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EnergyCAP: Adding a Property and Address 

Purpose By the end of this job aid you will be able to create a property and add an address to your 
account in Energy Star® Portfolio Manager®. 

Audience EnergyCAP customers and PSE users. 

  Creating a Property File 

 

1 In Energy Star® Portfolio Manager®, 
click Add a Property on the My 
Portfolio tab. 
 
Note: In Energy STAR® Portfolio 
Manager®, a Building is referred to as a 
Property. 

 

2 Select your property type from the 
dropdown menu. 
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EnergyCAP: Adding a Property and Address, continued 

 

3 
Enter the number of buildings on the 
property. 
 
 
 
 

 

4 
 

5 

Enter the property’s construction status. 

 
 
Click Get Started! 

  Add Basic Property Information 

 

1 Enter the property’s name and address. 
 

 

2 Enter the property’s year build, gross 
floor area, irrigated area, and occupancy 
percentage. 
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EnergyCAP: Adding a Property and Address, continued 

 

3 

 
4 
 

5 

Enter Standard IDs information 
associated with the building if 
applicable. 
Note: To learn more information about 
Standard IDs, click on the FAQ link. 
 

 

Select the check box if the property’s 
energy consumption includes parking 
areas. 
 
 

Click Continue. 


