TIP SHEET 4

Changes to Benchmarking

Office of Sustainability

SEATTLE BUILDING & ENERGY PORTAL & Environment

In addition to updating your data in
ENERGY STAR® Portfolio Manager®,

you now must also submit an annual Your new two-step process

report through the Seattle Building
& Energy Portal. Both steps are 1. Enter or update your building data in Portfolio

required for compliance. Manager. Confirm property use details, energy
meters, and utility data are accurate for the
reporting year.

i = ‘4‘?‘_‘““" iy 2. Confirm your building meters and property share
i . in Portfolio Manager are correctly sharing to City
° of Seattle Annual Reporting.

— F . : 3. Submit your annual report through the new
vvvvv - (= Seattle Building & Energy Portal. Register or log
' in, claim your building, and complete the annual
Click Submit on the line for the building you are benchmarking submittal form from the My
ready to report on. Buildings page.

Q Updating Portfolio Manager alone is no
longer sufficient. You must also complete the
portal submission step to be in compliance.

How to submit

O Log into the portal and select My Buildings. (If you
have not already claimed your building, do so on
the Claim Buildings page first.)

O Scroll horizontally to the Submit Benchmarking
Report column on the row for the building you are
submitting for.
Find detailed
GET HELP O 1f the building compliance status says Not Instructions
Submitted d to click Submit on the row for [ Caming
ubmitted, proceed to click Submit on the row for your buildings
N Email help desk staff at the appropriate building and review the information  on TiP Sheet 2:
Pl buildingenergy@seattle.gov on the benchmarking submission form that opens.  Claiming Buildings.

. Call (206) 727-8484 to leave
voicemail and request a callback
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Benchmarking Data Submission Form

OSE ID: 19496

Building Name Primary Address
Apartment Bldg 16 Units 2801 E Yesler Way, Seattle WA 98122

ESPM Property ID

19646656 (eSS

Submit your Seattle energy benchmarking report

Use this form to submit your building’s annual energy benchmarking report to the City of Seattle.

the following inuing
1. You are submitting data for the correct building.

2. Your building's ENERGY STAR Portiolio Manager (Portfolio Manager) profie is connected to the City of
Seattle account

3. The Portfolio Manager Property ID shown above is correct.

Thank yor rting your data.

Submit report, we rur

es, your compli

¥ status will be Pending
data issues identified.

jons, and you will receive details about the

« Ifwe do not find issues, your compliance status will be In compliance

You can check your compliance status anytime on the My Buildings page in the Building Owner Portal. If
your status is Pending revisions, details are available on the Alerts & Flags page.

({1 confirm that the Portfolio Manager Property ID is correct and | am ready to submit this report. )

Tick the checkbox next to the confirmation
statement and click Submit.
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Building y
(Famasimmay ) sutmssons oy Assoctea Adrsses  Support ke
@ Building Information _ ENERGY STAR® Portfolio

Manager® Connection Status

© Reporting Compliance Status

Complance staws

On the My Buildings page select Building
Summary to view the current compliance status.

& seattle

Check compliance and reports for buildings
throughout the city on the benchmarking map
and lookup tool.

O Confirm that the Portfolio Manager Property ID
is correct and that you are ready to submit the
report by ticking the box to the left of “I confirm
that...”, then click Submit.

Once submitted, you will recieve a confirmation
email. Submitted reports are scanned for errors and
completeness with compliance statuses updated in
real time (see below).

Confirm compliance and
resolve errors

[ To confirm compliance for a building, select My
Buildings if the left column, then click on the desired
OSE Building ID and the Building Summary tab.

The portal shows your current compliance
& status in real time and replaces the previous

compliance check website. Compliance can

also be checked on the benchmarking map

The Portfolio
Manager account
holder will receive

and lookup tool. an email noting what
was flagged and
OJ 1f your submission has errors, the compliance what corrections

status will show Pending Revisions with a number  arerequired.
in the Alerts & Flags column.

OJ click on the number in the Alerts & Flags column
to view a description of the alert with details on

. The new
how to resolve the issue(s).

benchmarking map
is now updated in
After errors are corrected in Portfolio Manager, you real time as annual

must re-submit the benchmarking report on the My  benchmarking

o ye . . reports are submitted
Buildings page. Once re-submitted, the report will be and approved. The

map will reflect

the compliance
status and update
your estimated
emissions targets

for the Seattle
Building Performance
Standard (BEPS).

scanned again for compliance.
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- ®™=]  COMPLIANCE STATUS

In Compliance: Your building's submission passed all the data
verification checks and is in compliance for the reporting year.

If you need assistance to resolve an alert,
Select Support Ticket in left column, then click
Create Support Ticket to request assistance.

Pending Revisions: Your building’s submission requires more
information.

Not Submitted: There has not been a report submitted for the
reporting year.

Exempt: The building has filed a request for exemption and will not
be required to report for a period of one year.
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