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Housekeeping Items 

Training Scheduled 
to last an hour and 
a half including 
Q&A at the end 

All participants 
will be muted 

Questions can be 
submitted via the 
Q&A function 
directly in the zoom 
webinar 

Look for this icon 
throughout the 
training for 
additional technical 
guidance 

A copy of slides will 
be sent via email 
after the training, 
including a link to 
provide feedback 



Learning Objectives 

✓ Understand annual Seattle Energy Benchmarking requirement.

✓ Understand relationship to companion policies. 

✓ Understand role of EPA Portfolio Manager.

✓ Learn how to report your building’s energy benchmarking data to the 
City of Seattle and confirm compliance. 

✓ Understand common reporting errors and data accuracy 
requirements. 

✓ Learn about benchmarking resources. 



What is Benchmarking?

Total Energy Use
• Tenant meters
• Common area 

meters
• All fuel sources =

Building 
Energy 
Performance 
Benchmark

Building Information 
• Gross floor area
• Types of uses
• Number of workers
• Hours of operation +

For more detailed information on this section 
watch training video(s): Introduction to 
Benchmarking



Benchmarking Metric

&



Benchmarking Benefits 

◼ Baseline understanding of building’s energy use 

◼ Metrics to rank building against others in your portfolio, allowing 
prioritization of energy efficiency investments 

◼ Better understanding of how your building’s energy 
performance compares to competitors 

– Annual disclosure via Data.seattle.gov

– www.seattle.gov/energybenchmarkingmap

◼ Basis of an energy management plan to drive continuous 
performance improvement 

◼ For high performers, evidence of their building’s additional value

https://data.seattle.gov/dataset/2017-Building-Energy-Benchmarking/qxjw-iwsh
http://www.seattle.gov/energybenchmarkingmap


SMC 22.920 Requirements 

✓ Benchmark your commercial or multifamily building 20,000 SF + using 
EPA Energy Star Portfolio Manager

✓ Report accurate building performance data to the City of Seattle annually

✓ Update your existing account annually and confirm compliance

✓ Disclose Energy Performance upon request

✓ Transparency of Building Energy Performance – Seattle annually publishes benchmarking data at 
data.seattle.gov and via a data visualization www.seattle.gov/energybenchmarkingmap

https://data.seattle.gov/dataset/2017-Building-Energy-Benchmarking/qxjw-iwsh
http://www.seattle.gov/energybenchmarkingmap


U.S. City, County & State Policies



Relevant Regulations

Accurate Benchmarking Also Required Per Following:

▪ Seattle Building Tune-Ups (SMC 22.930)
▪ WA State Clean Buildings Act (HB 1257) / Building Performance Standards (RCW 

19.27A.200)  



Poll: Have you used the Energy Benchmarking data visualization map? 



Benchmarking Data Uses

www.seattle.gov/energybenchmarkingmap 

data.seattle.gov 

https://data.seattle.gov/dataset/2017-Building-Energy-Benchmarking/qxjw-iwsh


What is Portfolio Manager? 

ENERGY STAR Portfolio Manager is…

▪ A third party platform, administered by U.S. EPA, to track and report your 
building’s energy use

▪ An industry standard –building owners, managers, tenants, and state/local 
governments use Portfolio Manager 

▪ A metrics calculator—energy consumption, greenhouse gas emissions, and 
ENERGY STAR score 

▪ A strategic energy management tool—many built in functions beyond submitting 
annual energy reports 



What is Portfolio Manager? 

Track changes in energy, 
water, greenhouse gas 
emissions, and cost over 
time

Create custom reports

Apply for ENERGY STAR 
certification

Assess whole building 
energy and water 
consumption

Track green power 
purchase

Share/report data with 
others

You can use Portfolio Manager to:



What is Portfolio Manager? 

Portfolio Manager account user interface

Quick View:
Trends in energy 
consumption

Account 
Management



Collect Data
Set-up 

Property

Obtain 

Energy 

Data

Add 

Contacts

Confirm 

Energy 

Use

Share 

Building

Benchmarking is a Multiple Step Process 



STEP 1 STEP 2 STEP 3 STEP 5STEP 4 STEP 6

Collect Data 

Collect Data

✓ Building Size 

✓ Building property 

type- i.e. office, 

multifamily 

✓ Energy fuel 

source(s) that 

serve the building  

For more detailed instructions on this section 
watch training video(s): Data Collection (Part A): 
Property Use Data & Data Collection (Part B): 
Energy Meter Data



Gather Building Details 

Data Collection – Getting Started 

Data Collection requires gathering information on the building data AND the utilities serving the building 

Building Data:

✓ Building ID
✓ Building Size 
✓ Building Space Uses and Characteristics 

Building Utilities: 

✓ Common Areas
✓ Commercial Tenants 
✓ Multifamily Tenants 



Gather Building Details 

Data Collection – Gross Floor Area

▪ Gross Floor Area (Whole Building): the total property square footage, as measured between the principal 
exterior surfaces of the enclosing fixed walls of the building(s). 

▪ What to Include in GFA: lobbies, breakrooms, stairwells
▪ What to Exclude from GFA: exterior spaces (balconies, patios)
- What about Parking?  Do NOT include parking square footage in the 
whole building GFA.  You can account for parking energy usage if the parking
is not sub-metered, and enter the parking square footage as a separate
use type. 

▪ Gross Floor Area (For Each Major Use Type): for properties with multiple uses (i.e. office and retail), provide the 
gross floor area for each use type.



Gather Building Details 

What to Include in Your GFA?

Office Space: 40,000 sf

Retail Space: 10,000 sf

Gross Floor Area: 50,000 sf



Gather Building Details 

Data Collection- Property Use Details 

▪ Property Use Details (based on use type): key operating characteristics for each 
major use type (i.e. hours of operation, number of workers, number of PC’s). 

▪ Data Collection Worksheet: 

https://portfoliomanager.energy

star.gov/pm/dataCollection

Worksheet

https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet


Confirm Energy Utilities Serving Building 

▪ You will need information about what utilities are used for both the common areas and tenant spaces. 

▪ All buildings have Seattle City Light electric service, but many buildings also have Puget Sound Energy 
natural gas or Enwave steam serving their buildings 

▪ How would you find out what utilities are serving your building? 

➢ Ask facility manager 
➢ Ask tenants 
➢ Conduct a building walk-through 



STEP 1 STEP 2 STEP 3 STEP 5STEP 4 STEP 6

Set-Up Property 

Collect Data

✓ Building Size 

✓ Building property 

type- i.e. office, 

multifamily 

✓ Energy fuel source(s) 

that serve the 

building  

Set up Property

✓ Create account in 

Portfolio Manager  

✓ Enter property 

information & 

specific property 

use details 

For more detailed instructions on this section 
watch training video: Creating a Portfolio 
Manager Account and Entering Data



Create Portfolio Manager Account 

www.energystar.gov/benchmark



Enter Basic Property Information 



Property Use Details 

Buildings With Multiple Property Uses

Secondary space uses are required to be entered if 
the total of that aggregated use type is greater than 
5,000 SF (i.e. if you have three retail tenants that 
are 2,000 SF each, you would create one retail space 
use and enter 6,000 SF).

The City of Seattle requires the following to be 
entered regardless of size:

• Data Centers
• Laboratories
• Restaurants, including full service and fast food 



STEP 1 STEP 2 STEP 3 STEP 5STEP 4 STEP 6

Obtain Energy Usage Data 

Collect Data

✓ Building Size 

✓ Building property 

type- i.e. office, 

multifamily 

✓ Energy fuel source(s) 

that serve the 

building  

Set up Property

✓ Create account in 

Portfolio Manager  

✓ Enter property 

information & 

specific property 

use details 

Obtain Energy Data

✓ Set-up Seattle City 

Light Automated Data 

Exchange 

✓ Set-up Puget Sound 

Energy Data 

Exchange, for 

buildings with natural 

gas



Obtain Energy Usage Data

Aggregated energy consumption for whole 
building by energy source

▪ Virtual meters

▪ Enroll with your utilities to receive data 
uploads directly to your Portfolio 
Manager Account

▪ Provide authorization as needed

▪ Ongoing data feeds -monthly updates 
with a 3 month energy usage data lag

http://www.google.ca/url?sa=i&source=images&cd=&cad=rja&docid=E9c8A8-KN6zW8M&tbnid=lZqNAOrEgHJzLM:&ved=0CAgQjRwwAA&url=http://blog.seattlepi.com/boomerconsumer/2012/01/25/will-puget-sound-energy%E2%80%99s-performance-during-last-week%E2%80%99s-storms-draw-more-interest-in-its-rate-increase-meetings-next-month/&ei=3m9EUovzBcmWiQLz3ICICA&psig=AFQjCNH3lpx90z8iOuyRqETT-0pHT6_jEQ&ust=1380303198154441


SCL 1 SCL 2 SCL 3 SCL 5SCL 4 SCL 6

Fill out consumption request 

✓ Enter PM Username

✓ List ALL addresses 

for property 

✓ Account holder 

signature required if 

there is only 1 SCL 

customer per 

property 

Confirm SCL 

Attachments

✓ Does your 

username look 

correct?

✓ Does aggregated 

meter list match 

your list of 

meters from site? 

Add SCL contacts in PM

✓ Add SCL as a contact 

to receive automated 

data from SCL

Set-up SCL Virtual Meter

✓ Follow instructions on the 

SCL credentials form 

✓ Avoid typos by directly 

copying and pasting 

credentials into PM

Share property and 

meter with SCL 

✓ Share your property 

and meter with SCL 

via sharing tab

✓ Give read only 

access to property 

info and full access 

to the SCL Meter 

Check for data

✓ You will receive data within 4 

hours

✓ Confirm there is Jan-Dec 31 

data for the previous year 

without any gaps or overlaps 

✓ There will always be 3 month 

lag

Seattle City Light Automated Data 

For more detailed instructions on 
this section watch training video: 
Obtaining Data Usage: Seattle 
City Light 



Seattle City Light Automated Data 

Fill out SCL authorization form and email to: 
SCL_Portfolio_Manager@seattle.gov 

• Username (Make sure it matches your PM 
Account Username you will be using)

• Primary Address

• Alternate Addresses (Include ALL
Residential and Commercial Addresses)

• More than 1 SCL Account? No Account 
Holder Signature is Required.

• Only 1 SCL Account? You will need the 
Account Holder Signature.



Verify SCL Meter

1. SCL Meter List

• Ensure that all onsite electric 
meters are being accounted for

• If there are any missing meters 
or unwanted meters on your 
aggregated meter list, contact 
Seattle City Light at 
scl_portfolio_manager@seattle.gov

2. SCL Meter Credentials

• Is your UN spelled correctly?

• (Tip) Copy + Paste all 
information listed on the 
Credentials directly into your 
PM account to avoid typos. 



Verify SCL Meter



PSE 1 PSE 2 PSE 3 PSE 5PSE 4

Add PSE as a contact in PM

Share your 

property with PSE

Sign up for PSE MyData 

Account

Associate PSE meter with 

total building consumption 

in PM

Check for data

Puget Sound Energy Data Exchange 

For more detailed instructions on this 
section watch training video: Obtaining 
Data Usage: Puget Sound Energy 



Puget Sound Energy Data Exchange 

1.

2.



STEP 1 STEP 2 STEP 3 STEP 5STEP 4 STEP 6

Confirm Energy Use 

Collect Data

✓ Building Size 

✓ Building property 

type- i.e. office, 

multifamily 

✓ Energy fuel source(s) 

that serve the 

building  

Set up Property

✓ Create account in 

Portfolio Manager  

✓ Enter property 

information & 

specific property 

use details 

Obtain Energy Data

✓ Set-up Seattle City 

Light Automated Data 

Exchange 

✓ Set-up Puget Sound 

Energy Data 

Exchange, for 

buildings with natural 

gas

Confirm Energy Use 

✓ Verify account has 

energy metrics for 

current reporting 

year



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. 



Confirm Energy Use Intensity (EUI) 

In your Portfolio Manager account, click on the 
building’s “Summary” tab tab to review your Metrics 
Summary.

For more detailed instructions on this 
section watch training video: Confirming 
Energy Use & Submitting Report to City of 
Seattle



Confirm Energy Use Intensity (EUI) 

To generate the Statement of Energy Performance 
(SEP) Report, click on the Reporting tab in Portfolio 
Manager and click on the PDF link to create report.



STEP 1 STEP 2 STEP 3 STEP 5STEP 4 STEP 6

Add Contacts in Portfolio Manager 

Collect Data

✓ Building Size 

✓ Building property 

type- i.e. office, 

multifamily 

✓ Energy fuel source(s) 

that serve the 

building  

Set up Property

✓ Create account in 

Portfolio Manager  

✓ Enter property 

information & 

specific property 

use details 

Obtain Energy Data

✓ Set-up Seattle City 

Light Automated Data 

Exchange 

✓ Set-up Puget Sound 

Energy Data 

Exchange, for 

buildings with natural 

gas

Confirm Energy Use 

✓ Verify account has 

energy metrics for 

current reporting 

year

Add Contacts 

✓ Add City of 

Seattle as a 

contact to share 

your 

benchmarking 

report 



Add the City of Seattle as a Contact 

For more detailed instructions on this 
section watch training video: Confirming 
Energy Use & Submitting Report to City of 
Seattle



STEP 1 STEP 2 STEP 3 STEP 5STEP 4 STEP 6

Share Building Data with City of Seattle 

Collect Data

✓ Building Size 

✓ Building property 

type- i.e. office, 

multifamily 

✓ Energy fuel source(s) 

that serve the 

building  

Set up Property

✓ Create account in 

Portfolio Manager  

✓ Enter property 

information & 

specific property 

use details 

Obtain Energy Data

✓ Set-up Seattle City 

Light Automated Data 

Exchange 

✓ Set-up Puget Sound 

Energy Data 

Exchange, for 

buildings with natural 

gas

Confirm Energy Use 

✓ Verify account has 

energy metrics for 

current reporting 

year

Add Contacts 

✓ Add City of 

Seattle as a 

contact to share 

your 

benchmarking 

report 

Share Building 

✓ Share building with 

City of Seattle, so 

your benchmarking 

report can be 

downloaded



Share Building with the City of Seattle 

For more detailed instructions on this 
section watch training video: Confirming 
Energy Use & Submitting Report to City of 
Seattle



Poll: Which step do you think is the most commonly missed? 



New Benchmarking Compliance Check Process 

✓ Building submits annual benchmarking 
report 

✓ Check compliance status on Energy 
Benchmarking Compliance Portal 

Compliance Status:

Green = Compliant: Report has been submitted to City of Seattle with no flagged errors-
compliant for 2018 reporting 

Red= Not Compliant: Further action is required 



Confirm Compliance for Annual Reporting 

Reporting Issue Flags:

• Portfolio Manager Not Connected to The City of Seattle: Your Portfolio Manager Account/building has not 
been shared with City of Seattle Annual Report (Step 5 & 6 in How to Guide). 

• Missing EUI or Electricity Data: Your building in Portfolio Manager does not have complete energy data for 
the whole calendar year required to report. 

• Default Data: Your building in Portfolio Manager is using default data values (temporary) for building space 
use characteristics, i.e. number of workers, hours of operation, etc. 

• Account Requires Verification: Your building in Portfolio Manager has been flagged for reporting data 
anomalies. 



When Verification is Required 

Data Issue Definition 

Outlier - EUI
Buildings outside the outlier thresholds set for each property type and weighted 

to account for additional property uses. 

Outlier – ENERGY STAR Buildings with an ENERGY STAR score of 1 or 100.

Possible Energy Data Error
Buildings with +/-50% change in EUI, electricity, gas, or steam from previous 

reporting years. 

Possible Missing Fuel
Buildings with a non-electric fuel use in a past benchmarking report but not 

reported in current reporting year. 



Poll: Have you completed a data verification submission? 



Common Benchmarking Errors 

Common errors found and corrected in Portfolio Manager are: 

▪ Incorrect building square footage 
▪ Incorrect benchmarking of parking square footage 
▪ Incorrect property types
▪ Incorrect or missing secondary space types
▪ Missing fuel sources
▪ Missing tenant meters
▪ Automated data exchange error(s) in monthly consumption 



Data Verification Process 

Data Verification requires a review of your building’s benchmarking report in Portfolio 
Manager & online submittal  

▪ Square footage
▪ Space types and details
▪ Energy meters

For more detailed instructions on this 
section watch training video: Verifying 
Energy Benchmarking Accuracy 



Poll: Have you watched any of our Energy Benchmarking Training Videos?



Compliance Resources 

www.seattle.gov/energybenchmarking    
▪ Seattle Benchmarking How to Guide 

▪ Data Verification Requirements Worksheet 

▪ Correcting Default Values How to Guide—Multifamily 
and Commercial 

▪ Compliance Checklist 

▪ Annual Update Checklist 

▪ FAQs

▪ Benchmarking Training Video Series



Additional Resources 

ENERGY STAR Portfolio Manager: Additional Guidance

▪ How to generate standard reports and performance documents guide 

▪ Ask the expert 

▪ Advanced user webinars  



Sign-up For Account Review  

▪ For building specific compliance questions or for free 
account review,  go to chat box and click the link to 
sign up 

▪ Technical assistance staff will follow-up with an 
appointment time



Q+A 

▪ Add your question to the Q&A 



Additional Questions? 

Call or email help desk staff

206-727-8484 
energybenchmarking@seattle.gov

mailto:energybenchmarking@seattle.gov

