Puget Sound Energy MyData (ESIC

To select multiple contacts, hold down your Gontrol (CTRL) key and dlick on each selection. Only your
connected contacts appear in this list.

Choose Permissions

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

Haring (“One-Size-Fits-All") - | only need o ch
(either because | am doing a single share OR | want to choose the same pe
all of my share requests)

ed Sharing & Exchange Data ("Custol
different permissions for different share requests. and/or | need to give Exchange Data

permission.
m —




6. On the next screen, select the Exchange Data
button, which will pop-up the Access Permissions
window. Follow Step C below to set the access
permissions.

Select Permissions for Each Contact

The access levels you select do not have to be the same for each property or each person.

%%

Name (ID)

Sort by | Praperty Name E|

Read Only

Full Access
Access

None
¥ Ocean Vista Offices (3046669)

MyData_Puget Sound Energy

Custom Accefs = Exchange Data

Share Property(ies) Cancel

Set PSE MyData Access Permissions

1. IMPORTANT: Select the Access
Permissions as follows:
0 Property Information: Full Access
1 All Meter Information: Leave as
None Choose None for access, even
if old PSE meters are listed. Leave
any meters numbers as is.

Item

O Goals, Improvements: Leave as Goals, Improvements, &
Checklists
None
[0 Recognition: Leave as None FEEIIOIT

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

3. Click Apply Selections & Authorize

Read Only
Access

None

Property Information

¥ All Meter Information

* Meter Numbert

MNew Electric Meter |000123456

PSE_1234567-GAS | 000234567

1 Meter Number: Example: 0123456789; The 9 or 10 character meter number for which you would like to receive consumption/usage
data. This may be alphanumeic, and it may contain leading zeroes.; Between 9 and 1 =

Apply Selections & Authorize Connection CEP

Connection at the bottom of the window.

I If you selected multiple properties to
share in Step B, select Exchange Data
button again for each property, select

Select Permissions for Each Contact

0 1 The access levels you select do not have to be the same for each property or each person.

k) Sortby: | Property Name [~

the access permissions, and authorize Name (ID) None pratany Full Access | Custom Access | Exchange Data
connection for each property. ¥ Ocean Vista Offices (3046669)
MyData. Puget Sound Energy @ Edi
4. This will open the Sharing window again.
Click on the Share Property(ies) button to
complete the sharing process.
Your sharing request should be accepted by
PSE in approximately 1 hour When MyPortfolio Sharing Planning Reporting Recognition
completed, the MyData, Puget Sound Energy My Shared Properties Sharing Notifications (10}
Permissions will be listed as having Exchange @ < | ew Elctrc Meler - Share accepted by Puget Sound Energy UyDats | | Clar 3
Data permisions in Portfolio Manager. ~_ | Ocean Vista Offices - Share accepted by Puget Sound Energy T
p g <
MyData
\ ;‘J Exchanging Data < | Natural Gas - Share accepted by Puget Sound Energy MyData Clear

Do not start Step D until MyData, Puget Sound
Energy is listed as having Exchange Data ‘
permisions in Portfolio Manager.

d you know you can work with another organization to

My Shared Properties (2)

Sort by: | Property Name [+
data. Then connect with them and sha roperties Name Permissions Action
Learm more about exchanging data Qcean Vista Offices Exchange Data
Annual Reporting. City of Seattle Exchange Data Iwantto.. E
MyData, Puget Sound Energy Exchange Data )l wantto__ [~]
YYoga School Exchange Data
Pagel o View 1-2of2
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D. Create a New Account in PSE’s MyData

This step shows how to set up a PSE MyData account. When complete, PSE will upload approximately 3-5 years of
aggregated building gas use (depending on billing history) to your Portfolio Manager account. Thereafter, your account
will receive monthly uploads of aggregated gas usage data from PSE.

1. Go to PSE’s website mydata.pse.com

2. Click the Register button.

3. Answer Yes to the following two questions asked:
LI Will you be reporting any usage data to
EnergyStar’s Portfolio Manager?
1 Do you have an EnergyStar Portfolio Manager
account?

4. Sign in with your existing Portfolio Manager

Sign In New User?

MyData is a free web-based tool offered by PSE that allows building owners, managers and

operators to track and assess energy Consumption of their buidings. By registering your property

you will be a part of what is becoming an industry standard and wil receive quick and accurate data

pe— on amonthly basis for your entire building. This tool wil enable you to comply with state regulations
‘ including required reporting in the City of Seattle via Energy Star Portfolio Manager.

IMPORTANT - Usars who wish to rsport theircnrgy usaga data through Energy Star Pordiolio
Manager must have a Portfolio Manager account set up before registering in MyDat:

= Ifyou have not set up your PM account yet, go to the Energy Star website to register and
Foraot vour passwora? follow instructions in the City of Seattle’s How To Guide. To find the guide, 9o to the City's

How to Comply page, and Iocat the How To Guide link under the heading First Time
Eoraot vour username? Reporting?.

 Ifyou have an eiting PM accoun, on the same How lo Compl page, cate Enrollin PSE
Data under the heading Updating a Building that Reported Last Year? and foll
instructions there. This tells you how to reauthorize and reconnect with PSE before g lzrmg

s energy usage data from PSE, please follow the instructions

Username and Password to link to Portfolio Manager's ENERGY STAR account.
O If you connected and shared properties via Steps A-C and waited for PSE to accept the shares, your account
contact information should automatically populate on the Registration page. PSE will email you using this

information, so please make any corrections.

O If it does not populate, stop and contact PSE’s User Support at 425-456-2494 or email mydata@pse.com.

5. After you complete the 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.

6. Now in MyData, click the Next button.

O The properties shared from Portfolio Manager should all be listed on the Building Information page.
O Do not click “Add a New Building.” If your properties are not listed, stop and contact PSE’s User Support at
425-456-2494 or email mydata@pse.com. Do not click “Add a New Building.”

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

] Select Meter numbers and enter any meter
numbers that are not listed.

[0 Alternatively, you may select Address(es)
and enter the addresses or range of
addresses for the building.

[ If you need to go get information, you can
click Save and come back later to finish.

8. When done entering the information, click Submit.

MyData

Bullding Information Stap 2 of 3 - Diding Ifermarion

Add new building

: U1o003455° :

Buliding status

[0 MyData should email you in up to 3-4 days to invite you back to review the building information and select report

preferences.
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9. After you are emailed that the building is ready,
go back to MyData and click on Show Details
(in the orange bar) to see the details of each
building.

U In the blue box, select Whole Building,
Monthly and Post to EnergyStar. (These
will likely be the default selections).

[ 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.

My Bank

This buildeg has been created and is ready Tor your review. Please choose your repart prelerences and complete your request

Status: Release Forms Required

Please choose how you prefer o receive data:

Individual Meters  '* Whaole Bullding

Reporting Options: *

= Monthly ' One Time Only
@'ost to Enargy Star

[Hide Details) B

@“Irﬂ\ the addresses and meter numbers below accus I'El@l)' represenl your Buildin g
f5y fll in tha Temam/Unit Name bafors clicking Submit to complete yaur requast
Tenantlinit Name:

| Tenant A

PSE requires release forms for buildings with 23 MAIN 5T, FEDERAL WAY 59103
H alote ress %) HITA090432
fewer than 5 tenants. For questions about e e
this requirement, please contact PSE. T
| TenantB = Download blank ralaase form
=S P & Ypload completed release form
10. When complete, click Submit. PSE will prepare 2 WANST, PEDeR 2 P—
Dalats Addrass o Mriande
your usage report and email you when it is
| _submit ]

complete. Please allow up to three days.
O If you do not get an email, contact PSE’s User Support at 425-456-2494 or email mydata@pse.com.

IMPORTANT: When the email arrives that your Usage Report is ready, continue with Step F: Configure New PSE Meter
in Portfolio Manager below.

E. Configure New PSE MyData Meter in Portfolio Manager

When the Usage Report is ready, your Portfolio Manager account should have a new gas meter called MyData Usage —
GAS. This step shows how to configure the PSE meter in Portfolio Manager to obtain the information required for
compliance with City of Seattle annual reporting. If there is not a MyData meter listed, or you have any other questions,
please contact the City of Seattle Help Desk at EnergyBenchmarking@Seattle.gov or (206) 727-8484.

1. Log into Portfolio Manager at http://www.energystar.gov/benchmark.

2. Click the property that you enrolled in PSE’s MyData.

3. On the Energy tab, under “Meters-Used to Compute Metrics,” click “Change Meter Selections.”
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On the Select Energy Meters to Include in Metrics Select Energy Meters to Include in Metri
page Tell us [de when calculati ICs for Test MF Low Use (ID 49768) so that we can provide you with the most accurate metrics
. possible.
O Add a check mark to include the new PSE
Summary Energy Meters

MyData Usage-GAS meter in the energy metrics.
0 A check mark should also be next to the Seattle

1

Meters representing the

City Light electric and other active energy meters L(Mﬁg‘glﬁz)
currently serving the building.

0 IMPORTANT: Un-check any old PSE meters or ) o submeters
inactive placeholder meters. These meters should g i
not be included in your energy metrics because p”(yp)
they likely contain some usage that overlaps with s

the new PSE MyData-GAS meter. You may choose ot ney s e

Learn Hore about confiqurin

to keep these old meters, or delete them. Just don’t
include them in the energy metrics, or Portfolio
Manager will not generate the information required

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

] Name

1) | Electric Grid Meter
" 8861810

Total of 1 meter(s). Tell us what this represents:

* @ These meter(s) account for the total energy consumption for Test MF Low Use (ID 49768) (a single

) These meter(s) do not account for the total energy consumption for Test MF Low Use (ID 49768) (a

Meter D Type
Electric - Grid

PSE MyData Usage-GAS

19052471 Natural Gas

building)

single building).

Apply Selections [

for City of Seattle Annual Reporting.

Select “These meter(s) account for the total energy consumption for [property name].” This setting applies to
most Seattle buildings. Advanced Portfolio Manager users may need to select different options for their buildings.

Scroll page down and click Apply Selections. Please complete this step for all buildings in your portfolio that have a

PSE MyData Usage meter.

F. Update City of Seattle Property Share

As a final step, the property and all meters must be shared as “read only” with
City of Seattle Annual Reporting.

1.

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

Select the property(ies).
Select contact, Annual Reporting, City of Seattle.

For Choose Permissions select, “Personalized Sharing & Exchange
Data.” Continue.

< © Personalized Sharing & Exchange Data\"Custom Orders") - | need to give

Select Properties

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

One Property Qi Test MF Low Use (ID 49768) b :‘

Select People (Accounts)

Which people (accounts) do you want to share these properties with (or modify their
current access 10)? The access for each can be different and you'll be able 1o specify that
on the next page

Select contacts from my contacts book

s
Pugel

P

- —
t Sound Energy MyData (ESIC

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

Choose Permissions

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

Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission
(either because | am doing a single share OR | want 1o choose the same pemmission for
2l

ifferent permissions for different share re and/or | need to give Exchange Data

On the next screen, select the button for Exchange Data, which will pop- e
up the Access Permissions window. @
Name (ID) None Rl::‘ii:'&‘ Full Access Custom Access / Exchange b

¥ Ocean Vista Offices (3046669)

Annual Reporting, City of Seattle

-~

On the Access Permissions page, do not change the City of Seattle Benchmarking Building ID if already listed
(this number is 1-5 digits and is not the Portfolio Manager Building ID). If tfield is empty, send building name and
address to EnergyBenchmarking@ Seattle.qov or call (206) 727-8484 to obtain Building ID.
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7. IMPORTANT: Select the Access
Permissions as follows:

Property Information: Read Only

All Meter Information: Read Only

Goals, Improvements: Read Only

Recognition: Leave as None

Oooond

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

9. Click Apply Selections & Authorize
Connection at the bottom of the window.
I If you selected multiple properties to
share above, select Exchange Data
button again for each property, set the
access permissions to read only, and
authorize connection for each property.

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

City of Seattle Energy + [49696

. - Example: 1147
Benchmarking Building ID:

Building identifier provided by the City of Seattle Energy Benchmarking program (NOT your
Portfolic Manager Building ID). If you do not know your City of Seattle Building ID, contact (208)
T27-8484 or click on "More Information” below.; Between 1 and 5 Characters More Information
Please select the permission level you would like to grant Annual Reporting. City of Seattle for Ocean Vista
Offices for each category. If "None" is selected for all items, Annual Reporting, City of Seattle will not receive any
access to this property.
Item Full Access
Property Information

v All Meter Information

New Electric Meter
PSE MyData Usage-GAS
Goals, Improvements, & Checklists

Recognition

Select Permissions for Each Contact
0 fD e access levels you select do not have to be the same for each property or each person.

¥S)  Sort by | Property Name [+ ]

Read Only

Name (ID) None A Full Access Custom Access = Exchange Data
ccess
¥ Ocean Vista Offices (3046669)
WyData Puget Sound Energy ® @ Edit

Share Property(ies) Cancel
7

11. Portfolio Manager should display the message, “You have successfully shared/edited access to your propery(ties)...”

MyPortfolio Sharing Planning Reportin

If you edited web services Custom ID fields, read this.

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

12. Confirm compliance with City of Seattle Annual Reporting by emailing or calling with the following to
energybenchmarking@seattle.gov or (206) 727-8484:
0 City of Seattle Building ID and Building Name/Address.

1 Phone number and best time to reach you.

U 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.
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