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MAJOR Changes to Benchmarking

1. Share Requestis required instead of the template approach that has been used the last 10+ years for
benchmarking.

2. Strict formatting on BBL and BIN. This key information must align with the LL97 CBL to transfer information
from ESPM to BEAM. No dashes, slashes, spaces, etc.

Search by BBL on the LL97 CBL and www.nyc.gov/dobnow.

Standard ID - City/Town: NYC Borough, Block and Lot (BBL) as it appears on the Covered Buildings List. The BBL should bein
10-digit number format (NBBBBBLLLL) including any leading zeros for the block and lot with no symbols.

Manhattan =1, Bronx = 2, Brooklyn = 3, Queens = 4, Staten Island =5

A correct BBL entry for a building in Queens, with Block: 234, and Lot: 56, would be entered in the NYC Borough, Block and Lot
(BBL) field as: 4002340056.

Campuses: Use a semi-colon (;) as the separator without any spaces.

Example: 4002340056;4002340057;4002340058

Standard ID - Other: NYC Building Identification Number (BIN) in a 7-digit number format (4079215).
Campuses: Use semi-colon (;) as the separator.

Example: 4079215;4079216;4079217
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Step 1: Proceed to New Account Page A ETL

* Togain access to the ESPM tool, building owners must create an Energy Star Portfolio Manager (ESPM)
account. Other professionals, including owner's representatives and service providers, must be added to an
account later by the building owner.

=N ENERGY STAR® -

Portfolio/Vlanager® B

Welcome to Portfolio Manager ENERGY STAR
Buildings Homepage

Helping you track and improve energy efficiency acress your entire portfolio of properties.

u. s ini
semname: | | Take a Training

Password:  * | |

Learn More About

T —— Portfolic Manager
1 forgot my usermname. FUTLONG VIdldyYEl

These links provide more information from

Or: Sign in with * LOGIN.GOV [2] o ENERGY STAR and are not available in French

| Create a New Account

# You are ing a U.S. i ion system. System usage may be moenitored, 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 menitoring and recording.

FO"DW U S 14 n m m Contact Us | Privacy Policy | Accessibility Statement | Browser Requirements | ENERGY STAR Buildings & Plants Website
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Step 2: Fill Out Basic Information

* Fill out all basic personal contact,
building, and organizational
information.

 Each Portfolio Manager account
must be associated with the
building owner using an active
email address, as NYC may reach
out for data validation purposes.

* Note: The username cannot be
changed, so it must be related to,
or associated with the building
owner.

Create an Account

Accessing Your Account

‘Confirm Password:

x| |
x| |

Create a password that is at least 8 characters long and includes at least thres of

the following: lowercase |etters, uppercase letters, numbers andlor special
characters (such as *, £, %, eto.).

About Yourself

First Name:

Last Name:

Job Title:

Email:

Confirm Email:

*| |
5‘| |

Mote: ¥We never share your email address with third parties.

Phone:

Country:

Language:

Reporting Units:

Sireet Address:

City/Municipality:

State/Province:

Postal Code:

’ |

*l Select Country

bl

English

® Conventional EFA Units (e.g., kBtu/ft)
) Metric Units (e.g., GAm?)

*[---Select--- v
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Step 2: Fill Out Basic Information A ETL

* Continued: Fill out organizational information and ensure that your username is searchable. Finalize your
account by clicking the "Create My Account" button on the bottom right.

About Your Organization

Organization Mame: * | |

: ; L
Primary Business or Service | Select Primary Business or Service el

of Your Organization:

Is your organization an ) Yes
EMERGY STAR Partner? @ No

Do you want your Account Name (and usermame) to be searchable by
other Portfolio Manager users?

Do you want your ® Yes
mmmmm to be ) Ma

Portfolio Manager
users? You must select
"fes" if you want to

users to allow automatic
upload of utility data or
to share properties.

Confirm Your |dentity

Please confirm that you h

are a human .
I'm not a robot

Create My Account | [
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Step 3: Activate Account via Email A ETL

* Checkthe emailusedinthe previous step and follow the activation link sent from donotreply@energystar.gov.

Activate Your Portfolio Manager Account

donotreply@energystar.gov
D To: joesmith@gmail.com

© 4 Reply & Replyall > Forward
Dear Joe Smith,

You're almost there... The final step in creating your Portfolio Manager account is to click on this link to verify your email address, then log into Portfolio Manager. This link will be
available for 24 hours. If you don't click on this link within 24 hours, you'll need to repeat the process of creating a new account.

Your username is: Beam2024

ENERGY STAR Commercial and Industrial Program

< Reply ~~ Forward
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Step 4: Confirmation of Account Creation

* Afteryou validate the link from your email, you will receive the following notification in ESPM that shows your
account is active:

MyPortfolio Sharing Reporting  Recognition

Congratulations! You have successfully created your property.

Mext, you can:

» Add energy use information, so that you can see your energy performance metrics.
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Step 5: Add your Property Details

2 ' LEARN MORE AT
%ﬂffﬁ? energystar.gov

* Log into Energy Star Portfolio Manager at https://portfoliomanager.energystar.gov/pm/login and click Add a
Property on the MyPortfolio tab.

MyPortfolio Sharing Reporting

Properties (0)

I Add a Property I

Manage Portfolio

(Y 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.

Recognition

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 porifolic. If this is
your first time using Portfolio Manager, you may want to add sample properties to your portfolio in
order to test out available features and see the look of a complete property.

L*l ’4?!

Set up your first property Add up to five sample properties

Buildings
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Step 6: Set Up a Property e

Users should follow the guidance below to identify property types in Set up a Property: Let's Get Started!

.
ESPM . 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 large medical complex with lots of

buildings. Since there are 50 many choices, Portfolio Manager can walk you through getting your property up and running. When you're done, you'll be ready to

Property Type Requirements: e o
. ACME Your Property Type o
» Set upyour ESPM account to generate a score (you will need to have .

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

50% of your property as a single property type that is eligible for N T — v ;*‘m"’:“";:“*“m
ENERGY STAR score. o
Your Property's Buildings # Tip

* |fyour building does not generate a score, you may be subject to an ot e ot v o propry you are?

How many physical buildings da you consider part of your property? — on whole buiding

d‘ - l . ) . benchmarking, you want to select the
au It- © None: My property is part of a buiking (=.g. a Tenant Space) roperty e fhat bust rehects e
) One: My property is a single building

- activity in the majority of your building.
. More than One: My property includes multiple buildings (Campus Guidance) Don't worry if you have other tenants with

* If you wish to add additional property types for your LL97 report, you S s
may do so in BEAM.

. y ll Your Property's Construction Status a Test Properties
¢ “Mixed Use” or “Other” may not be selected as property type. ﬁ,," e seu Eroparyseady bt ar you o i rapary s  onsircton prjectthathas oYU T WA 0 et prgary i

yet been completed? Portiolio Manager that isn't actually
"real" property, either to famiiarize
@® Existing: My property is built, occupied andier being usad. I will be using Portfolio Manager to yoursesf with features or maybe o frain
track energy/water consumption and, perhaps. pursue recognition. other pacple. By teling us this 2 "Test

Failing to follow the above guidance for entering property types in O Deslar Prjec My poparty ol the comsptct g prase (e conitonk 1Wlbe i oy iyt

using Portfolio Manager to evaluate the energy efficiency of the design project. lewel mefrics, charts and table or not,

ES P M m ay resu lt | na VIO latl on fo r: () Test Property: This is not = real property. | am entering it to test features, or far other demending wht yaus nesds are. T c2n

purposes such as training be cenfigured on your Account Seitings.

» Failing to generate an ENERGY STAR score
AND/OR

> Failing to file the annual emissions report for Local Law 97 in BEAM. Follow Us [ i iis @ ConiactUs | Bsacy Po | Accsaiots Sitement || ENERGY STAR Bulins s Wi

Cancel

Properties with Multiple Use Types

If your property is subject to Local Law 97 compliance you may enter any
Some properties include multiple-use types, such as restaurants in hotels, salons in senior living

additional LL97 required property types associated with your bUilding communities, and cafeterias in hospitals. As a general rule, if a certain use commonly occurs in the type of

. property being benchmarked, do not break it out as a separate Property Use Type. Simply include its square
In M’ not ESPM : footage with the building's primary use.
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Step 6: Set Up a Property

Your Property's Buildings:

* Asageneralrule, property owners should work to identify
building-level data.

* Any building that is separately metered should have a
unique property page.

* A property reporting as a campus must input the number
of physical buildings under that parent property here.

* Buildings will be required to be reported separately under
LL97 beginning in 2030 and must be sub-metered by that
time to be considered in compliance with LL97.

Your Property's Construction Status:
* Select existing property.

Click Get Started!

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 2 K-12 schoal with a pool, to 3 large medical complex with lots of
buildings. Since there are so many choices, Fortiolio Manager can walk you through getting your property up and running. When you're done, you'll be resdy to
start monitoring your energy usage and pursue recagnition!

Your Property Type n
ACME perty Typ ( Tip
BANK We'll get into the details |ater. For now. overall, what main purpose does your property serve?
To set up a property, youll need
| Select = property type v information such as gross fioor area and
Learn more sbout Property Types. operating hours.
s Buildi Ly e
Your Property's Buildings

Not surs what kind of proparty you are?

How many physical buildings da you consider part of your property? — on whole buiding

- benchmarking, you want to select the
- © None: My property i part of  buiiding (=.g. 3 Tenant Space) property bype that best refiecs the
() One: My property is a single building actity in the majorty of your buldng.
) More than One: My property includes multiple buildings (Campus Guidance) Don't worry f you have other tenants with
ow many? different business types, just select the
main activity.
y ll Your Property's Construction Status a Test Properties
||| Is your property already built or are you entering this property as a construction project that has not “fou may want to enter a property into
yet been completed? Portioiio Manager that isn't actually =
“real” property, either to familiarize
® Existing: My property is built, occupiad andfor being usad. | will be using Portfolio Manager to yourseif with features or maybe to frzin
track energy/water consumption and, perhaps. pursue recognition. ather people. By teling us this 2 "Test!
) Design Praject: My property is in the design phase (p uction); | will be property, we can give the option of

including this property in your portfolio-
level mefrics, charts and table or not,
depending what your needs are. This can
be configured on your Account Setings.

using Portfolio Manager to evaluate the energy efficiency of the design project.
() Test Property: This is not a real property. | am entering it to test features, or for other

purposes such as training
Get Started! ance

Follow Us [} ‘j m m Contact Us | Privacy Policy | Accessibility Statement | | ENERGY STAR Buildings & Plants Website

Properties with Multiple Use Types

Some properties include multiple-use types, such as restaurants in hotels, salons in senior living
communities, and cafeterias in hospitals. As a general rule, if a certain use commonly occurs in the type of
property being benchmarked, do not break it out as a separate Property Use Type. Simply include its square
footage with the building's primary use.

m ESPM User Guide
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Step 7: Enter Basic Property Information eneraystargov

* Continue to add all Basic Property Information, such as the Set Up a Property: Basic Property Information _
Address, Year Built, Gross Floor Area, and Occupancy. e ' P

About Your Property

Name: ’ [wve Offce |
Country x| United States V|
Street Addrass xl 123 Main St |
City/Municipality: : | New York |

County | |
State/Province: - | New York V‘

Postal Code: . 10000
Year Built x
Gross Floor Area 50.000 [ Temporary Value

Gross Floor Area (GFA) is the total property floor area. measured from the principal exterior
surfaces of the building(s). Do not include parking. Details on what to include.

Irrigated Area: I:l

Occupancy: [0 v %

Property Photo

(optional): Choese File | Mo file chosen
Select an image file on your computer with the format type of .jpg, jpea, .png or gif, photes will be
resized to fit a space of 2.78 inches wide x 2 inches fall

m ESPM User Guide 12
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Step 8: Confirm BBL and BIN Information

1. Confirm the BBL on your Property Tax Bill (publicly available at DOF Property Tax Bill search) matches the BBL on the LL97 CBL.
2. Standard ID - City/Town:
 Each BBL should be entered in ESPM as 10-digit number: NBBBBBLLLL

* Nisyour property's borough represented by a number. Borough numbers are as follows: Manhattan =1, Bronx = 2, Brooklyn = 3,
Queens =4, Staten Island =5

Standard IDs
 BBBBB; is the 5-digit Block number with additional leading zeros added Standaed (Ds aro typically used in data collection, inchuding by most state and local govemments with
bonr.hmarhnghws If your propedty is covered by a benchmarking law, you peobably need 1o fil this n See this
to the leftas needed FAQ # you need help finding your Standsrd 1D
Example: ‘Block: 845’ = 00845 Smndacs 1 - CRyfYemm
C Borouw and Lot (BBL) v 10 | 4002340
* LLLListhe4-digit Lot number with additional leading zeros added to the T —— |
Standard D - County/District:
left as needed i vie [ ]
Example: ‘Lot: 27’ = 0027 Standard 10 . State/Province:
. BBL Example: A correct BBL entry for a building in Queens, with Block: 234, qe[ ]
and Lot: 56, would be entered in the NYC Borough, Block and Lot (BBL) field s
tandar - e

as:4002340056. NYC Buiking Identification Number (BIN) v| ID. | 4079215 407921
3. Standard ID - Other: =
* Once you have entered your BBL, locate your property NYC Building Identification Number (BIN) at www.nyc.gov/dobnow and enter

your building 7-digit BIN number.
Example: 4079215

m ESPM User Guide 13

Buildings


https://a836-pts-access.nyc.gov/care/forms/htmlframe.aspx?mode=content/home.htm
https://www.nyc.gov/site/buildings/codes/ll97-greenhouse-gas-emissions-reductions.page
http://www.nyc.gov/dobnow

Step 9: Enter Standard IDs

In the Standard IDs section, enteryour building’s Borough, Block, and Lot (BBL) identifier and NYC Building Identification

Number (BIN).
Select the Standard ID - City/Town dropdown and select NYC Borough, Block and Lot (BBL). Enter your property’s BBL in
the field.

* Selectthe Standard ID - Other dropdown and select NYC Building Identification Number (BIN). Enter your property’s BIN
in the field.

* Note: These fields should ONLY include numbers. NO letters or special characters should be used, including slashes,
dashes, etc.

 Exception: Multiple Standard IDs should be separated by semicolon without any spaces.

Standard IDs Standard IDs

Standard 1Ds are typically used in data collection. including by mest state and local governments with ) Standard IDs are typically used in data collection, including by most state and local governments with
benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this
FAQ if you need help finding your Standard ID. FAQ if you need help finding your Standard ID.

Standard ID - City/Town: Standard ID - City/Town:

| NYC Borough, Block and Lot (BBL) V| ID: | 1234567890 NYC Borough, Block and Lot (BBL) v| ID: | 1234567890

Standard ID - County/District: Standard ID - County/District:

| 1Y m— ST —
Standard ID - State/Province: Standard ID - State/Province:

| S — Py —

Standard ID - Other: Standard ID - Other:
NYC Building |dentification Number (BIN}) V| ID: | 1234567 NYC Building Identification Number (BIN) V| ID: | 1234567; 765432
Add Another Add Another

Single BIN Multiple BINs
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Step 10: Select All Applicable Options

 Selectany appropriate boxes under Do any of these apply? Then, click Continue.

Do any of these apply?

My property's energy consumption includes parking areas
My property has a Data Center that requires a constant power load of 75 kW or more

My property has one or more retail stores (that are eligible for a Retail score).
My property has one or more restaurants/cafeterias

00000

My property has a trading floor

m ESPM User Guide 15
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Step 11: Add Property

* Onthe next page, “Set Up a Property: How is it used?”, Add Another Type of Use
enter the Property Use Details, e.g., Operating Hours,
Wh iC h Va ry by P ro p e rty Typ e . AVO i d u S i n g a ny d efa u lt Museum refers to buildings that display collections to outside visitors for public viewing and enjoyment and for informational/educational purposes.
va lU es or te m p ora ry va lu es an d e nte Faccu rate d ata fo r Gross F\oorAfea (GFA) should iqclude all space \:.rilhin_ the building(s), including,_ but not limited to public collection d_isplay_ areas, meeting rooms, restrooms,

classrooms, gift shops, food service areas, administrative/office space, mechanical rooms, storage areas for collections, libraries, elevator shafts, stairwells and

yo u r p ro p e I'ty. N OT E: H ove r t he m o u se ove r b lue fo nt :‘:Z:i: theatre space inside the museum. Do not include any outside space in the GFA, such as outdoor exhibits, open-air theaters, walkways, and landscaped
section names to see a definition of that field.

W Building Use Edit Name

Property Use Detail Value Current As Of ‘T‘;":'JE‘“'"

Gross Floor Area b | [sq.Ft v ® o

 To add another property type, click "Add Another Type of ety Ot e | | ——
Use" on the top-right, then select a Property Type from .

the Add Another Type of Use dropdown menu. B | [ et % -

Click Add. et Conpues | ' e

« Enter Use Details for the property, and then click Save iy e D Use  deiut s & O

Use. Gross Floor Area that is Exhibit Space Lehu't | [saFtv| O Usea =

* You may also do this step after creating your building by bercent Thot Can Be Heated | Use s defut T o

clicking the property’s Details tab. oot ot Can e Contes T T O

* Click Add Property. Once you have successfully added
your property, you will see the property’s Summary tab. Cance
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Step 12: Complete your Profile

LEARN MORE AT
energystar.gov

* Onceyou add all your Property Use Details, you can click the Add Property button to finish your profile.

W Building Use Edit Name

Add Another Type of Use

Museum refers to buildings that display collections to cutside visitors for public viewing and enjoyment and for informational/educational purpeoses.

Gross Floor Area (GFA) should include all space within the building(s), including but not limited to public collection display areas, meeting rooms, restrooms,
classrooms, gift shops, food service areas, administrative/office space, mechanical rooms, storage areas for collections, libraries, elevator shafts, stairwells and
movie theatre space inside the museum. Do not include any outside space in the GFA, such as outdoor exhibits, open-air theaters, walkways, and landscaped

areas.

Property Use Detail

Gross Floor Area

Weekly Operating Hours

Number of Workers on Main Shift

Number of Computers

Precision Controls for Temperature and
Humidity

Gross Floor Area that is Exhibit Space

Percent That Can Be Heated

Percent That Can Be Cooled

Value

[ | [SqFt v

| | [ Use a default

[C] Use a default

I ||Sq,Fl,v‘ [] Usea
default

Current As Of Value

s 18 O
[ 18 O
[ 18 O
[ 18 O
[ 18 O

|
e 8| O

[ 8| O
[ 8 | O

Temporary

Add Prope

Cancel

Buildings
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Utility Web Services: Add Meters and Enter Utility Data

Whole building energy and water data can be automatically uploaded to the ESPM account by most utilities.
Building owners must request whole building energy consumption data directly from the utility companies. Doing
so will relieve you from obtaining usage information from individual tenants.

Consolidated Edison, Inc. (Con Edison) - Visit
e User Guide
e (Contact Information: citybenchmarking@coned.com

National Grid - Visit

 UserGuide

 National Grid FAQs

* Contact Information: energyefficiency@nationalgrid.com

NYC Department of Environmental Protection (DEP)

* User Guide

* Contact Information: waterbenchmarking@dep.nyc.gov.

* NOTE: DEP data is only required when a property is marked as "required to report water" on the Local Law 84
Covered Building List.
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https://www.coned.com/en/commercial-industrial/aggregated-building-energy-consumption-data
https://cdnc-dcxprod2-sitecore.azureedge.net/-/media/files/coned/documents/for-commercial-industries/economic-development/building-energy-usage-portal/user-guide.pdf
https://cdnc-dcxprod2-sitecore.azureedge.net/-/media/files/coned/documents/for-commercial-industries/economic-development/building-energy-usage-portal/user-guide.pdf
mailto:citybenchmarking@coned.com
https://www.nationalgridus.com/NY-Home/Landlords-Property-Managers/EPA-Portfolio-Manager
https://www.nationalgridus.com/media/pdfs/landlords-property-managers/national-grid-users-guide-to-uploading-aggregate-data.pdf
https://www.nationalgridus.com/media/pdfs/landlords-property-managers/national-grid-users-guide-to-uploading-aggregate-data.pdf
https://www.nationalgridus.com/media/pdfs/landlords-property-managers/national-grid-users-guide-to-uploading-aggregate-data.pdf
https://www.nationalgridus.com/media/pdfs/landlords-property-managers/national-grid-benchmark-portal-faq.pdf
https://www.nationalgridus.com/media/pdfs/landlords-property-managers/national-grid-benchmark-portal-faq.pdf
mailto:energyefficiency@nationalgrid.com
http://www.nyc.gov/html/gbee/downloads/pdf/DEP_Sharing_Instructions_2018.pdf
http://www.nyc.gov/html/gbee/downloads/pdf/DEP_Sharing_Instructions_2018.pdf
mailto:waterbenchmarking@dep.nyc.gov

LEARN MORE AT

Manual Entry: Add Meters and Enter Utility Data i)

* |fyou are unable to receive energy use from the utilities, then you may upload data manually. Click on your
property from your dashboard on the MyPortfolio tab, then, select the Energy tab and click Add a Meter.

| — 6 PN ENERGY STAR® X ficafions e .
m ENERGY ST AH- Welcome Beam2024: Ascount | Mofifications | ENERGY STAR | Contacts | Help | Sign Out g . B bl g;f?:"} || PotrcaRonz]} E:EE:;*” | Cniac=BE Sl
=z Portfoliol\! ® e =2 Portfolio\anager® i ‘
[Enency stan
MyPortfolio |  Sharing Reporting  Recognition
MyPortfolic Sharing Reporting  Recognition
# Change Merric
Office mﬁ Mot currently eligitle for Weather Normalized
Properties (1 Dashboard (Metrics current as of 12131/2024 01:26 PM EST) = Search by 1D or Name BUS ENERoYSTAR e
P { } ! 280 Broadway, New York City. N 10007 | Map It Certification Source EUI (kBru/ft?) ==
Partiolic M Property ID: 27471380 Check Eigibility for NextGen Certiication .
[iew Al Properties {1) ~ | [Energy Highlights v ortfolia Managar Fropeny Current: 03
“Year Built: 1848 7
Add/Edit/Delete Groups Add/Edit/Delete Views P (90-720% lower than mecin)
Energy Current ENERGY STAR Site EUI Source EUI - Eresiney L
Source Energy Use Trend (kBtu) Mame - Dm’“" + | coore ° | ez ° || s 99.72% lower than median)
# Changs Wetric Office
100k — araTiagp f1231/2023 Summary Details Energy Wiater Waste & Materials Goals Design
ok . Page 10f 1 100 % View 1-10f1
Meter Summary our utility, Consolidated Edison, may be able to send energy data directly to this building record,
. 4 Download Data Table using Portfolio Manager web senvices. Click here for additional information and to see if this
30k = 1 Energy Meters Total option is right for you. If this is what you would like fo do, you can connect with Consolidated
Edison to get the process started.

1- Used to Compute Metrics

25k
Add A Metar

2013 2016 2017 2010 2021 2023 Current Energy Date
Dec 31, 2024

(Chart current as of Refresh Chart
12/31/2024 01:26 PM EST)

Remind me Later Don't show me this again
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Manual Entry: Add Meters and Enter Utility Data

 Selectthe type of utility used, and the number of G ENERGY STAR: ) WU —
) ﬂ ® Sattings Notifications
meters to create, then click Get Started! =& Portfolio\anager

» Make sure to include all fuel types for your building. Got Started Setting Up Neters for Office

There are five ways to enter meter data. First, you can enter manually, startin gblea\xmdyucan 2t up your meters below, then upload a specially formatted
preadhetwlih] st your bill dets. Third, for adva ed sersyu can use aur upload taol that allaws you to setup IInyu ur meters and enter bill dats. Fourth,

Forexample, if you have a diesel generator that has o ot i, A . T ot e o T 5l S
delivered fuel, you will record this as a “Meter” to Sources of Your Propery’s Energy [ Tocking Eneray
track your deliveries over time. All energy types @ T R,
used in your building must be entered. s et o

] Propane .
fuel (0. elecmmry or chilled water), you

[ Fuel il (No. 2) only need a meter for the fuel you
[ Diesel uunvt:;ta:l (e.g. gas), and not for the fuel
you produce.

[] District Steam

[ District Hot Water ‘| Two Meters Needed for

[ District Chilled Watzr Onsite Solar/Wind

[J Fuel Cil {No. 4) Ifyourve gat onsite Solar (or Wind), you
- sill need to enter an Elestric Grid Meter.
[J Fuel il (No. 5 and No. 8) Leam More.

[C] Coal (anthracite)

[ Coal [bituminous) "1 Automate Your Meter

= Entries

[] Coke

O woos There are many organizations that wil

electronically enter your ufility data into
Kerosene Portfolio Manager. Many utiities provide
this senvice for free. Service providers.
integrate this servios into their own
Other[ ] software and value-added offerings.

Learn mar:

Follow Us [} n m m Contact Us | Privacy Policy | Accessibility Statement | | ENERGY STAR Buildings & Plants Website
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Manual Entry: Add Meters and Enter Utility Data

 Onthe About Your Meters page, click to select the type of units your meter uses and the date the meter
became active. Note: Please be sure to select the correct unit for each fuel type.

* |fthis meter reflects a bulk fuel purchase for an energy meter, select the Enter as Delivery? checkbox.
* Click Create Meters.

About Your Meters for NYC Office

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

2 Energy Meters for NYC Office (click table to edit)

er . ate Meter n ate Meter nter as ustom Met
]  Meter Name Type L Units =l - Loial E £ -
Type became Active Use?  became Inactive Delivery? ID 1 Name
ccf
[ | Watural Gas Natural Gas E:‘:)Tfred 01/01/2024
feet)
kWh
[ | Electric Grid Mster | Electric - Grid (housand | g1/01/2024
hours)
. >

X Delete Selected Entries
Add Another Entry

-
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Manual Entry: Add Meters and Enter Utility Data

* Selectthe meters that total your property’s
energy or water use on the Select Meters to

Include in Metrics page. Click Apply
Selections.

=N ENERGY STAR®

MyPortfolio Sharing

Portfolio)Vanager®

Reporting Recognition

Welcome Beam2024: Account | Motifications | ENERGY STAR | Contacts | Help | Sign Out
Settings Motifications

*four meters have been created! Please indicate below if these meters should be included in your property's metrics.

Summary

2

Meters representing the
total energy consumption
for Office (a single building).

Follow Us (3] Ki ity @

Select Meters to Include in Metrics

Energy Meters

Tell us which meters to include when calculating the metrics for Office so that we can provide you with the most accurate metrics possible.

Sebect all meters to be included in your metrics. (Hint: Most meters should be included unless they are sub-

meters.)
Name
u Meter ID

Matural Gas
221845174

Electric Grid Meter
231845175

Total of 2 meter(s). Tell us what this represents:

* (@ These meter(s) account for the total energy consumption for Office (a single building).

() These meter(s) do not account for the total energy consumption for Office (a single building].

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

Type

Matural Gas

Electric - Grid

Apply Selections

Buildings
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Manual Entry: Add Meters and Enter Utility Data

* Click the blue arrow next to each meterto expand
the section on the Meter Entries page.

 SelectClick to add an entry under the meter and
enter the Start Date, End Date, and Usage. You may
also choose to record the Total Cost here, too, but
you are not required to do so.

* Onceyou’re finished adding entries, click Save Bills.

2 ' LEARN MORE AT
%ﬂffﬁ? energystar.gov

PN ENERGY STAR® Welcome

Portfoliol\Vlanager®

Manage Bills (Meter Entries) for Office

Met:

er Selection: | Natural Gas - 231645174

Beam2024: Account | Metifications | ENERGY STAR | Contacts | Help | Sign Out
Setiings Motifications

+ | Basic Meter Information (**click on the arrow to the feft to expand this section

..............

Usage
Start Date End Date cef {hundred cubic feet)

X Delete Selected Entries
Add Another Enry
# Learn how to copy/paste
X Delete *ALL*** Meter data for
tttttt

Upload data in bulk for this meter:

"J \Use this single-meter spreadshest to:

+ Upload the compisted file below
- Copy and Paste the data into the fable above

Choose File | No file chosen

Dizplay Year(s): Show All Years »

Total Cost{$) Estimation Last Updated

===
Save Eills [ s
3
FOl |0W Us = | n m m Contact Us | Privacy Policy | Accessibility Statement | | ENERGY STAR Buildings & Planis Website
\
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Excel Spreadsheet Uploads: Add Meters and Enter Utility Data

Energy usage can be uploaded to Portfolio Manager using an g Bg‘;ﬁgﬁomana or® o et forot | omat | T OIS
Excel spreadsheet template. To upload an energy usage !

S pread S heet, follow the Step s below. Manage Bills (Meter Entries) for Office

Meter Selection: | Matural Gas - 231645174

* Navigate to the Energy tab of the property you would like to
upload data to. Select the meter that the data corresponds

+ Basic Meter Information (***click on the arrow to the left to expand this section

[ - Monthly Entr |
to. | . |
* Onthe Manage Bills (Meter Entries) page, click the single- i T TG Comsion | Last
meter spreadsheet hyperlink to download a spreadsheet o
template to use for uploading. e
* Populate the downloaded spreadsheet with the building’s o e b o s et
energy usage. Start Date, End Date, and Usage values are =
required. Be sure to keep existing spreadsheet formatting I
consistent. o
; - = = 1 - ave Bills [
_- umm-’imur ] tnm-u:w-u_ Utage (Reguied] Cout {Opsonss | Estieation [Optienad] | Cwemand (Chpa pnal] | Evrnared o (Optional]
E FOHCIW Us | ‘ﬂlﬁm Contact Us | Privacy Policy | Accessibility Statement | | ENERGY STAR Buildings & Plants Website
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Excel Spreadsheet Uploads: Add Meters and Enter Utility Data

* Onthe meter entries page, click Choose File. Select P ENERGY STAR® rm e s e o
. . @ P rtf I' M ® Settings Natifications "R
the file you would like to upload from your computer ortioliolvianager
libra ry' Then’ CliCk Upload‘ Manage Bills (Meter Entries) for Office
* Thetable will populate with the data from your e
spreadsheet. Confirm that the Start and End dates, [~ womhiy e w

Usage values, and Units are correct. e

Start Date End Date

Usage -
T T Total Cost $) Estimation Last Updated

Chickt to add an entry

X Delete Selected Entries
Add Another Entry
# Learn how to copyipaste
X Delete ~~=pLL " Meter data for
this meter

Upload data in bulk for this meter

[ = this single-meter spreadsheet to:

= Upload the completed file below
= Copy and Pasta the data into the @ble above

Choose File | No file chosen

[t
Save Bills [
b
Follow Us [} ‘] m m Contact Us | Privacy Policy, | Accessibility Statement | | ENERGY STAR Buildings & Plants Website
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Critical Information for ESPM s

* |fyourbuilding has benchmarked in the past all Energy Star Portfolio Manager (ESPM) requirements are
the same, except for new modifications for standard IDs formatting (inclusion of BIN) and method of
reporting (property sharing).

* All Benchmarking requirements will remain in place for buildings that must comply with Local Law 84 of
2009 (LL84) and Local Law 97 of 2019 (LL97). When adding property types in ESPM please continue to
follow ESPM reporting guidelines for benchmarking. BEAM has the option to break out property types
more granularly for Local Law 97.

 The Property Data Administrator email for your ESPM account should be the building owner's
email when creating an ESPM account. If your account is already created on ESPM, we recommend that the
email be changed to the owner's.

« ESPM datais pulled over from BEAM by BBL and BIN on a nightly basis.

* Please plan ahead and allocate enough time to submitting a LL97 or LL88 report, as there are data
exchanges that will prevent reporting from being done in one day.

m ESPM User Guide 26
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ESPM Connection: Connect with NYC DOB

. : Welcome lydiashapiro: Account | ENERGY STAR @ Help | Sign Out
Part 1: Connect with NYC DOB on ESPM e plomeE i Of1 Coneci |

1. Logintoyour ESPM account by clicking here
2. Click on Contacts in the upperright corner. Click on Add New Contacts/Connections.

3. Enter NYCGOVLL84 as the username and search. Click Connect.
4. Once your connection request is accepted, you will receive an email with the subject “Account Share

Accepted.” You will also see a notification in the top-right corner.

Search Results

The results of your search are listed below. Clicking "Connect” will send a request to the person asking them to confirm your request to add them as your contact. If
they accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet. you will see them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

Your Search Criteria = Ctg?pgitrr‘"‘ne;:gp‘é&:;ﬁgg:ful_ilt_l?‘giw of New York l Sllled .
Name: | | Page[I__ ]of1 50w 1-10f1
Qrganization: | |

Username: [nyceoviLes |

Email Address: | |

m ESPM User Guide 27
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https://portfoliomanager.energystar.gov/pm/login?testEnv=false

ESPM Connection: Share Property A ETL

Part 2: Share your property

Sharing your account does not mean that you are finished submitting energy use data. Now that your account is
connected, the next step is to share your property.

* Gotothe Sharingtab in Portfolio Manager.

 Click Share (or Edit Access) to a property.

ﬂ\'ﬁ" ENERGY SIAH_-- Welcome Beam2024: Ascount | Notifisations | ENERGY STAR | Contacts | Help | Sign Out
g 7 @ Settings Natifications
==! Portfoliol\Vlanager
MyPortfolio Sharing Reporting Recognition
My Shared Properties Sharing Notifications (4) View a1l
1
{ ) 'C: Matural Gas - Share accepted by City of New York Clear

Share (or Edit Access to)
DA < Electric Grid Meter - Share accepted by City of Mew York Clear

Share with your Utility or

Service Prnvid:r;or exchanging < Electric Grid Meter - Share accepted by City of Mew York Clear
al

Download Sharing Report

m ESPM User Guide

Buildings

28



ESPM Connection: Share Property g

Share (or Edit Access to) Properties

L] C li C k O n Se le ct P ro pe rty(i e S) ° a p O p - u p Sometimes it's really important to be able to share your property with someone else. Maybe they need to help monitor your property, enter energy information
’ (perhaps automatically) or process applications for recognition. If this sounds like what you need, start out by selecting the property(ies) that you'd like to share and
window with a list of properties will appear.
. ' . Select Properties a Sharing with Accounts
Se I-e Ct t h e p ro p e rtl e S yo u d ll ke to S h a re 9 We'll get into the details of the level of access later. For now, which properties do you want  In order to share properties with others (either

who you'd like to share with them. If you have already shared properties, you can also use this form to edit people's access to your properties.

to share and/or edit access to? individuals or organizations), you need to be
H H “connected” with them. To make a connection, go to the
then ClICk Apply Selectlon. “Contacts” page and search for them under “Add
Selected Properties: 0 Contact or “Add Organization™ (they need to have a

Portfolio Manager account). Once you find them, send a
“Connection” request. When they accept your

* Please note: If you are sharing a campus '

Select Properties

with multiple buildings, be sure to share o

0O |fpame - patoflaer | Promery suteirovinces Filter Properties (11)
both the parent property an d all child e S
Not Applicable: .
y O [pee Single Building Parking Ny [ Campus (3)
y Filter by Property Type
M M M . O |Juiding 1 Howard L NY
uildings assoclated with the campus ’ S :
® Not Applicable: Multifamily (] Data Center (1) [
0O |fpuitding 2 Single Building Housing Ny ) Financial Office (1) <
(] uilding 3 g;&g’;‘:glﬁﬁi’:“; m:m’g”y NY Filter by Construction Status
(] Existing (5)
Not Applicable: Muttiamily
O |Jpuiding 3 single Building Housing Ny O Test (6)
o Not Applicable: Muttitamily Filter by State/Province
uilding 3 o N : NY
single Building Housing e vor
Multifamil §
a Howard Howard H:uamr: 4 NY Filter by Shared from
. [ Mone - My Properties (PDA) (11)
O |Jeisdiing g;&;ﬁsmﬁ Data Center | NY
Not Applicable:
0O  |jproperty, Single Bullding BankBranch | NY
PR Not Applicable: Bt St — 2
Page 10f 1

Selected Properties: 0 (View Selection)

[ Apply Selection & BES]
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ESPM Connection: Share Property

* Under Select People (Accounts) click/highlight City of
New York (NYCGOVLL84) as the recipient.

- Under Choose Permissions, select Personalized
Sharing & Exchange Data ("Custom Orders"), then click
Continue.

Share (or Edit Access to) Properties

Sometimes it's really important fo be able to share your property with someone alse. Maybe they need to help monitor your property, enter energy information

(perhaps automatically)} or process applications for recognition. If this sounds like what you need, start out by selecting the propertyiies) that you'd like to share and

who you'd like to share with them. If you have already shared propertfies, you can alsc use this form to edit people's access to your properties.

O£

o)

Select Properties

We'll get into the details of the level of access later. For mow, which properties do you want

to share and/or edit access to?

Select Properties

Select People (Accounts)

ich people (accounts

Selected Properties: O

0 yol want to share these properties with (or modify their

current access to)? The access for each can be different and you'll be able to specify that

on the next page.

Select contacts from my contacts book:

City of New York (MYCGOVLLE4)

To select multiple contacts, hold down your Contral {(CTRL) key and click on each s=lection. Only your

connected contacts appear in this st

If you only need to choose one permission (because you are doing a single share or you
want to give the same permissions for all of your shares), select "Bulk Sharing.” If you
need to assign different permissions, select the 2nd option.

*

) Bulk Sharing {"One-Size-Fits-All") - | only nead to choosa one permission (either

because | am doing a single share OR | want to choose the same permission for all of

my share requests).

permission.

) Personalized S-haring & Exchange Data ["Custom Orders") - | need to give
different permissions for different share requests, and/or | need to give Exchange Data

a Sharing with Accounts

In order to share properties with others (either
individuals or organizations), you need to be
“connected” with them. To make a connection, ga to the
“Contacts” page and search for them under “Add
Contact” or “Add Organization” (they need fo have a
Portfolio Manager account). Once you find them, send a
“Connection” request. When they accept your
connection request, they will show up on the list to the
left

i Exchanging Data with Web Service
Providers?
If you need to share your property(ies) with a \Web
Service Provider or Utility. use the "Sat Up Web
Senvices/Data Exchange” page.

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward”
rights

Read Only - Automatically does NOT include "Share
Forward" rights

Custom - You decide, along with the individual
pemissions for property, meter, goals and recognition
permissions.

Exchange Data -ou decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

m caneel
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ESPM Connection: Share Property

- Inthe Sharing tab, select Read Only Access and Exchange Data for each property. A pop-up window will appear and allow
you to specify the following permission levels per property:
- Select Read Only Access for Property Information and All Meter Information.
- Select None for Goals, Improvements, & Checklists and Recognition.
- Select No for Share Forward
- Click Apply Selections & Authorize Exchange. Select Access Permissions o Offcs for G of New York,

The following information is required by City of Mew “ork in order to provide service to your property(ies).

Select the permission level below that you would like to grant City of Mew York for each category.

Item None | Read Only Access |JFull Access

Sort by: [P riy M w Property Information o ®

All Meter Information

Energy Meters
No Access Read Only Full Access
Name (ID) - T 5 Custom Access Exchange Data Electric Grid Mater O @
- Goals, Improvements, & Checklists
Oifice I:3T4?13ﬂ{|:| Recognition
= 3 e — = Additional Opfions:
City of Mew York [ ™ Edit
Itemn Yes ] No
1| Some of your contacts already have access to the properties you selected. When you select "Share Propertiies)” their access levels will be changed. Mo * Share Forward
. . Allow City of Mew York to share this property with others and give them any permissions that he/she has, including the right to - )
accpetance is required. ) Cf ®
share with more people.

Share Propertylies) B -
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ESPM Connection: Share Property

* Once you’ve completed Exchange Data access for each property, click Share Property(ies).
DOB will then need to approve your share request.

* You willreceive a confirmation email within an hour once the property share request has been accepted. If
you do not receive an email, please check your “Spam” or “Junk” folder.

Sort by: | Property Mame %
Read Only
No Access Full Access
Name (ID) “ Ttz - Custom Access Exchange Data
Ciffice (37471360)

City of New York

1| Some of your contacts already have access to the properties you selected. YWhen you select "Share Propert{ies)” their access levels will be changed. Mo

‘IJ accpetance is required.
|
Share Property(ies) [
L —|
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Manage Shared Properties

* Click on the Sharing tab to review/manage Sharing details:
* View sharing requests in the Sharing Notifications section. ——p——7——

 Manage your Shared Properties either By Property or S— e
By Contact. ) | Matursl Gas - Share accepted by City of New York
 Every userwho has accessto a property will be able o R
to see the name of all other users who have access, .

rega rd le SS Of th e i r p erm iSS i O n leve l.S. Overview of Shared Properties Leam more about Sharing Properties

Fitter By: [ All Sharing Centacts v

L Electric Grid Meter - Share accepted by City of Mew York

Name + | Organization - o

City of New York . .
(NYCGOVLLE4) Gty of New ork 1
Pegefl o] [ View1-1of 1

[ This table represents pecple with whom you share atleast on2 property, either because you shared 6ne with tham, they shared one with you, or you both have acosss to
ancther person's property. For compiste sharing information, downioad the Sharing Report for your portfolio.

t | ENERGY STAR Buildings & Plants Website

Follow Us @G O@ Contact Us | Privacy Policy | Accessibilty Statemen
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