ENERGY AND WATER BENCHMARKING HOW TO GUIDE
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Step-by-step instructions to use the U.S. EPA’s Portfolio Manager to participate in the City of Cedar Rapids’ Energy and Water Use Reporting.
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What is Benchmarking?
Benchmarking tracks the total electricity, natural gas, steam, water, or other utilities used in a building (often called building performance). The U.S. EPA’s ENERGY STAR Portfolio Manager is the standard for benchmarking. This How to Guide shows how to benchmark a building to determine the building’s Energy Use Intensity (EUI), which indicates the building’s energy use per square foot (kBtu/sq. ft.) per year. A lower score indicates a more efficient building. About 20 types of buildings will also receive a 1–100 ENERGY STAR rating. A higher score indicates a more efficient building. The Site EUI is located on the building’s Statement of Energy Performance. See Step 4 to create one.


i

[bookmark: _GoBack]Step 1 - Getting Started
· Obtain the following details about the building’s use: 
1. The primary use of the building. For example: multifamily, office, warehouse, etc. 
2. The gross floor area of the building, not including parking area. 
3. The floor area of parking that is metered with other building uses. For example: a garage with lights and ventilation energy use that is connected to the “house” meter, which may also serve common areas in the building. 
4. The floor area of any other uses of the building. For example: a multifamily building might have ground floor retail shop(s). 
5. For buildings eligible for an ENERGY STAR score, other details like operating hours, number of workers, etc. are required for benchmarking.

· Already benchmarking? If you currently benchmark your building using Portfolio Manager, simply skip to Step 4 to confirm buildings Energy Use Intensity and then complete steps 5 and 6. 




Step 2 - Set Up the Property in EPA Portfolio Manager
· Create a new account in Portfolio Manager at www.energystar.gov/benchmark. 
1. On the right side of the page, click the green Sign Up button. 
2. DO NOT use ANY special characters in your username (letters and numbers only). 
3. KEEP A RECORD of the username and password — it is not possible to change usernames and very difficult to recover a lost password! 
4. We recommend using one Portfolio Manager account per building, so buildings can be easily transferred to a new employee, manager or owner. 

· Answer the basic questions about you and your organization. 
1. For Reporting Units, choose “Conventional EPA Units (e.g., kBtu/ft²).” 
2. For “Will you be using the web services API to develop software to exchange data with Portfolio Manager?” choose No. 

· After creating an account, log in. You will be prompted to set up a property. Or you can choose Add a Property. 
1. Select the primary function of the property. 
2. Select the number of buildings. Most people will select, “One: My property is a single building.”
3. For Your Property’s Construction Status, select Existing. 
4. Click Get Started! 

· Enter Basic Property Information including the building name, address, year built, occupancy, and gross floor area (not including parking). 
1. If parking IS served by an energy meter connected to the building it serves, SELECT “My property’s energy consumption includes parking areas”. 
2. If parking IS NOT served by an energy meter connected to the building it serves (i.e. it is on a separate meter), DO NOT select “My property’s energy consumption includes parking areas”. 
· Click Continue. 
· On the next page, enter details about the primary building use, and additional property uses, based on the boxes checked on the prior page. 
· The specific use details required will differ based on the property type selected.
1. Hover the computer mouse over each property use characteristic for definitions.
2. If you don’t have all the information, use Default/Temporary values. Please update this with real information later or your score will not be accurate. 
3. The Gross Floor Area (GFA) that you entered when setting up your property will automatically populate into the GFA section. 

Note If your property has multiple uses, you may want to adjust this number based on the actual GFA for the primary type of use. (Example: The building’s primary function is office and the total GFA of the whole building is 30,000 sf. It also has some retail stores totaling 10,000 sf.) When entering the attributes for the primary space type (office), change GFA to reflect JUST the office space: 20,000 sf. Next click “Add Another Type of Use” to enter the attributes and remaining square footage for the building’s retail space. 
Additional Uses? Add more space uses to your property by selecting an option in the drop down menu Add Another Type of Use, and then click “Add”. This will open up a different list of attributes for that particular space type. Space Uses should be summarized to reflect the total square footage of any given space type. All retail square footage should be added together, as well as office, restaurant, multifamily, etc.


Step 3 - Obtain Energy and Water Meter Usage Data 
Manual Meter Entry
Set up energy and water meters and enter 12 or more consecutive months of usage for all meters covering the same time period.
· Log in to your Portfolio Manager account and click on your property.
· In your Property Profile page, click on the Meters tab and select Add Another Meter.
· Select the types of fuel in your facility. For each type, enter the number of meters for that type. Click Get Started.
· On the About Your Meters section, click in the table to enter meter details.
1. Select the correct unit for the fuel type. 
2. Enter the Date Meter Became Active. This is the date that the first bill was issued for the meter. (Note: if you are unsure of the first bill date, use your best guess). 
3. Select In Use if the meter is currently in use. Leave the Date Meter Became Inactive empty since meter is currently in use. 
4. Only select Enter as Delivery if the energy source is delivered to you, such as fuel oil or propane from a truck, as opposed to metered usage.
5. If you need to add another meter, select Add Another Entry.
6. When done entering meters, click Continue.
· Enter Energy and Water Usage
1. On the next page, click in the table to enter the bill dates and usage for each month (cost is optional). Click Add Another Entry to add more months. 
2. Once you have entered at least 12 consecutive months of data for the year required, click Finish Meter Set Up.
3. On the next page, select the meter(s) to be included in the metrics. Then select “These meter(s) account for the total energy consumption for this property” and click Apply Selections. You will be taken back to the Property Profile page.



Step 4 - Print a Statement of Energy Performance and Confirm EUI
· An EUI ending December 31st for the year is what is required to report to the City to be eligible for the iGreenCR Energy Management Award. The EUI indicates the energy use per square foot per year (kBtu/sq. ft.) and can be used to compare the building’s energy use to other similar building types. The easiest way to learn the EUI is to generate a Statement of Energy Performance. 
1. Confirm that energy and water data input in Step 3 have entries for all 12 months of the year, ending December 31st. Also confirm that the property’s Gross Floor Area was entered in Step 2. 
2. Go to the Reporting tab and choose Statement of Energy Performance. 
3. On the next page, check Statement of Energy Performance. 
4. Select the property name. 
5. Select Timeframe: Single Year ending Dec 20##.
6. Select contacts (optional). 
7. Click Generate & Download Report(s) and a PDF of the report should appear. (If your web browser has pop-up blockers, disable them if the report does not appear.) 
8. Confirm that the Statement of Energy Performance lists a Site EUI for Year Ending: December 31.
9. Save and print a copy for your records. 
NOTE If the building does not have 12 months of utility data ending December 31st, Portfolio Manager will generate an error message.
· Reading the Statement of Energy Performance: The Statement of Energy Performance is a quick reference for sharing your building’s energy use as indicated by the Site EUI. A lower score indicates a more efficient building. The document is also used to show ENERGY STAR-certified buildings when verified by a professional engineer. Some types of buildings are eligible for this 1–100 score that compares the building’s energy efficiency to similar buildings nationwide. A higher score indicates a more efficient building. A 75 or higher may be eligible to apply for ENERGY STAR certification. 


Step 5 - Add the City of Cedar Rapids as a Contact 
· Add the City of Cedar Rapids as a contact to be included in the Annual Report and for eligibility for an iGreenCR Energy and/or Water Award.
1. Click on the Contacts link in the upper right hand corner of the screen. 
2. Click Add a Contact to search for users that you can connect with. 
3. In the Username field, type in “iGreenCR” and click search. 
4. From the Search Results page, select City of Cedar Rapids – iGreenCR and click connect. 
5. Fill in your Contact Name, Contact Email Address, and Contact Phone Number. 
6. Agree to the Terms of Use and select Send Connection Request. You will be sent a confirmation email when the City of Cedar Rapids accepts your request. 

Once your request is accepted, continue to Step 6


Step 6 - Share Building with the City of Cedar Rapids
· After you are connected to City of Cedar Rapids Annual Reporting, share your property and associated meters with the City of Cedar Rapids.
1. Go to the Sharing Tab and click Share a Property.
2. Select the properties to share with the Energy Management Specialist at City of Cedar Rapids - iGreenCR. Click Continue.
3. On the next screen, choose Exchange Data for each property. 
4. Click Share Property(ies).
5. Select Read Only Access as the permission level for the Property Information, All Meter Information, and Goals, Improvements & Checklist. (You may need to scroll down to view all the information.) 
NOTE If you have more than one building do the above steps for each building. 
6. Click Apply Selections & Authorize Connection. 
7. When complete (for all buildings you are sharing), click Share Property(ies) again. 
8. Tomorrow, look for a confirmation email from the City for each building shared. 
NOTE If you do not get an email tomorrow, please check your “spam” or “junk” folder for it. If missing, contact the Energy Management Specialist. 

Contact Holly Ruble at H.Ruble@cedar-rapids.org or (319) 286-5286 ext. 4859                                                                          1
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