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If your building reported to the City of Seattle last 
year, follow these steps to confirm energy meters and 
property details are updated through the end of the 
current reporting year by the deadline—even if signed 
up for automated energy use updates from utilities.

1. Get Started

 Log into ENERGY STAR® Portfolio Manager®at 
 www.energystar.gov/benchmark. 

For password help, visit portfoliomanager.
energystar.gov/pm/account/help/password.

2. Check Energy Meters and Update 

 On the My Portfolio tab, select Property Name, then 
the Energy tab.

 All active (in-use) meters must have a most recent 
bill date through the end of December for the 
reporting year with no gaps or overlapping dates. 
Check the automated update status for each utility.

Fines For Non-Compliance 
$4,000 (buildings 50,000 SF or larger) 
$2,000 (buildings 20,000–49,999 SF)

Compliance Deadline 
June 1, 2025 (for 2024 data)

CONTACT US

Email help desk staff at 
energybenchmarking@seattle.gov 

Call (206) 727-8484 to leave 
voicemail and request a callback

Sign-up for a Virtual Appointment

Attend Virtual Office Hours 
Tuesdays 11AM – 12PM

Annual Update Guide 

First time reporting? 
Download the 
Seattle Energy 
Benchmarking How 
To Guide for step 
by step instructions 
to get started 
and complete the 
compliance process.

For alternate 
accessibility 
formats of this 
document, contact 
our ADA Coordinator 
at OSE@seattle.gov 
or 206-615-0817.
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ELECTRIC: If data is not updated through at least 
December 2024 or has gaps, email scl_portfolio_
manager@seattle.gov (scl_portfolio_manager@seattle.
gov) or call 206-684-7557.

GAS (PSE EnergyCAP®): If data is not updated through at 
least December of last year (2024), email energycap@
pse.com. 

EnergyCAP requires updated release forms if tenants 
moved in or out anytime last year. See screenshot at 
lower left for release form requirement page.

STEAM: If missing data, call CenTrio (Seattle Steam/
Enwave) at (206) 623-6366.

Confirm that your building has a complete set of 
energy consumption for all meter data as shown.

If in Portfolio Manager you are missing complete data 
for 2024, navigate to your PSE EnergyCAP account, then 
select Request to obtain an updated Data Release form 
for new tenants.
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GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov
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 On the Energy tab, ensure that all active utility 
meters are included in your building's total energy 
consumption. If not, select Change Meter Selections 
and add a checkmark to all active (in-use) meters. 
Then select These meter(s) account for the total 
energy consumption.

3. Review Property Uses and Details

 On the Details tab, select the triangle next to each 
property use to show the square footage and other 
property details. 

 Default or temporary values must be corrected with 
actual values. Select the Action menu and choose I 
want to… Edit Use Details. To correct mistakes for a 
specific Use Detail, select the value that you want to 
correct and make necessary edits, enter the actual 
value and uncheck the default value box. DO NOT 
change Current as of Date.

Confirm that all active utility meters are included in 
your building's total energy consumption.

Confirm that all property use values are correct.
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For help correcting 
default values refer 
to Correcting Default 
Data in Portfolio 
Manager.

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov
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 Significant changes in property use, including 
vacancy where applicable, must be updated. From 
the menu choose I want to...Edit Use Details. On the 
Use Details page, select Add a New Row to update 
or enter the new information and the effective date 
of the change—NOT the date you are making the 
update. 

4. Update Account Contact Information

 In the upper right corner of Portfolio Manager, 
select Account Settings. If contact information 
has changed, update the name, email, and 
phone number. Select Make Changes to confirm 
corrections. 

5. Check for EUI and ENERGY STAR Score

 On the Summary tab, look for the building’s Site 
EUI and make sure populates for December of the 
reporting year. 

 The ENERGY STAR score should also be listed (if 
available).
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For help entering 
vacant space refer 
to Can I enter a 
vacant space for any 
property Type? and 
How do I account for 
vacant space in my 
Office?

Use the drop-down menu to edit your building's use 
details..

For more detailed 
instructions 
see Seattle 
Benchmarking 
TIP Updating 
Property Use 
Details and Seattle 
Benchmarking TIP 
Updating Contacts. 

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov
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Confirm that your building’s Site EUI populates for 
December of the reporting year.
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6. Update City of Seattle Property Share 

Confirm Read Only is selected under Share with City of 
Seattle Annual Reporting and share any new meters or 
reconfigured meters if enrolled in PSE automated data 
exchange. DO NOT change any utility sharing unless 
instructed to do so by utilities. 

 Go to the Sharing tab and select Share (or Edit 
Access to) a Property.

 Select Property(ies) and account, City of Seattle 
Annual Reporting. 

 For Choose Permissions select, Personalized Sharing 
& Exchange Data and then Continue.

 On the next screen, select Edit under Exchange Data.
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GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov
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Update settings for sharing your building's meter 
data with the City of Seattle as shown above.



 On the Access Permissions page, do not change the 
Benchmarking Building ID if already listed (this number 
is 1–5 digits and is not the Portfolio Manager Building 
ID). If empty, email EnergyBenchmarking@Seattle.gov 
or call (206) 727-8484 to obtain.

 IMPORTANT: Select Access Permissions as follows:

• Property Information: Read Only 

• All Meter Information: Read Only 

• Goals, Improvements & Checklists: Read Only 

• Recognition: leave as None

 Scroll down. For Share Forward, select No.

 Select Apply Selections & Authorize Exchange. If you 
selected multiple properties to share, select Exchange 
Data button again, update access permissions to Read 
Only, and authorize connection for each property.

 This will open the Sharing window again. Select Share 
Property(ies) to finish.
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Select Select Access Permissions as shown above.

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov
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On Seattle's Benchmarking Compliance portal, enter 
your OSE Building ID (as shown) or search by Building 
Name, User Name to check the status of your building. 
Select the text in the Next Steps column to access 
your Performance Report and learn about any next 
steps required. Find additional compliance resources 
in the upper right corner. 

Confirm Compliance
To be considered compliant, the building must have: 

• an active Portfolio Manager account shared with 
City of Seattle Annual Reporting, 

• 12 months of complete energy consumption in 
Portfolio Manager for all active meters in the 
required reporting year, and 

• error-free utility consumption data. 

Portfolio Manager accounts that are not correctly shared 
with the City of Seattle or are missing any months of 
energy consumption will not be able to successfully 
submit an energy benchmark report and will be 
considered non-compliant. 

 Confirm you have successfully submitted your energy 
benchmark report on the compliance portal. 

Troubleshooting 
non-compliance 
Most non-compliant 
building alerts are 
for inaccurate data 
errors, missing data 
for the required 
reporting year, 
or the Portfolio 
Manager account 
for the building is 
not properly shared 
with City of Seattle 
Annual Reporting. 
Contact the help desk 
to help resolve any 
compliance errors.

The compliance 
portal launches 
in March to 
start confirming 
compliance for 
annual reports due 
June 1.

If you have multiple 
buildings under one 
Portfolio Manager 
account, assess 
your portfolio's 
compliance and next 
steps by searching 
with your user name.
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https://seattle.gov/environment/climate-change/buildings-and-energy/energy-benchmarking/instructions#checkcompliance
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