A GUIDE ON HOW
TO USE THE
ENERGY STAR
PORTFOLIO
MANAGER

{( Environmental and

« Energy Coordination
——




What is the ENERGY
STAR Portfolio Manager?

An interactive tool that provides an
ENERGY STAR score comparing your

building’s energy performance to

similar buildings nationwide. This
includes homes, schools, businesses,

places of worship, etc.




Why should you use it?

e No-cost interactive energy management tool

e Allows you to securely track and assess
energy and water consumption

e Help you set investment priorities

e |ldentify under-performing buildings

e Apply for ENERGY STAR certification for

superior energy performance.

Dy, 4y



What Information is required?

¥ ¢ Property type

W « Weekly operating hours
« How many buildings are associated with the property ¥ + Seating capacity
* Construction status (has it been built) W« Gross floor area used in food preparation
* Address W« Percent of property that can be heated
e Year built )

Percent of property that can be cooled

W ¢ Gross floor area « Number of weekdays open

* Net floor area « Number of computers

e Irrigated area : : ;
9 « Number of commercial freezer/refrigerator units

 Occupancy . Ceiling height

[* Used to calculate your 1-100 ENERGY STAR score]




How to use ENERGY
STAR Portfolio

Manager: A Step by
Step Guide




Using ENERGY STAR Portfolio Manager

e Part 1: Creating an Account
e Part 2: Creating a Building Profile
e Part 3: Adding Utility Data

e Part 4: Results and Other information



Ay 4

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

First, create a profile

h ENERGY STAR

Welcome mjustice: Account | Motifications | ENERGY 0 | Contacts | Help | Sign

Search “ENERGY STAR Welcome to Portfolio Manager ENERGY STAR

Helping you track and improve energy efficiency across your entire portfolio of properties. MQML&QE

Portfolio Manager make an

Username: * L.
i Takea T
account” in your search . |:| Take a Training

Learn More About
|f||r|:| t my pd ssword. m I Portfolio Managﬂ

These links provide more information from
ENERGY STAR and are not available in French.

browser and create a new

account.

Create a New Account

0 You are accessing a U.S. Government information system. System usage may be monitored, recorded, and subject to audit. Unauthorized use of the system is prohibited and subject to
criminal and civil penalties. Use of the system indicates consent to meonitoring and recording.

Follow Us l R ‘i m m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website

Part 1: Creating an Account



Fill out the following information to the best of your availabilities, and click

“Create My Account”

About Yourself About Your Organization

*

Primary Business or Service | Select Primary Business or Service
of Your Organization:

First Name:
Last Name:

Job Title:

Is your organization an
ENERGY STAR Partner?

Email:
Confirm Email:

Do you want your Account Name (and username) to be searchable by

Phone- other Portfolio Manager users?
Do you want your @ Yes
username to be O No
searchable by other

Portfolio Manager

users? You must select

"Yes" if you want to

connect with other

users to allow automatic

upload of utility data or

to share properties.

Country:

Language:

Reporting Units: @ Conventional EPA Units (e.g., kBtu/ft?)
) Metric Units (e.g., GJ/m?)

Street Address:

Confirm Your Identity

City/Municipality:
ity/Municipality Please confirm that you

are a human ,
I'm not a robot

State/Province: '

Part 1: Creating an Account



reate a profile for your Bui

MyPortfolio Sharing Reporting  Recognition

Properties (0)

Add a Property

You currently do not have any properties within your Portfolio Manager account. You can set up your
first property or add up to five sample properties with pre-populated data to your portfolio_ If this is
your first time using Portfolio Manager, you may want to add sample properties to your partfolio in
order to test out available features and see the look of a complete property.

Manage Portfolio
al

Upload and/or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
be done to create new properties, add
use details, create meters and add
meter consumption data.

Download your entire portfolio to Excel
or create a custom download.

Set a portfolio baseline and/or target to
help measure progress.

Add sample properties to your account.
Up to five sample properties with pre-
populated data will be added to your
portfolio for testing purposes.

Delete properties from your account.

Follow Us [} i3 ity Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website

Part 2: Creating a Building Profile



MyPortfolio Sharing Reporting Recognition

Properties (0)

You currently do not have any properties within your Portfolio Manager account. You can set up your
first property or add up to five sample properties with pre-populated data to your portfolio. If this is
Add a Property your first time using Portfolio Manager, you may want to add sample properties to your portfolio in

C I ic k Ad d a p ro pe rty to g et order to test out available features and see the look of a complete property.

started! Manage Portfolio
b

Upload and/or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
be done to create new properties, add
use details, create meters and add
meter consumption data.

Download your entire portfolio to Excel
or create a custom download.

Note: You can also delete

Set a portiolio baseline and/or target to

an d/O r ed it the b u i I d i n g < ﬁelp Mmeasure progress.
. ; Add sample properties to your account.
o] rtfolio created, so don't Up to five sample properties with pre-
populated data will be added to your
WO rry if yO u d on't g et it rig ht portfolio for testing purposes.

Delete properties from your account.

the first time!

FO”OW US [ " n m m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
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Your Property Type

ACME

BANK We'll get into the details later. For now, overall, what main purpose does your property serve?

Enter your property type e

Your Property's Buildings

How many physical buildings do you consider part of your property?

Enter the number of buildings .

() None: My property is part of a building (e.g., a Tenant Space)
@® One: My property is a single building

[ ] [ ]
\""4 | t h N yO u § p I’O pe rty (O More than One: My property includes multiple buildings (Campus Guidance)

How many?

Your Property's Construction Status

|s your property already built or are you entering this property as a construction project that has not

yet been completed?
a q )
E n t e I' t h e CO n St r u Ct I O n St a t u S ® Existing: My property is built, occupied and/or being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition.
) Design Project: My property is in the conceptual design phase (pre-construction); | will be
Of yo u r p r o p e rty 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.

Once you are done, click “Get Started”

Part 2: Creating a Building Profile



W Worship Facility Use Edit Name Delete

Waorship Facility refers to buildings that are used as places of worship. This includes churches, temples, mosques, synagogues, meetinghouses, or any other
huildings that primarily function as a place of religious worship.

Gross Floor Area should include all areas inside the building that includes the primary worship area, including food preparation, community reoms, classrooms,
and supporting areas such as restrooms, storage areas, hallways, and slevator shafts.

Now, enter the additional

The EMERGY STAR score for Worship Facilities applies to buildings that function as the primary place of worship and not to other buildings that may be
associated with a religious organization, such as living quarters, schools, or buildings used primarily for other community activities. To receive an ENERGY

= STAR score, a Worship facility must have at least 25 seats, but cannot have more than 4,000.
data required for your ‘ i

Temporary

Property Use Detail Value Current As Of Value

L ] (]
building!
SR DR 11111962 O
#r Weekly Operating Hours Use a default 11/1962
[ ]
[}
Note: if you have a school or #r Seating Capacity Use a default 1/1/1962

Offi ce Wit h i n yO ur p ro pe rty, W Gross Floor Area Used for Food Preparation C Use a 111962

default

or a ny Ot h er so rt Of mu Iti -Use W Percent That Can Be Heated Al of it - 100% v Use a default 17111962

area, you will also have to fill ¥ Percent That Can Be Cooled All of it- 100% v| #2 Use a default 17111962

Cooking Facilities Use a default 1/1/1962

this data out for those areas

Number of Weekdays Open Use a default 1/1/1962
Number of Computers Use a default 11/1962
Number of Commercial Refrigeration/Freezer m——

units gt Use a defau 1111962
Ceiling Height Use a default | [1/1/1962

as well.

W This Use Detail is used to calculate the 1-100 ENERGY STAR Score.

Part 2: Creating a Building Profile



If you would like to add another use (i.e school, office space, etc) for your

property, select the correct type and fill in the required information.

Once you have finished entering all the use types, click “Add property.”

Add Another Type of Use Add

‘ Add Property pJlein:

Part 2: Creating a Building Profile



Inputting Energy Data:

MyPortfolio Sharing Reporting Recognition

Congratulations! You have successfully created your property.
Mext, you can:

« |Add energy use information 5o that you can see your energy performance mefrics.

N oW t h ) t yo u are d onhe . it is afion about your individual buildings, so that you can frack them separately.

time to input energy data! / Change Metnc

Example Place of Worship e Weather Normalized .
sl ENERGY STAR Source EUI (KBtu/ft?) score?
0001 Madeup Dr, Fairfax, VA 22030  Mapli Certification ( )

Partfolio Manager Property ID: 29561912

Year Built: 1952

Current:

/ Edit

Baseline:

CIiCk on the “add energy use Summary I Details Water Waste & Materials

information” hyper Iink at the Refresh to see Source EUI Trend

/ Change Metric

top to add more detail. Metrics Summary

Hot Available Not Available Change
Metric / {Energy Baseling) / {Energy Current) / (7]

/ Change Time Periods

EMERGY STAR Score (1-100) Lot Available Mot &vailzble MIA
Source EUI (kBtuwH=) Mot Available Mot Available MiA
Site ELI {kBiwift=) Mot Available Mot &vailzble MIA

Emergy Cost (3) Mot Available ot Available MiA

Mot Available Jot Available A
ailable ot Available

gilable “ot Available

Part 3: Adding utility Data



Get Started Setting Up Meters for Example Place of Worship

There are five ways to enter meter data. First, you can enter manually, statting below. Second, you can set up your meters below, then upload a specially formatted
spreadsheet with just your bill data. Third, for advanced users, you can use our upload tool that allows you to set up all of your meters and enter bill data. Fourih,
you can hire a company_to update your data electronically. And finally, you can see if your utility offers the service to update vour energy data automatically.

For the purpose of this

demonstration we Selected Sources of Your Property’s Energy n Tracking Energy
’

What kind of energy do you want fo frack? Please select all that apply. To frack your energy, create an energy

bot h e I ect r i c a n d n at u ra I g a s Electric meter for each source of enengy from a
> . utility, a neighboring building. or an onsite
TLErasl LiE I solar or wind panel. If you purchase a
How Many Meters? raw fuel (e.g. gas) and produce your own
[ generated from onsite solar panels fuel (e.g., electricity or chilled water), you

] generated from onsite wind turbines only need a meter for the fuel you
o purchased (e.g. gas), and not for the fuel

If you have information O Natural Gas you produce

Propane

Fuel Qil (No. 2) Tw'-::_l'-.l'leters Negded for
Onsite SolarWind

concerning any of the other

] Diesel

forms of ener gy listed y P lease District Steam e o

still need to enter an Electric Grid Meter.

District Hot Water Leam Maore

select those as well!

District Chilled Water

Automate Your Meter
Entries

] Fuel Qil (Mo. 4)

Fuel Qil {(Mo. 5 and No. 6)

There are many organizaticns that will
Coal (anthracite) glectronically enter your utility data into
Portfolio Manager. Many utilities provide
this service for free. Service providers
Coke integrate this service into their own

Once you have selected the

] Coal (bituminous)

software and value-added offerings.

Wiood
Leam more

energy you wish to track,
press the “Get Started!”
button.

Kerosene

] Fuel Oil (No. 1)

other[ ]

Get Started! ==

Part 3: Adding utility Data



First, you have to create a

meter entry.

Please enter the type of
electricity you receive, the
date the meter was installed,
as well as the energy units it
uses (kWh, MWh, etc)

Once that is done, click the

“Create Meter” button

Part 3: Adding utility Data

About Your Meters for Example Place of Worship

Enter the information below about your new meters. The meter's Units and Dare Meter became Active are required. You can also change the meter's name.

1 Energy Meter for Example Place of Worship (click table to edit)

Enter as

Meter Name became Inactive Delivery?

Electric Grid Mei Eleciric- Grid kK'Wh (thousand v

X Delete Selected Entries
Add Another Entry

Create Meters QLR

Note: Ensure that you have billing information from your

meter start date. If there is a gap in time it will not work.



N OW d OW n I o a d t h e L S i n g I e m et e r Your meters have been created! If you have your energy consumption information for these meters, yvou can enter it below. Or, you can continue with setfing_up

yvour meters and enter your energy bills later.

spreadsheet” and fill out the information Your Meter Entries for Example Place of Worship
MNow we need actual energy consumption information in order to start providing you with your metrics and, possibly, your scorel

required. An example is pictured below!

1 Energy Meter(s) for Example Place of Worship

W Electric Grid Meter

For the sake of the demonstration, we did

Start Date  End Date Eﬁ“ﬁmumnd Watthoursy | Total Cost(§) | Estimation | GreenPower Demand (kW) | Demand Cost ()
not put the optional information. Ensure Cic to20d an enty
¥ Delete Selected Entries
that the dates of the bills correspond to Fadiiberby

the first day the meter was installed. Upload data in bulk for this meter:

n Use this single-meter spreadshest to:

« Upload the completed file below
« Copy and Pasie the data info the fable above

Hit the upload button and make sure the [Chodsa ] No e chosen

information is correct.

Continue =

Start Date (Required) | End Date (Required) Usage (Required) Cost (Optional) Estimation (Required) Demand (Optional) Demand Cost {Optional)
12/15/2020 1/15/2021 . 40 ! ! N | 0
1/15/2021 2/15/2021 ___

2M15/2021 1c i
210 , Once this is done, upload

115/2021 - : 3
5/15/2021 | It to Energy STAR to view
6/15/2021 -

7/15/2021 - :

8/15/2021 your metrics and score!

9/15/2021 1071572021 e e
10/15/2021 11/15/2021 I - e I e
11/15/2021 12/15/2021 I T T O I e —

Part 3: Adding utility Data




Results

You will be able to view your energy usage

over time under the “Energy” tab

Energy Use by Calendar Month (Mot Weather Normalized)

E..
(NN
=
&
[
[u1]
C
L
[u1]
=
(3

Jan'21  Apr21  Jul21 Oct’21 Jan'22 Apr'ZZ  Jul 22

=#= Electnc - Grid == MNatural Gas

(Chart current as of 02/20/2023 02:58 PM EDT) RSiG-1 EW FEly

Part 4: Result and Other information

ENERGY STAR Score (1-
100)

Current Score: 32

Baseline Score: 47

A score of 75 or greater is needed to be
ENERGY STAR Certified.



What to do Next?

* Review and prioritize recommendations * *Evaluate recommendations to your goals +

+Use the information to help refine your goals*

Look at low/no cost upgrades:

Examples: Turning off the lights, Consider larger energy investments:
weather stripping, caulking, Examples: Update your HVAC system, window
programable thermostats, etc. replacement, insulation, etc.

Consider moderate energy upgrades:

Examples: Switching to LED lightbulbs, look for
ENERGY STAR Certified appliances, etc.

0 50 75 100
ENERGY STAR Score

Part 4: Result and Other information



Additional Tips:

Make sure you have all of the information about
your facility ready, because it is difficult to save
your progress. Once you have created your
building profile, you can go back and edit it if

there is anything that needs changing.

Ensure that you use your own metrics

rather than the default whenever
possible. If you are unsure, you can

always come back later and edit it.

Feel free to play around with the
ENERGY STAR Portfolio manager. There
is a section for creating goals, viewing

additional metrics, and much more!

Part 4: Result and Other information



ENERGY STAR portfolio

Manager:

About ENERGY STAR Portfolio Manager

ENERGY STAR Portfolio manager Tools and Resources

Resources:

Fairfax County:

Energy Conservation Assistance Program

Climate Action Dashboard

Interactive Climate Action Checklist

Sign up for the OEEC Monthly Newsletter



https://www.energystar.gov/buildings/tools-and-resources
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-0
https://www.fairfaxcounty.gov/soil-water-conservation/cap-community
https://www.fairfaxcounty.gov/environment-energy-coordination/climate-action
https://www.fairfaxcounty.gov/environment-energy-coordination/node
https://www.fairfaxcounty.gov/environment-energy-coordination/
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	First,youhavetocreatea meterentry. Pleaseenterthetypeof electricityyoureceive,the datethemeterwasinstalled aswellastheenergyunits uses(kWh,MWh,etc) Oncethatisdone,clickthe “CreateMeter”button

it

,
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