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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
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Your account has been created. Here is how to get started

+ Setup your i 1f you have any questions or run into trouble. please check out our support pages or contact our help desk for assistance
« Learn about jio Manager and about ENERGY STAR recognition
Propdgges (0) You currently do not have any properiies within your Portfolic Manager account. You can set up your

first property or add up to five sample properties with pre-pepulated 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

order o test out available features and see the look of a complete property.

Manage Portfolio L*. ’%
£

(& Upload andior update multiple
properiies 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.

Set up your first property. Add up to five sample properties

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

@) Seta portiolio baseline and/or target to
help measure progress.

J4 Add sample properties o your account
Up to five sample properties with pre-
populated data will be added to your
portfolio for testing purposes.

il Delete properties from your account.

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.
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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
buildings. Since there are so many choices, Portfolio Manager can walk you through getting your property up and running. W
start menitoring your energy usage and pursue recognition!

Your Property Type
ACME- perty P
BANK We'll get into the details later. For now, overall, what main doas your property serve?
‘ Select a property type hd

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
Your Property's Buildings proper‘ty_

How many physical buildings 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
) More than One: My property includes multiple buildings (Campus Guidance)

How many?

Enter the property’s construction status.

Your Property's Construction Status 4
Is your property already built or are you entering this property as a construction project that has not

yet been completed?

@® 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
using Portfolio Manager to evaluate the energy efficiency of the design pg

() Test Property: This is not a real property. | am entering it o test features

5 Click Get Started!

purposes such as fraining

Get Started!

Cancel

Add Basic Property Information

Set Up a Property: Basic Property Information 1 Enter the property’s name and address.

Tell us a little bit more about your propej uding a name that you will use to look up your property and its address.

About Your Property

Name: | |
Country *[---Select--- |
Street Address ) | |

I |
City/Municipality: " | |

County: | |

State/Province: )

i 1 2 Enter the property’s year build, gross
oo b T o v floor area, irrigated area, and occupancy

Gross Floor Area (GFA) is the total property floor area. measured from the principal exterior pe rce n tag e .

surfaces of the building(s). Do not include parking. Details on what lo include.

Irrigated Area: I:l
Occupancy : %

Property Photo

(optional); Choose File | No file chosen

Select an image file on your computer with the format type of jpg, jpeq, .png or _gif: photos will be
resized fo fit a space of 2.78 inches wide x 2 inches tall.
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EnergyCAP: Adding a Property and Address, continued

Enter Standard IDs information
3 associated with the building if

Standard IDs

Standard |Ds are typically used in data collection. including by most state and local governments with

t&rg:?ir;:Lk;nsef\'l:;Iplfﬁy::’lilrr!gpl;‘ngxue}rtsyt;s by a benchmarking law, you probably need to fill this in. See this appllca ble )
Sanderd D) Note: To learn more information about
[ Yo [ ] Standard IDs, click on the FAQ link.

Add Another

eny of these apply?

[C] My property’s energy consumption includes parking areas 4 SeleCt the CheCk bOX |f the prOpeI'ty,S
energy consumption includes parking

m ] areas.

5 Click Continue.
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