1. Go to Energy Star Portfolio Manager
www.energystar.gov/portfoliomanager to log in or
create an account. Create a username and password.
You will need your name, job title, email (we
recommend a shared email so multiple people can
enter information), phone number, country, language,
business address (it can be benchmarked property, but
does not have to be), organization name, and primary
business use. Click Create My Account.
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You have created a Portfolio Manager Account.
Continue on to learn how to add a property and energy meters.

2. From the MyPortfolio tab, Click Add a Property.

3. Use dropdown menus to select property type, number
of buildings on the property (it should be “1” unless
you are reporting them as a campus. Please refer to
the ‘Campus Guidance’ link), and whether the building
is completed or still in the design phase. Click the Get
Started! button.
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Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with a pool, to a larg
bulldings. Since there are so many choices, Portfolio Manager can walk you through getting your property up and running.
start monitoring your energy usage and pursue recognition!

Your Property Type
ACME perty Ty
LIVES el get imto The details later. For now, overall, what main purpose does your property serve?

| Select a property type ~

Your Property's Buildings
ﬁ How many phySiear butdings do you consider part of your property?

O None: My property is part of a building (e.g.. a Tenant Space)
O One: My property is a single building
O More than One: My property includes multiple buildings (Campus Guidance)

How many?

Your Property's Construction Status

Is your propery arEagy B
yet been completed?

57 are you entering this property as a construction project that has not

@ Existing: My propery is bult, eccupied andior being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition

© Design Project: My property is in the design phase (p don); 1 will be
using Portfolio Manager to evaluate the energy efficiency of the design project

O Test Property: This is not a real property. | am entering it to test features, or for other

purposes such as training.
Get Started! e



http://www.energystar.gov/portfoliomanager

4. Enter property information using the text boxes, dropdown

menus, and check boxes.

For Standard IDs section, look up under Standard ID -

City/Town “St. Louis Building ID” and type ID to the right. ID ‘

usually starts with the letter P. Click Continue.

NOTE: If you do not have your St. Louis Building ID, leave the | <o
"Standard IDs" section blank. The City will generate an ID#

for buildings that haven’t previously reported. (See
instructions following Step 29.)

Continue adding information about your property.
(Property Use Details will vary by property type.
Hover over the Use Detail to see a definition.) The
'Current As Of' date should be when the building first
had this configuration. (It's usually the year it was
built unless it's been expanded.)

If needed, add more Use Types with the ‘Add Another
Type of Use’ dropdown.

Click Add Property. You will be taken to the property’s
Summary tab (circled). NOTE: If your property has
multiple use types, go to the Details tab (next to
Summary), find the ‘Add Another Type of Use’
dropdown menu, select a Property Use Type, and click
Add. Enter Use Details as above and click Save Use.

. To add more properties, click on the MyPortfolio tab
and repeat Steps 2 - 6.

About Your Property

Name: " et ‘
Country: *[United States ~
Street Address: [ 1200 Maret Svect

Imigated A
Oceupancy:

Property Phate

(aptional): Choose File | No file cnosen

image fle on your computer with the format type of Jng. Jjpeg. .ong or gi, photos will be:
resized tn it 3 space of 2.78 inches wide x 2 inches tall.

Standard IDs

ypically used in data ollection, ineluding by mest state and loeal gavernments with
If your property is covered by 3 benchmarking law, you probably need to fil this in. See this

Standard ID - City/Town:

~| ip: | P-oogace
o

. Louis Building ID

Standard ID - County!

Standard ID - State/Province:

Add Anotner Type of Use. 02

W Bullding Use .~ Edil Name

Ice refers to buldings used o condu

vities. This includes adminisirative and professional offices.
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MyPortfolio

Test college
1 Test 5t, St Louis, MO 63110
Portfolio Manager Property 10: 24254984
Year Built: 1900

/ Edi

Map It

Details Energy Water Waste &

Refresh to see Source EUI Trend

You have added a property.



Continue on to learn how to add energy and water meters.

9. Click on your property from the MyPortfolio [ Testcoliege B Mo oo
1 Test St, St Louis, MO 63110 Map It BT orification Source EUI (kBHuft) s
tab, then select the Energy tab. Pt Vrage pry D 260 curont A
/ Edt . Baseline: N/A
NOTE: Multi-tenant buildings should P [ITV U R R—— P P
req ueSt' a.g.grega-te (Wh0|e bu Ild I r?g) data Meter Summary Meters - Used to Compute Metrics (0)
from utilities. Click here for details. DErergy Mers 1001 £\ ¥ 132 g

property, you must provide meters. You

10.Click Add A Meter (circled above).

11. Select the type of energy. Then select the number of meters and click Get Started!

What energy do you want to track? Please select all that app

@, Sources of Your Property's Energy Sources of Your Property's Energy

What kind of energy do you want to track? Please select all that apy
] Electric

[ Matural Gas

> Electric
purchased from the grid
[ Fuel Oil (No. 2)

How Many Meters? ‘
[] Diesel [C] generated from onsite solar panels
[] District Steam \‘ ["] generated from onsite wind turbines
b

[ District Hot Water Matural Gas

How Many Meters?

12. Set up meter details.

e Meter Name — if you have multiple meters of one energy type, you can rename them to
reduce confusion (ex. ‘electric — office’ and ‘electric — shop’).

e Units — select from the dropdown menu. Common units: kWh (electricity), ccf (natural
gas), and kLbs (steam). NOTE: If the menu isn’t visible, click in the blank space.

e Date Meter became Active — enter the start day of the earliest service period — which
must be on or before January 1 of the year you’re reporting.

e If meter is for bulk fuel (ex. propane), check the ‘Enter as Delivery?’ box.

e Repeat the process for each meter, then click Create Meters, which will take you to Your
Meter Entries page.

Other Units Date Meter In Date Meter Enter as
Type became Active Use? | became Inactive Delivery?

[ | &
Add first bill date here

Add units of measurement here Create Meters BeT™

]  Meter Name Type

==

[ [Electric Grid Met] | | Electric - Grid v v

A |

Change meter type here

Change meter name here



https://www.stlbenchmarking.com/HowToComply/#Gathering-Requesting-Utility-Data

13. If you only see a bar with the meter name, click the blue arrow (circled below) to expand it.
(You will use the information from one bill to create one line in the meter.)

Start Date — enter the service period start day on the first bill that you are reporting. (If

there’s no box, click on Click to add an entry.)

Usage — enter the usage noted on the bill.

data for this meter.

End Date — enter the service end date. Energy entries SHOULD NOT exceed 65 days.
Cost —this is not required, but you can input it if you want to track it.
Estimation — check this if you do not have the exact data.

+Add Another Entry (green arrow) — click to add additional months until you’ve input all

Repeat for other new meters, then click Continue (or Save Bills) at the bottom of the page.

1 Energy Meter(s) for Test college

W Electric Grid Meter

Start Date

Usage
kWh (thousand
Watt-hours)

End Date Total Cost ($)

Dealete Selected Entries

Add ther Entry

3 Learn how to copy/paste

Green

Estimation
Power

Demand (kW)

Demand Cost ($)

14. You will be taken to the Select Meters to Include
in Metrics page.

Check the box(es) next to the meter(s) to be

Select Meters to Include in Metrics

Tell us which meters to include when calculating the metrics for Test college so that we can provide you with the mo:

Summary

included in reports.

Do the meters make up the property’s entire — |
energy usage, or not?

Click Apply Selections.

staccurate metrics possible.

Energy Meters

Select all meters to be included in your metrics. (Hint: Most meters should be included unless they are su
meters.)

Name o
Meter ID =

Electric Grid Meter
149448372

Electric - Grid

Apply Selections

15. Add water meters in the Water tab. The process is
the same as for adding energy meters. The most
common type is Municipally Supplied Potable Water,
with Units in ‘ccf’.

NOTE: Water entries CAN exceed 65 days.

Year Built 1941
7 Eat

Meter Summary

Turrent: IV

Baseline: N/A

Waste & Materials. Goals Design

Water Meters - Used to Compute Metrics (0)

You have added your energy and water meters.
Continue on to learn how to check your data for errors and gaps.




16. After you input all energy and water data for your properties, run the Data Checker to see if

there are gaps, overlaps, or other issues.

17. Choose a property from the MyPortfolio
tab. (Data Checker can only be run on one
property at a time.)

18. Scroll down to the Data Quality Checker
section (in the right column). Click Check for
Possible Errors.

19. In the Year Ending dropdown menus, select
Dec 31 and the year you are reporting, then
click Run Checker.

20. Alerts with o mean that the data will not be in
compliance and must be fixed before sendingthe ———» o

report.

The alert will contain details of what needs to be fixed

Welcome rbarnacle: Account | Notifications | ENERGY @ | Contacts | Help | Sign
out

ENERGY STAR®
=

PortfoliolVlanager®

MyPortfolio Sharing Reporting Recognition

Properties (1) Dashboard

Add a Property
Please refresh to

see your current metrics.
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/ Change Metric
Metrics Summary
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Data Quality Checker

Run a check for any 12-month time period to see if there are any possible erors

Tound with your data.
Check for Possible Erors

Data Quality Checker for Test college

The Data Quality Checker will help you find potential errors and unusual data within a given year. Select your
links to view or correct your data as needed.

Select Timeframe & Run Checker

We check data for a full year (12 menths) of meter consumption and Property Use Details (called a
Metric Year). Select a Year Ending Date and click "run checker” to see possible data issues.

“[Dec3t v EZ1w Run Checker

Year Ending

» o There is not 12 full months of meter data.

is not 12 full ths of meter dat: ]

Problem: The following meters do not have 12 full calendar menths of meter entries for
the year selected (01/01/2021 - 12/31/2021).

o Electric Grid Meter #1 (missing bills for 01/01/2021 - 01/01/2022)
—+ o Electric Grid Meter #2 (missing bills for 01/01/2021 - 01/01/2022)

and a link to the affected meter.

What to do:

o If you think this is a mistake, click the links above to review the entries for each
meter and make corrections if necessary.

Property has no waste or material meters.

Cancel




21. £\ alerts for “Property has no water meter” mean
- - . Property has no waste or material meters.
that will not be in compliance. Water meter and data = 1
must be added before Sending the report- There are no water meters entered for this property. In order to track water use and |
receive mefrics, you must create a water meter
What to do-
o Create a meter and follow the steps to enter your water bills. Make sure you
select the meter(s) that should be included in your performance metrics.
Cancel
22. Other £\ alerts are informational only and will not /) Property has no waste or material meters.
affect compliance (though they suggest that the o e appezc et s sl
information Should be Verified). E;;ﬂggég:{eomglgzbft:ﬁ:lngﬂsappearsunusua\fortheGmssFInarArea!ortheyear
Courthouse (1 use):
o lypica\ Ivalug:slgz Dorlﬂputers |1)eor016000ﬂsq it
23. Fix any issues and rerun the Data Checker until only P
informational alerts that do not need correction are left. = eyt » s corecy. o can e v S
(For example, if you know the number of computers is -
correct, you could ignore the alert in the screenshot.)

24. Repeat the process for each property being reported.

NOTE: Running Data Checker doesn’t ensure a perfect report, but will verify that information
needed to calculate the required metric is included.

You have now run the Data Quality Checker.
Continue on to learn how to share this data with the city of St. Louis

25. Now that you’ve entered and checked your data, you must share the property with us in
ESPM. Properties that are not shared in ESPM will not be in compliance.

26. Add ‘Benchmark-STL’ as a New Contact:
® Select at the top right.
e Add Contact: Select — and fill in the 3rd line down Username

‘Benchmark-STL’.

e Select search and send Connection Request: Select - to connect with St. Louis
Office of Building Performance.

e Select — We will accept requests within 2 business days.

27. Share with Office of Building Performance: After 2 business days sign in to ESPM.
e Select Contacts at the top right. ‘Benchmark-STL’ should now be in your contact list.

e Select Sharing tab at the top left.
e Select Property to Share: In the middle left, click on _



e 1. Select Web Services Provider: ‘St. Louis Office of Building Performance’

e 2. Select Properties: Check the box(es) for the City property(ies) to share.

e 3. Choose Permissions: Check Bulk Sharing(Simple Option). Check Exchange Data Read
Only Access

e Click Authorize Exchange to complete the process. All done!

28.Common errors:
Missing data — data must cover the entire calendar year (January 1 — December 31)
Missing meter — no meter set up for gas, electric, water, steam etc.
Meter not included in metrics — the box shown in Step 13 wasn’t checked.
No waste or material meters. The City does not require you to report this information.

You have now submitted your report(s).
Continue on to learn how to add the St. Louis Building ID to a new property

29.Add the St. Louis Building ID in Portfolio Manager after reporting a building for the first time

1) Once your report is received, our office will assign a St. Louis Building ID (or notify you of an
existing ID if the property has previously reported).
e The format is P-xxxxxx. (Please include the hyphen.)
e They are also called “P-numbers”.
e Each building has its own ID, so if you report 6 buildings you will get 6 Building IDs.
e We will email you from benchmarking@stlouis-mo.gov

2) Click on a property. This will take you to the @ﬁ;ﬁ:ﬁaiiol\/lanager”
Summary tab.

MyPortfolio

~ | [Energy Highiights v Refresh Metrics
A e Views

nt, ENERGYSTAR _  Site EUI , SourceEUI
Score (kBtu/ft) (KBtu/ft)
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3) Select the Details tab (red arrow).

4) In the Unique Identifiers (IDs) box, click the Edit

button (circled).

5) Scroll down to Standards IDs (it’s the
bottom box).

6) Click dropdown menu and choose St.
Louis Building ID (red arrow)

7) Enter your P# in the text box. (Be sure
to include the hyphen.)

8) Click Save.

Rv. 3/26/2025

Test college

1Test St. St. Louis, MO 63110 | Map|t
Portiolio Manager Property ID: 24254984

@ Not currently eligibie for
A1 ENERGY STAR

Certification

‘Weather Norma|
Source EUI (kBt

100% @

Unique |dentifiers (IDs)

Portfolio Manager ID:
24254984

Custom IDs: None

Standard IDs: None

) You can seisct from Portioio Managers
Standard IDs to provice information to
others in data requests. Or you can ceste

up o thres Custom IDs so that you can
erass raferense your prapey in siher

sysiems.

Current:
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it R
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Summary Details Energy Water Waste & Materiale Goals Design
Basic Information Property Uses and Use Details
AT S . Miewas Diagram [:Add Anotner Type of Use
Test property that is one single building
Property GFA - Self-Reported: Name Property Use Type SrossFIoor action
50,000 Sq. Ft.
EErER ) Buiding Use College/University 50,0007 [Twantio,

Property GFA (Buildings): 50,000 (used fo calculate |

Property GFA (Parking): 0

) To 2dd mubiple uses and buikings io ihis propariy, you san use this soreads
0 plaad your information.

Property GFAby Use = Property Type

Property Type - Selr-Selecled
CollegetUniversity # Edit

Property Type -Portiolio Man
Calculsted:
College/University

) The Portfolio Manager-Calcuis
Progerty Type is used for your
(asaotfor Mied Use prepani

T
CollegeUniversi... o
00% mere sbaut property yp

Standard IDs

Standard |D= are typically used in data collection, induding by ma:

st state and local governments with

benchmarking lsws. If your property is covered by a benchmarking law, you probably need to fill this in. See this

FAQ i you need help finding your Standard 1D
Standard IDys):

w | |n:_..|:|

TS OTGT OTTTTG CETC T TET AT T
Not in Use - Portland, ME Building ID (use UBID)
Portland, OR Building ID

Reno Building ID

St Saint Paul Parcel ID -Archived

Salt Lake City Building 1D

Sta San Diego Building 1D

ben San Francisco Building 1D

in. { San Jose Building ID

Seattle Building Energy Benchmarking Reporting 1D

5t. Louis Building ID

REALPac Energy Benchmarking Program Building Name

5t Not in Use - South Portland, ME Energy Reperting 1D (use UBID)
» St Louis Building ID

i E

and local governments with The list
u probably need to fill this IDs are|
benchn
each S

—

Add Another

@ Cancel




