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EnergyCAP: Link a site to ENERGY STAR® Portfolio Manager®

Purpose By the end of this job aid you will be able to link a site in EnergyCAP to a property in
ENERGY STAR?® Portfolio Manager®.

Before you begin | You will need an ENERGY STAR® Portfolio Manager® account.

#  Qsearch 1 Select a site in EnergyCAP.
Sites & Meters =

B Your Organization
El Building 1 1

§ Pacific Northwest National Laboratory [PACIFICNORTHWESTNATIONALLABORATO]

Calendarized Data  Normalized Data  Savings| ENERGY STAR | Properties

2 Click the site's ENERGY STAR tab.

2 3 Click the Get Started button.

ENERGY STAR is not configured
Submit energy data for your organization's sites to
ENERGY STAR's Portfolio Manager to receive an ENERGY
STAR score and benchmark your site’s performance.
3 LEARN MORE AT

energystar.gov

ENERGY STAR Settings 4 Click the Start Connection Request
button.

Before you can submit data to Portfolio Manager you must first invite
EnergyCAP to share data with your Portfolio Manager account by following
these steps:

1. Create a Portfolio Manager account [ (if you don't have one).

2. Create properties in Portfolio Manager.

3. Send a connection request to EnergyCAP ENERGY STAR Admin
from Portfolio Manager.

Start Connection Request

| already sent a connection request

1. Conn erify Connection » 3. Settings

~J
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PN ENERGY STAR® Help
@ Language: English | Erancais | Espaiol
EEEET

PortfoliolVianager®

Welcome to Portfolio Manager ENERGY STAR
Buildings Homepage

Helping you track and improve energy eficiency across your entire portfolio of properties.

1forgot my password
Lforgot my usemame.

Take a Training

Learn More About
=V Portfolio Manager

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

[V Sign in with 1 LOGIN.GOV [2]

Create a New Account

You are accessing a U.S. Government information system. System usage may be monitored, recorded, and subject to audit. Unauthorized use of the: system s prohibited and subject o
criminal and civl penalties. Use of the system indicates consent to monitoring and recording,

Contact Us | Privacy Policy | Accessibility Statement | ENERGY STAR Buildings & Plants Website

Follow Us @O ®

A new browser window opens with
Portfolio Manager Connection Request.
Enter your username and password.

== PortfolioManager®

Send a Connection Request to EnergyCAP ENERGY STAR Admin to Begin Exchanging
Data

EnergyCAP ENERGY STAR Admin requires the following information in order lo exchange data with your property(ies). If yol ns about how to
complete thi ion, please contact EnergyCAP ENERGY STAR Admin, Once your connection request has been accy e individual
properties andior metars with them to get started exchanging data

Terms of Use: None Provided

Agreement: * [ |agree to my provider's (EnergyCAP ENERGY
STAR Agmin) Terms of Use.

Send Connection Request [esH]

Follow Us [ Contact Us | Privacy, Poiicy | Browser Requiements | ENERGY STAR Buidings

Click the Agreement Terms of Use
check box.

Click the Send Connection Request
button.

ENERGY STAR Settings

your connection request.

Portfolio Manager username &

*

(¥ Connect > 2. Verify Connection > 3. Settings @

Now return to the EnergyCAP browser,
enter your ENERGY STAR® Portfolio
Manager® username.

Click Verify.
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ENERGY STAR Settings concel | [ 1 0 Select the Earliest submission month
and year for which you would like
EnergyCAP to submit data.

Q We found your connection request. Set your earliest submission moj
and click Save to complete your ENERGY STAR configuration.

Portfolio Manager userame

your username

Earliest submission month

January v 2022 M 1 1 Click Save.

> & Verify Connection > 3. Settings @

In the ENERGY STAR tab, click the Share
1 2 Properties button.

Share your properties in Portfolio Manager

with EnergyCAP

Before you can submit data to ENERGY STAR you need 10
share your Portfolio Manager properties using the
following settings

Web Services Provider
EnergyCAP ENERGY STAR Admin

Properties
All Properties

Permissions LEARN MORE AT

Bulk Sharing, Exchange Data Full Access

Check for Shared Properties | | Share Properties: 1 Z

argystar.gov

1 3 On the Share Properties for Exchanging
Data page, select EnergyCAP ENERGY
e i 1< S STAR Admin from the Web Services
Sometimes it's really important to be able to share your property with someone else. Use this option to set up automatic exchange of data with your uility or service Provider drop—d own menu.

provider.

Share Properties for Exchanging Data

2 K Unlike "regular sharing,” when you "bulk share”
Select Web Services Provider (Account) n with a Web Service Provider, you can only pick

Which web services provider (account) do you want to share these properties with in order  On® Provider. This is because the bulk share depends
1o exchange data? You can share multiple properties at once with a single provider on the requirements/settings of the provider

Select web services provider from my contacts book:

EnargyCAP ENERGY STAR Adwin (G5~ 1 4 Select all your properties.

Select Properties

Which Properties do you want to
include unsupported meter t

Select Properties

that while you can share properies that
meters will not be shared.

Selected Properties: 0

Choose Permissions

) ! .
9< Pttt ol iyt Mo 1 5 Click Bulk Sharing options and then
o)

different permissions for different properties and/or contacts on the next screen.

Bulk Sharing (Simple Option) - | want to give all my properties and meters the same E XC h an g e D at a F u I I AC cess.

Imissions.

® Exchange Data Full Access (with full access to all properties and meters)
(O Exchange Data Read Only Access (with read only access to all properties and
meters)

O Exchange Data Custom Access (customized access by meter type, such as
electricity and gas, for all properties)

© Remove Access (ie. remove existing access to all properties)
Personalized Sharing ("Custom Orders") - | want to give different permissions for C | | Cc k A ut h fo) ri ze EX C h an g e

each property and/ometer.

o
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& Your Organization [YOURORGANIZATION]

Calendarized Data  Normalized Data  Savings | EMERGY STAR | Properties

® You have 1 properties in Portfolio Manager that are not linked to any sites in the application. Link Sites

This organization has no sites configured to
submit to ENERGY STAR

Link a site to a property in Portfolio Manager to submit
usage data and receive scores on your sites's energy use

and benchmark performance.
1 7 - Leam morets

o

LEARN MORE AT
energystar.gov

17

Now return to the EnergyCAP browser.
Click the Link Sites button.

@ Your Organization [YOURORGANIZATION]

Calendarized Data  Normalized Data  Savings ENERGY STAR  Properties

Linked status

Unlinked Sites hd

Area (greal

Site Area
Building 1 20000 ft*
Building 2 50,000 ft*

Actionsw [ | Reports I

er than)

Link Building

Link Building
Link Buikding
Link Building
Link Building
Link Building

Link Building

18

Locate the site you are linking in the list
and click Link Building.

Building ENERGY STAR Configuration

Cancel

Building

B Test1 [TEST1]

Submission method

Individual meters Meters per commodity

0 Portfolio Manager property

Meters @ Use/Day Cost/Day Portfolio Manager meter ®
o 0.23 THERM $0.72

O# 10.27 kWh $1.69

O# 1,566.42 kWh $256.50

O# . 789.81 kWh $114.82

0e 29.79 THER.. LD X T S—

19
20
21

22

Select Portfolio Manager property

Select Meter(s)

From the dropdown menu, select
(existing) Portfolio Manager meter that
you want the data to upload to

Or Create a new meter in Portfolio
Manager.

Note: If you'd like EnergyCAP to create a
new meter in Portfolio Manager, select
“Create in Portfolio Manager.”

Click Save

EnergyCAP Job Aid

6/17/25



