GUIDE TO ADDING BUILDING ID(s)

AND SENDING REPORTS IN PORTFOLIO MANAGER
EXISTING BUILDINGS ENERGY AND WATER EFFICIENCY (EBEWE) PROGRAM

The LA City Building ID must be included in the benchmarking report being sent to the Los Angeles Department of Building and
Safety (LADBS) in compliance with the EBEWE program.

Attachment 1 below describes how to enter the LA City Building ID in Portfolio Manager.
Attachment 2 below describes how to send the energy and water benchmarking report to LADBS.

ATTACHMENT 1
How to Add LA City Building ID(s) to Your Property(ies) in Portfolio Manager

Once the building has been benchmarked in Portfolio Manager, the LA City Building ID must be entered using the steps below.
The LA City Building ID is provided in the official notification letter sent to the building owner.

Step 1: Go to https://portfoliomanager.energystar.gov/pm/login and login with your Portfolio Manager account.

@ ENERGY STAR® -

- 1 ® anguage: English | Frangais

=2 PortfoliolVlanager e
Welcome to Portfolio Manager ENERGY STAR

Buildings Homepage

Helping you track and improve energy efficiency across your entire portfolio of propertie:

Usemame: 'IW Logln Wlth yOUI’

Password Portfolio Manager ID

cearToreAbout
Portfolio Manager

ling

7) These links provide more information from

Create a New Account " ENERGY STAR and ars not available in French

Step 2: Click the address or name of the benchmarking report you will be assigning the LA City Building ID to.

”\'*‘ ENERGY STAH:’ Welcome JohnSmithPM: Account Settings | Contacts | Help | Sian Out
: ®
== Portfolio/\lanager
MyPortfolio Sharing Reporting  Recognition
Properties (1) Netifications (0)
You have no new nofifications
Source EUI Trend (kBtu/ft?) Properties (1)
S Filter by: | View All Properties (1) v Search
i Create Group | Manage Groups
Click on your Name + Action
property address or | (e
report name o
Page of i fiew 1 -1 of 1
Step 3: Click on the “Details” tab.
”\'i! ENERGY STAH: Welcome JohnSmithPM: Account Settings | Contacts | Help | Sian Out
: ®
== Portfolio\Manager
MyPortfolio Sharing Reporting  Recognition
201 N Figueroa St Y bl eligibleto spol for ENERGY STAR Score (1-
ENERGY STAR 100)
201 N Figueroa St, Los Angeles, CA 90012 | Map It T Centificat
Portfolio Manager Property ID: 5726599 . . .
et 50 Click on “Details” tab e

7 Edit / Baseline Score: 100
summary Energy Water Waste & Materials Goals Design

Netifications (0) Metrics Summary Vd Change Time Period
w notificati Dec 2016 (Energy Dec 2016 (Energy
You have no new notifications Metric e Vd e /  change
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Step 4: Click the “Edit” button under the Unique Identifiers (IDs) section.

MyPortfolio Sharing Reporting Reco

201 N Figueroa St

for ENERGY STAR Score (1-
100)

201 NFiguerca St Los Angeles Map b
Penfolio Manager Propeny IO Current Score: 100
= Baseline Score:
Summary Dtails Enargy Witsr Wasts & Matarials Goals Dasign
2 2 Property Uses and Use Details
Basic Information perty
Construction Status: £ izs iy [ 235 Another Type of Use |
Testpropeny thatis ane single building
Froperty GFA - Self Reported: Name Property Use Type fross oo potian
250 Ft =
Occupancy: | Building Usz: Orffice: Iwantio. v

& Propany GFA (Buils

Property GFA (Parki

_ . I 7o 200 e vmes ang BuICIngE 5 T PSS, 708 Can vme S 1owags
Unigue Identifiers (IDs) 2Lz g mazan

Partfolio Manager ID:

5728500

Custom IDs: None Property GFAby Use = Property Type

Standard IDs: Mone:

EP You can seiect fom Foc
andard D% & oegy

Click on “Edit”
button

Otfios:
T

Additional Information
Federal Property: Property Notes
Not Set

Step 5: Select “Los Angeles Building ID” from the Standard IDs drop down menu. Type in your 12-digit LA City Building
ID number found at the top of your Official Notification letter. Once entered, click the “Save” button.

Custom IDs L] Custom IDs

You can add up 1o th
3008510 this props:

< custom Ds a8 long 25 hey have Siferentnames. Only peopie who have
data will be able o see these cusiom

Custom ID 1
Name: ID:

Custom ID 2
Name: ID:
Custom ID 3.

Name:

2. Type your LA City
Building ID

tandard ID Types

Standard IDs -
Swndard IDs are thoss v,rpx:aw used as partofa daa request byar crganization (buch 21.2 Stz or The RS 0T SIENATD 1T DSt IS MAEMENET Dy EPA.

u ks Standard IDs are for national organizations and state and
03 GavEEMENts With DEnchmarnking rograms.

Standard ID(s}:

Dm»uof.,ah.mm Buikling Uniqu

3. Click “Save”

1. Select “Los Angeles
Building ID”

After Clicking “Save”, your LA City Building ID will be linked with your Energy and Water Benchmarking Report in
Portfolio Manager.
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ATTACHMENT 2

How to Send Energy and Water Benchmarking Report to
City of Los Angeles Department of Building and Safety (LADBS)

Step 1: Go to http://www.ladbs.org/benchmarking2018 and login with your Portfolio Manager account.

P ENERGY STAR® Help

(o p
PortfoliolVlanager® e

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of props Buildings Homepage
. Login with your
Usemanme: JohnSmithPM <4 9 3 y
I Portfolio Manager ID

|forgot my password.

1 forgot my usermame. Portfolio Manager

These links provide more information from

Create a New Account " ENERGY STAR and are not available in French.

NOTE: For late filing of reports for 2016 or 2017, select the appropriate link and login with your Portfolio
Manager account: 1) For 2016, go to http://www.ladbs.org/benchmarking2016 or 2) For 2017, go to
http://www.ladbs.org/benchmarking2017.

Step 2: Generate a Response Preview. There are 2 options to follow depending on the number of properties you have:

Option 1. Applies when one (1) property is being reported
Select “One Property” in the “Your Response” section. Then select the registered building or report name you
are going to send, and click “Generate Response Preview”.

,’_": ENERGY SIAH_- . Welcome JohnSmithPM: Ascourt Settings | Gantscts | Help | Sign Out
== Portfolio/\Vlanager
MyPortfolio Sharing Reporting  Recognition

Complete this form to respond to the "2016 City of Los Angsles Department of Buikiing and Safety” for Dapartment Of Buikling And Safety City of Los
Angeles. This response has also been added to your "Templates & Reports” list on the Reporting tab.

Respond to Data Request: 2016 City of Los Angeles Department of Building and Safety
from Department Of Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)

'] Responding to Data
About this Data Request Requests

“ou are viewing this soreen because
someane has sked you to provide data
For help, contact: Department Of Buikling And Safety City of Los Angeles at ladbs.ebewe@lscitv.or or to them in the form of = dats request. To
2134820470 respond, simply fil out the informstion on
this screen and select what properties
you wish to include (some decisions may
have been made by the data requestor )

Data Requested By: Department Of Buikling And Safety City of Los Angeles

Also ses the How to Respond to Dats
Requests guide

"1 Submitting Data for
About Your Response Someone Else

Somatimes people delegste thair
responsibilities. for responding to dsts
requasts to other people. 1f you are
& myself responding on behaif of someane slse,
someone sise plesse select their name from your
Contacts Book so that they will be
sttributed to the response

Who is this data being submitted on behalf of 7

2. Se|eCt the H Previewing Reports
reg|stered bu||d | ng Making selections here will include

specific properties and timeframes in your
response. You may preview your

1. Select “One Property” == ) e '”””'a[ oo Moreger i et 5 repere e

Your Response

Select Information to Include:

fthe data requestor has speoified a fimefiame for the request. you vill not be able fo chfange it preview i order for you to view it. Large
- responses may take more time to
" ~\ pragare. Your response praview will be
available from the TTamplstes & Reports”
section on the Reporting tab when # is
nding ready

BropceEe *[one Property - Select Property -

Propedy
N Figueroa St
N Figueroa

3. Click “Generate

[ %Lcﬂ__ Response Preview”
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Option 2: Applies when multiple properties are being reported
Select “Multiple Properties” in the drop down menu, then click “Select Properties”.

About Your Response

Who is this data being submitted on behalf of 7

Your Response

1. Choose “Multiple

2. Click

“Select Properties”

Properties”

bestor nas specided 3 tmetame for e re?uau Wl notbe able o change i

Properties: |‘| Wiitiple Properties

)]
[l| Select Properties ] Selected Properties: 0
J

The data requesior may have asked R ane or mare standard 105 %0 be INcludad Wil he property
Information. Maks sure you have enterad M2 requasiad standard IDs for 2ach proparty bafore
sending your responss.

Generate Response Preview =

Submitting Data for
Someone Else

Sometimes people delegate their
responsibilities for responding to data
requests to other people. If you are
responding on behalf of someone else,
please select their name from your
Contacts Book so that they will be
attributed to the response.

u Previewing Reports

Making selections here will include
specific properties and timeframes in
YOUr reSponse. You May preview your
response before you send it. However,
Portfolio Manager will nesd to prepars
the preview in order for you to view it.
Large responsss may taks mors time to
prepare. Your response preview will be
available from the Templates &
Reports” section on the Reporting tab
when it is ready.

Next, select the check box for all the properties you want to report. Then click the “Apply Selection” button.

Select Properties

Search:
— t—

LJ Name

3. Select properties

3

Property Type# State/Provinces

@ 201 N Figueroa St Office CA
@ 221 N Figueroa Office CA
—

(D QD e+ ) (D

Selected Properties:0 (View Selection)

Filter Properties (2)
Filter by Property Type

| [ office (2) |

Filter by Construction Status

| Test(2) |

Filter by State/Province

| [ calfornia (2) |

Filter by Shared from

| ) None - My Properties (PDA) (2) |

4. Click “Apply
Selection”

Apply Selection | [@EM=]
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Step 3: In the “Reporting” tab, under Templates & Reports, in the Action column, select “Send Response”.
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Click the “Generate Response Review” button.

**Note:

Portfolio/\lanager®

MyPortfolio Sharing Reporting Recognition

Complete this form ta respond to he "2018 City of Los Angeles Department of Buiking and Safety” for Department Of Buikiing And Safety City of Los Angeles.
This respans hes slso been sddad to your Templates & Reports® st on the Reporting tab.

Respond to Data Request: 2016 City of Los Angeles Department of Building and Safety
from Department Of Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)

X 1\ Responding to Data
About this Data Request Requests
You are viewing this screen because
someone has asked you to prov
data to them in the form of a data

Data Requested By:  Department Of Building And Ssfety City of Los Angeles

For help, contact: Dapartment Of Buikding And Ssfety City of Los Angeles st ladbs sbewsa@lscity.org or 213 ¢
4520475 request. To respond, simply fill out the
information on this screen and
what properties you wish to includ
1 Submitting Data for
About Your Response Someone Else

Sometimes peap
responsibilities for

Who is this data being submitted on behalf of?

® mysef

+ their name from your
Contacts Book so that they will be
attricuted 1o the response.

someone else

i Previewing Reports
Your Response d
Making selections here will include
Select Information to Include: specific properties and timeframes in
You may preview your

Timeframe:  *['Single vear ] [Dec 31
0 prepare
A ifhe data requesior has speciiad a imeframe for Me raquesl, you will nolbe able ko change il for you to view it
q may take more time to
por il be
Properties:  * i gl Properties 7| (e ) Coiected Properties: 0 ausilable from the Templates &

Reports” section on
wihen # is ready

eporting tab

ded wit fie

Pl The data requesior may have asked for one ar mare siandan
# ntormaton. Maks Gurs yau Navs anierad me raquasied standan
sanding your respanse

’” ENERGY STAR® Vielcome John$mithPM: Account Ssttings | Contacts | Help | Sign Out

<

5. Click “Generate

[ ] Response Preview”

PN ENERGY STAR® bontacts | Help | Sign Out

= Portfoliol\/lanagerA/ Click on "Reporting” tab

MyPortfolio Sharing Re:

Charts & Graphs ENERGY STAR
Performance Documents

"% Statement of Energy P. [SEF)

s, Statement of Energy Design Intent

= [SEDI
"% Dsta Verification Checkiist

Progress & Gosls Report

%) ENERGY STAR Score Cerd

Weather Normalized Source EUI
How much total primary fuel would be required by my properties, under average weather

conditions?

Templates & Reports (10 «
? ports (10) Select “Send _
‘ @ Your new response preview(s) has been generatel Response”**

+ Name » | status
™ 2018 City of Los Angsles Department of Buikiing and Safety (Request Response Preview e
{4 from Degariment OF Bulking And Safaty City of Las Angsles) ) 11712017 01 PM '\ P &
wart to..
™= | Performance Highlights Mo Report Generated Edit Properties and Timeframe
Praview Response
— Dawniaad Praview in Excel
Energy Performance Mo Report Generated Generste an Updsted Response
‘Send Response.
™ | =missions Parformance o Report Ganarsted Celete Response
—
\ister Parformance No Report Genaratad Twart 0. v

If you wish to preview your Benchmarking report before sending response, then select “Preview Response”.
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Step 4: Confirm your response to Building and Safety’s Data request by clicking the “| hereby certify...” checkbox.
Complete the e-sign section by entering your username and password, then click the “E-Sign Response” button.

Lastly, click “Send Data” button to send your Benchmarking Report data to LADBS.

r‘ ENERGY STAR® Welcome Joh ithPM: Account Settings | Contacts | Help | Sign Out

PortfoliolVlanager®

MyPortfolio Sharing Reporting Recognition

Confirm Response to Data Request from Department Of Building And Safety City of Los
Angeles (Los Angeles Department of Building And Safety)

By clicking Send Data, you will release data to Department OFf Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety). You will
receive a confirmation email with a receipt and & copy of the data sttached.

°Wh0 (besides you) should we send a confimnation email to? "I About Releasing Your

Select contacts from your contacts book: Data

have chosen to release your

John Smith (JohnSmithP M) wEY to retract it.

aveid incomplete or incorect data being
released.

' About Signing Your
Response

To selectmultiple contacts, Mokl down your Control (CTRL) key and click an each selectan. . . 5
: ' . Please provide login credentials

Oiptional- Additionsl Email Addresses: il-ﬁfrar!'é and _Passwor-::- to
electronically sign your response.
4

Separate mulipls emalks by 3 50mma or semicalon.

e What format would you like your data in for the email attachment?

#® Excel
XML

1. Click the Certify

© =signyourdl checkbox .
A/[ 2. Complete e-signature then
hereby certify thst | am relessing data sbout roperties, or on behalf of someo . “ . ”
Qnm&m Of Building And Safetyr.."“.gity:vaasAngl:swp:h LasAngelesW C“Ck E_Slgn Response

Safety.

“four usernanne: * K
Your password: *

E-Sign Response

3. Click “Send Data” —»

Follow Us = | m m Contact Us | Privacy Policy | Browser Requirements | EMERGY STAR Buildings & Plants Website
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