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This document is a quick-start guide for enrolling in Pacific Gas and Electric Company’s (PG&E)
Web Services. For additional help, we suggest you refer to resources on the Portfolio Manager
Overview, PG&E’s Benchmarking Web site, and Portfolio Manager Online Help Web site.
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SECTION 1 | How to Register a Portfolio Manager Account

1.1

1.2

Go to the ENERGY STAR® Portfolio Manager Login page (www.energystar.gov/portfoliomanager) and click
Sign Up. If you already have a User Name and Password, enter it below.
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ENERGY EFFICIENT ENERGY SAVINGS EMERGY EFFICIENT ENERGY STRATEGIES FOR = ABOUT ENERGY STAR
ENERGY STAR products at home new homes buildings & plants * PARTNER RESOURCES

b

Home = Buildings & Plants » Facility owners and managers » Existing buildings » Use Portfolio Manager

aboutus | pressroom | contactus | 'E] portfolio manager login

Facility owners and managers Service providers Energy efficiency program administrators Tools & Resources

Existing buildi Ci ial new i ial energy Small
IN THIS SECTION Use Portfolio Manager
Discover the new and
Leam the benefits You've heard it before: you can't manage what you don't measure. That's why . dP tf |
EPA created ENERGY STAR Portfolio Manager®, an online tool you can use to improve ortiolio
Get started measure and track energy and water consumption, as well as greenhouse gas Manager tOday-
B emissions. Use it to benchmark the performance of one building or a whole
Use Portfolio Manager ) - portfolio of buildings, all in a secure online environment.
The new ENERGY STAR Portfolio
Manager Not sure if Portfolio Manager is for you? SIGN UP
How Portfolioc Manager helps you
save You can use Portfolio Manager to manage the energy and water use of any
The benchmarking starter kit building. Seriously. Any building. K-12 school? Check. Office building? Check
Stadium? Check. We could keep going.
Idenufy your property type ! Current Portfolio
Enter data into Portfolio Manager All you need are your energy bills and some basic information about your building Manager Users
The data quality checker 1o get started. 9
How Portfolio Manager calculates 4 . .
. g Join the rest of the industry.
metrics ‘ username ‘
Interpret your results 4 ‘When you add your buildings, you'll be joining 40 percent of U.S. commercial
Verify and document your savings » building space that's already benchmarked in Portfolio Manager — making it the ‘ password ‘
de factoindustry standard. You'll also be joining 35 percent of the Fortune 500®,
Share and request data 7
half of the largest U.S. healthcare organizations, major league sports teams, Forgot password?

« PR colleges and universities, and entire cities.

Fill out the required information (fields marked with red asterisk) and click Create My Account, which
appears at the bottom of the screen after the security questions used to recover your account.

Note: Portfolio Manager’s default is to enable others to search for your account to facilitate connecting with

others.
PN ENERGY STAR® Help | Legin
2 - M ® Language: English | Erancais
= Portfolio/lanager
Alre. have an account? Sign In Here
reate an Account 2
Getling Started
Create Your Account a 9
Usemame: * ‘ Please complete and submit this form ta register for an
account with Portiolio Manager. After submission, you
. will receive an email confirmation_ If your email provider
Passward: ‘ actively filters spam, please add
GCreate a password that is at least 8 characters long and includes at least three of noreply @energystar.gov” lo your address book to
the following’ lowercase Ietlers, uppercase Ietiers, numMbers and/or special ensure delivery.
charasters (such as *, %, %, eto )
Confirm Password: " ‘
Accounts for Organizations
About Yourself a 9
First Name: = ‘ If you are creating an account that you intend to use as
your organization's account, then you may want to
. consider entering your organization name in the first and
Last Name: ‘ last name fields in order to make it easier for other
Portfolio Manager users to find your organization.
- B ‘ Example: First Name: Company ABC, Last Name: Web
Services Division
. *
Email: ‘ 3
2 . *
Confirm Email: ‘



http://www.energystar.gov/portfoliomanager

Phone:

Gountry: 9“Selecl Country

Language:

Reporting Units:

(@ Conventional EPA Units (e.g., kBtu/ft?)
() Metric Units (e.g., GJim2)

Street Address:

Gity/Municipality:

State/Province:

Postal Code:

About Your Organization

"

Organization Name:

Primary Business or Service *‘Seled Primary Business or Service

of Your Organization:

Is your organization an O Yes
ENERGY STAR Partner? @ No

Will you be using the web O Yes
services AP| to develop @® No
software to exchange data

with Portfolio Manager?

Searchability in Portfolio Manager

Can other people ® Yes
search for you and send ) No
you a connection

request?

Recovering Access to Your Account

In the event that you forget your username or password, Portfolio Manager will ask for answers to
your security guestions to protect access to your account

~/
~

Security Question 1: *|Select a Question

*
Your Answer:

Security Question 2: " | Select a Question

*
Your Answer:

Create My Accou

Cancel

n Primary Business or Service

If you have more than one “primary business,” just pick
the best option. Portfolic Manager will determine your
category for a score based on the information. like
square footage, that you enter for each of your property

uses.

u Web Services

EPA offers free web services designed to exchange
praoperty and meter data with Portfolio Manager. Using
XML-based web services provided by the EPA, third-
party energy service companies can securely provide
energy and building data from their systems to Portfolio
Manager in exchange for receiving the EPA's energy
performance score and other related energy and

envirenmental performance metrics. Learn More

Connecting with Others in Portfolio
Manager
You can connect with other people in Portfolio Manager
to easily share information. Your account must be
searchable in order for others to send you a connection

request.

n Security Questions

Portfolio Manager will randomly select one of your
security questions to verify your identity in spe

ic

situations, for example, if you forget your password.




1.3 On the Portfolio Manager log in page (www.energystar.gov/portfoliomanager), enter your User Name and
Password and click Log In. You will be brought to the My Portfolio tab. The My Portfolio tab displays a

summary of the properties in your portfolio.
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IN THIS SECTION
Leam the benefits
Get started

Use Portfolio Manager

The new ENERGY STAR Portfolio
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save

The benchmarking starter kit

Commercial new

Small
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Use Portfolio Manager

You've heard it before: you can't manage what you don't measure. That's why
EPA created ENERGY STAR Portfolio Manager®, an online tool you can use to
measure and track energy and water consumption, as well as greenhouse gas
emissions. Use it to benchmark the perfermance of one building or a whole
portfolio of buildings, all in a secure online environment.

Not sure if Portfolio Manager is for you? It is!

You can use Portfolic Manager to manage the energy and water use of any
building. Seriously. Any building. K-12 school? Check. Office building? Check

Discover the new and
improved Portfolio
Manager today.

SIGN UP

Stadium? Check. We could keep going.
Identify your property type 4 pgoing

Enter data into Portfolio Manager

Current Portfolio

All you need are your energy bills and some basic information about your building Manager Users

The data quality checker o get started.

How Portfolio Manager calculates 4 Joi .

oin the rest of the industry.
metrics ry |EEFG_MTJ_ENERGY |
Interpret your results 4 When you add your buildings, you'll be joining 40 percent of U.S. commercial

[ — |

building space that's already benchmarked in Portfolio Manager — making it the
Share and request data de factoindustry standard. You'll also be joining 35 percent of the Fortune 500®, T
half of the largest U.S. healthcare organizations, major league sports teams, \ :

SECTION 2 | How to Create a Property Profile

Verify and document your savings

To benchmark your facility in Portfolio Manager, you will need to create a profile that has basic information about the
property, how it is used, and the energy meters serving it.

21 Add a property by clicking Add a Property on the My Portfolio tab. You can also upload multiple
properties by clicking the hyperlink at the bottom of the screen.

unt Settings | Contacts | Help | Sign Out

PN ENERGY STAR®

Portfoliol\la

MyPortfolio

Two ways to add a property...

|u3U|

Sharing Planning Re, Recognition

Properties (1) Notifications (0)

‘You have no new notifications.

Source EUI Trend (kBtu/ft?) My Properties (1)

Add a Property

e — - |

Filter by: | view All Properties (1) -]
Create Group | Manage Groups

Action

< . ] o

Name *

Demo Office Building 2

Viewl-1of1

2002 2004 2006 2008 2010

2012

# Download Entire Portfolio

Ifyou're a pro, you may want to upload and/or update multiple properties at once using an Excel
spreadsheet. This can be done to create new properties, add use details, create meters and add
meter consumption data.

Total GHG Emissions Trend (MtCO2e)



http://www.energystar.gov/portfoliomanager

22 Enter your property’s primary function, number of buildings, and construction status. Then click Get
Started!

ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

=2 Portfoliol\ianager®

)

Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from & leased space in a large office building, fo a K-12 school with a pool, fo a large medical complex with lois of

buildings. Since there are so0 many choices, Portfolio Manager can walk you through getting your property up and running. When you're done, you'll be ready to
start monitoring your energy usage and pursue recognition!

Your Property's Primary Function

Qr
We'll get into the details later. For now, overall, what main purpose does your property serve?
To set up a property, you'll need
| Office El information such as gross floor area and
Learn more about primary functions/property types. operating hours. You can use our handy

data collection worksheet, in advance, to
prepare the information that you will need

. to complete this process.
Your Property's Buildings

Hew many physical buildings de you consider part of your property? n Tip

one: My DmPEﬂﬁf is part of a building Not sure what kind of property you are?
One: My property is a single building Because we focus on whole building
~/ More than One: My property includes multiple buildings benchmarking, you want to select the

How many? l:l pm_p?m_t type Iha_t b_es1 reflects the

activity in the majority of your building.
Don't worry if you have other tenants with
different business types, just select the
Your Property's Construction Status main activity.

Is your property already built or are you entering this property as a construction project that has net
yel been completed?

@ Existing: My property is built, eccupied and/or being used. | will be using Portiolic 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 project.

‘ Get Started! |[F

23 Enter the property’s name, address, and other general information and click Continue.
TIP: Make sure the city name is accurate and spelled correctly — mistakes may cause an error in connecting
with PG&E’s Web Services.

ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Seffings | Contacts | Help | Sign Out

=2 Portfolio/\Vlanager®

)

Set Up a Property: Basic Property Information

Tell us a little bit mere about your preperty, including a name that you will use to look up your property and its address.

/About Your Property

Tip

Name- 2 | he name you choose for your property
does not have to be unique. But, it may
. make it easier for you to work with
Country: | ---Select- - - E“ properties in your portfolio if you do not
use the same (or similar) names.
Street Address: .




2.4

State/Province - -~ select---[+]

Postal Code:
Year Built: .
Gross Floor Area: Sq. Ft.[x] [ Temporary Value
Gross Floor Area is the totsl floor ares, sxpressed in squsrs feet or squsre meters, measured
from the principsl exterior surfaces of the building(s) and not including parking srea(s).
Occupancy: “[select[+] %

Do any of these apply?

Tip
[F] My property's energy consumption includes parking areas ~
[F] My property has a Data Center that requires a constant power load of 75 KW or more Answering these simple questions will
helj id it
[Z] My property has one or more retail stores Elp us guide you in entering your

property comectly.
[] My property has one or more restaurants/cafeterias

m Cancel

Enter the specific information on how your building is used. The fields required will depend on the selection
made in Section 2.2 for the building’s Primary Function.

For example, if you indicated your building’s Primary Function is Office, you would be asked to supply the
Gross Floor Area, Weekly Operating Hours, Number of Computers, Number of Workers on Main Shift,
Percent that can be Heated, and Percent that can be Cooled. If you indicated that your building had a Data
Center or Parking, additional fields pertaining to these uses would also be required. Some space attributes,
like “Gross Floor Area,” are always required. Others may give you the option to “Use Default Value” (which
inserts the national average for that attribute) or “Temporary Value” (which is your estimated value for that
attribute) until you can collect and enter actual data for your facility. You can also rename the primary
function by clicking Edit next to the Primary Use Type, which is Office Use in this example.

TIP: To get detailed descriptions of each space and its space attributes, click the Help link at the top right
corner of the screen, select Search the Knowledge Base, then Property Types on the left-hand side

menu. This will give you the definitions of each space type and attribute, default values, and answers to
Frequently Asked Questions.

PN ENERGY STAR Welcome EEFG_MTJ_ENERGY: Account Seffings | Contacts | Help | Sign Out
A
#,

PortfoliolVianager®

Set up a Property: How is it used?

Basad on what you've told us so far, Portfolio Manager has set up your properiy. Fill in the tables below to provide more detailed information on how your property
is used.

Basic Information

Name: Demo Office Building 1 Country: us
Primarily: Office Address: 100 Demo Drive Al Map It
Year Built: 2010 San Francisco, CA 94105

Property consists of: 1 building with parking



Add Another Type of Use [=]

w Office Use Edit Name Delete

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices.

Gross Floor Area should include all space within the building(s) including effices, conference rooms and auditoriums, kitchens used by staff, lobbies, fitness
areas for staff, storage areas, stairways, and elevator shafts.

Property Use Detail Value Current As Of 1§m2°raw
Gross Floor Area * 540000 Sq. Ft.[=] vz | B
Weekly Operating Hours [F] Use a default 01/01/2010 @ =
Number of Computers [C] Use a default 01/01/2010 @ =
Number of Workers on Main Shift O Use a default 01/01/2010 ﬁ [}
Percent That Can Be Heated [=] [ useadefaurt 01/01/2010 @ (=]
Percent That Can Be Cooled E [F] Use a default 01/01/2010 @ (=}

Adding Another Type of Use

Portfolio Manager uses the term “Type of Use” to characterize the various spaces within a building. Your building may
have one or more space types. For example, an office building might have occupied office space, a computer data
center, and parking. Each of these should be entered as a separate “Type of Use” and will require different
information. If more than 10% of a building’s gross floor area is vacant, the vacant square footage should be
described as a distinct space type. Links to more information on how these space types are defined can be found in
the Portfolio Manager Online Help section.

25 To add another space to your facility, click Add Another Type of Use and select the type of space you
would like to add. Complete the required fields as you did in Section 2.4.

Add Another Type of Use =]

W Tenants 1 through 4 Edit Name

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices.

Gross Floor Area should include all space within the building(s) including offices, conference rooms and auditoriums, kitchens used by staff, lobbies, fitness
areas for staff, storage areas, stairways, and elevator shafts

Property Use Detail Value Current As Of SmEcIany
Value
- al
Gross Floor Area 540000 Sq. Ft. 01/01/2010 m ]
Weekly Operating Hours 65 [ Use a default 01/01/2010 ﬁ L]
Number of Computers 9035 [C] Use a default 01/01/2010 ﬁ ]



2.6 Continue with the procedure described in Section 2.5 until your building’s gross floor area is completely
entered. Make sure the sum of all spaces is equal to the total gross floor area of the facility. To finalize

your entries, click Add Property.

W Parking Use Edit Name

Parking refers to buildings and lots used for parking vehicles. This includes open parking lots, parking structures that may be only partially enclosed, and fully-
enclosed (or underground) parking structures. Parking structures may be free standing or may be physically connected to another building

Property Use Detail Value Current As Of J:I"L‘Igm'y
Open Parking Lot Size ) | \Sq Ft B| ==:: IS
Partially Enclosed Parking Garage Size ) | [sa.Ft[-] @ [}
Completely Enclosed Parking Garage Size ) | [sq.Ft[-] == I
Supplemental Heating [ Use a default % ]
Add Property [ <]
2.7 After saving your entries, you will see a green bar at the top of the Summary tab, confirming you have

successfully created your property. The next section will provide the steps to set up your building’s energy

meters.
PN ENERGY STAR

- - ®
PortfoliolVianager®

MyPortfolio Sharing Planning Reporting Recognition

Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

Congratulations! You have successfully created your property. Next, would you like to:
add energy use information, so that you can see your energy performance metrics?

Demo Office Building_abridged

100 Demo Drive, San Francisco, CA 94105 Map It
Portfolio Manager Property ID: 3636980  Primarily: Office
Year Built: 2010

Summary Details Meters Goals Design

Property Profile Notifications

Setting up Energy Meters

Current EUIL:

Baseline EUI:

N/A

N/A

You will need to add an Energy Meter to your property profile for each meter serving the building. For PG&E meters
that you are signing up for Web Services, add one meter per Service ID/Meter Number. Refer to the Frequently
Asked Questions at the end of this document for more information on locating the Service ID or Meter Number(s) on

your PG&E bill.



2.8 To add a meter, you can either click the “add energy use information” link in the green bar, or click on the

Meters tab.
r-‘ ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
L
: ®
P olioVanager
MyPortfolic Sharing Planning Reporting  Recognition

Congratulations! You have suc cessfully created your property. Next, would you like to:
add energy use information, s¢ that you can see your energy performance metrics?

Demo Office Building_abridged
100 Demo Drive, San Francisco, 5 | Maplt Source EUI (kBtu/ft*)

Portfolio Manager Property ID: 363 Primarily: Office Current EUI: N/A
Year Built: 2010

Baseline EUl:  N/A

Summary Details Meters Goals Design

Notifications

Propertv Profile

2.9 On the next screen, click Add Another Meter.

Summary Details Meters Goals Design

Energy Meters (0)

Energy & Water Consumption
Manage/Enter My Bills <"+ View as a Diagram Add Another Meter

In order to receive a score for your property, you must provide an energy meter. You
have not entered any meters yet. After entering the mefer, you will need to associate it

Meters for Performance in order to receive a score.

Metrics

View/Edit Configuration

Water Meters (0)
Utility & Weather

Electric Distribution Utility (EDU): = = Miew as a Diagram Add Another Meter
City & County of San Francisco

Regional Power Grid: You have not entered any water meters yet. After entering the meter, you will need to
Southwest Coast associate it in order to receive metrics.
Weather Station:

OAKLAND/METROP. OAK (724930)

10



2.10

Indicate the sources of your property’s energy. As you select different fuels, additional fields will appear. For
PG&E electric meters, you should select purchased from the grid. After you have filled out the required
information about the meter(s), click Get Started.

Note: You may also track your property’s water usage, but it is not required to benchmark your property and
will not factor into your benchmark score.

PN ENERGY STAR®

Welcome EEFG_MT.J_ENERGY: Account Setfings | Contacts | Help | Sign Out

D .
PortfoliolVlanager®

Get Started Setting Up Meters for Demo Office Building_abridged

There are four ways fo enter meter data. First, you can enter manually, starfing below. Second, you can set up your meters below, then upload a specially
formatted spreadsheet with just your bill data. Third, for advanced users, you can use our upload tool that allows you to set up all of your meters and enter bill data.
And finally, you can hire an organization that exchanges data to update your energy data automatically

@

Sources of Your Property's Energy
How does your property acquire energy? Please select all that apply

Electric
purchased from the grid

How Many Meters? [1 |

[T] generated on site with my own solar pansls
[C] generated on site with my own wind turbines

Natural Gas
Propane

Fuel Qil (No. 2)
Diesel

District Steam
District Hot Water

[ i [ = A |

District Chilled Water
Don't see your energy sources?

See more energy sources?

Your Property's Water Usage

How does your property use water? Please select all that apply.
[T] Municipally Supplied Potable Water

[T Municipally Supplied Reclaimed Water

[C] Alternative Water Generated On-Site: |:|
I —

Get Started! | et

a Tracking Energy

To frack your energy, create an energy
meter for each source of energy from a
utility, a neighbaring building, or an on-
sife solar or wind panel. If you purchase
araw fuel (e .g. gas) and produce your

own fuel (e.g., eleciricity or chilled water),

you only need a meter for the fuel you
purchased (e.g. gas), and not for the fuel
you produce.

Entering Your Meters in
Bulk

For advanced users, you may prefer to
use the upload tool fo sef up all of your
meters with one click

Automate Your Meter
Entries

If you have a lot of meters, you may want
to consider hiring an organization that
exchanges daia to automafically update
your energy consumption. Leam more

11



2.1 Indicate the Units for each fuel type by double-clicking in the appropriate field and selecting the correct
units in the drop-down menu that appears. Then, enter the date each meter was first billed. You can also
rename any meter. If you have several electric and/or gas meters, it may be helpful to use the Meter
Number as the Meter Name, or any meaningful descriptor like the location in the building. Then click
Continue.

= : .
Portfoliol\lanager®

ENERGY STAR Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

About Your Meters for Demo Office Building_abridged

Enler the information below about your new meters. The meter's units and first bill date are required. You can also change the meter's name.

2 Energy Meters for Demo Office Building_abridged (click table to edit)

Other : ; : Enter as
7 Meter Name Type Type Units First Bill Date In Use? Last Bill Date Delivery?
4 Nalural Gas Natural Gas therms 1172011 ti
4 |Electric Gnid Meter Electric - Grid [ = £l

Delele Se d Entries
Add Anocther Entry MWh (million Watt-hours)

0 Water Meter for Demo Office Building_abridged (click table to edit)

Other

Meter Name Type Type

Units First Bill Date In Use? Last Bill Date

Delete Selected Entries
Add Another Entry

Note: For PG&E meters, the unit of electricity should be kWh, and the unit of natural gas should be therms.

212 To add monthly meter entries manually, select Click to add an entry. You will then need to enter the billing
Start Date, End Date, and Usage for each month. You can also upload an Excel spreadsheet to add
multiple meter entries at once using the link at the bottom of the screen. However, if you intend to use
PG&E’s Web Services to upload your meter’s historical data and usage automatically going forward, simply
click Finish Meter Set Up.

ﬁ ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

Portfolio/\Vlanager®

Your Meter Entries for Demo Office Building_abridged

Now we need actual energy consumption information in order to start providing you with your metrics and, possibly, your score!

2 Energy Meter(s) for Demo Office Building_abridged
W Natural Gas Edit Delete Meter

] Start Date End Date Usage Cost Estimation

Click 1o add an entry

Delete Selected Entries ' You can upload an excel spreadsheet with your basic bill

Add Another Entry - information using our spreadshest femplate Upload
p Electric Grid Meter Edit Delete Meter

Finish Meter Set Up |

12



213

2.14

Indicate which meters should be used to calculate your building’s energy metrics and whether or not the
selected meters account for the building’s entire energy consumption. After you have made your selections,
click Apply Selections.

Meters to add to Total Consumption for Metrics for Demo Office Building_abridged

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

@peﬂy Totals \

Energy Meters
0 Check the boxes for the meters that should be included in the energy metrics:

Meter Name

Natural Gas

Electric Grid Meter

Total of 2 energy meter(s). Tell us what these meter(s) measure

@ These meter(s) account for the total energy consumption for this property.
= These meter(s) do not account for the total energy consumption for this property.

Water Meters
There are currently no water meters for this property/building. Enter information about your water meters o

begin tracking water usage alongside your energy usage.

Because of the wide variety of ways that people meter their properties, after you create meters for your property in Portfolio Manager, you must indicate
o which meters to use for your property metrics. In some cases, you will not want a meter to count for your metrics. For example, if you have sub-meters to

measure energy or water consumption for a specific purpose, and you also have a master meter (which measures total consumption), counting both of those

meters would double count your consumption and skew your metrics (e.g., artificially increase your Site Energy Use Intensity). Learn More about configuring

meters for performance metrics.
Apply Selections |t

The Summary tab will have a green bar at the top, confirming you have successfully associated your meters

with your property.

PN ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

Portfolio)Vanager®

| MyPortfolio Sharing Planning Reporting  Recognition

[ Congratulations! You have successfully assocciated meters to your property(ies). ]

Demo Office Building_abridged WeatherNormalized
100 Demo Drive, San Francisce, CA 94105 | Map It e "‘Btu;ﬂ::'

Portfolic Manager Property |D: 3636380 Primarily: Office Current EUI: N;A
“fear Built: 2010
Baseline EUl:  N/A

Summary Details Meters Goals Design
Property Profile Notifications
“You haven't oreated a profile for your property yet. < | Demo Office Building sbridged - Share accepted by Clear

Profiles are a way to supplement the information in
Portfolic Manager with additicnal information about
wour property, including a photo.

Facific Gas and Electric Company

13



SECTION 3 | How to Enroll in PG&E’s Web Services

Before enrolling in PG&E’s Web Services, make sure that:

3.1

3.2

All of the meters have been added to the property profile.

You have collected the Service ID or Meter Number for each meter.
The city name is spelled correctly in the address for each property.
Any manually entered meter data has been deleted if historical meter data from PG&E is desired. (Web Services
will not populate meter entries prior to the most recent existing entry.)

To set up Web Services, the first step is to connect with PG&E as a contact. Click on the Contacts link on

the top right hand corner of the page.

Welcome EEFG_MTJ_ENERGY: Account Settings® Contactsi| Help | Sign Out

m ENERGY STAR®
e

Portfoliol\ianager®

- =
MyPortfolio Sharing Planning Reporting Recognition
Properties (4) Notifications (2)
PR < Demo Office Building abridged - Share accepted by ShareDemo Jewell Clear
& Joe Maldonado would like to connect with you. Accept | Ignore

Source EUI Trend (kBtu/ft?)

300
wy Propertes 0
.| P [vewarproperies) [2) [searcn

Create Group | Manage Groups

100 Name * Action

100 Design Demo Building

This takes you to your My Contacts list. Click Add Contact.

m ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

Portfoliol\ianager®

MyPortfolio Sharing Planning Reporting Recognition

My Contacts [ s

This is where you keep track of your contacis and/or organizations (i.e. people or companies associated with your properties such as Professional Engineers,
Registered Architects, or others with whom you share information). You can add anyone as a contact, regardless of whether they have a Portfolio Manager
account and you can share your properties & reports with any of your contacts. You can import other Portfolio Manager users directly into your contact list by
searching for their accounts and sending a connection request.

[ snare | Eatt ] Dette | At contac | A Organiation
Name - Organization

G EEFG, Inc.

“*

B Servos ana Product i wConsultant EEFG. Inc.
B Jewell, ShareDemo ¢ = anected EEFG

Director

[ share | Eatt ] Dette | Add contac | Add Organiaton
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3.3a Search for PG&E by entering “Pacific Gas and Electric” in the Name field or by entering
“benchmarking@pge.com” in the Email field. Click Search.

ﬁ ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
R

==! Portfolio/Vianager®

MyPortfolio Sharing Planning Reporting Recognition

Add Contact

There are two ways to add a contact. First, search below fo see if the contact you would like to add has a Portfolio Manager account. If you find the person, send a
Connection Request, and when they accept the request, they will be added to your Contacts. Second, if the contact you would like to add does not have a Portfolio
Manager account, then you can create an entry within your personal contacts.

Find Contact in Portfolio Manager a Connecting with Other Users

Search using any of the criteria below. If you think your contact already has an account in
Portfolio Manager, search for them. If you find the
Name: | Pacific Gas and Electric ‘ person, send a Connection Request, and if they accept

they will be added to your Contacts. You can easily
‘ share your property information with your contacts.

Username: |

Email: | ‘ a Keeping Personal Contacts

If the contact you want to add does not have a Portfolio
@ Lancel Manager account, you can still add them as your

personal contact.

3.3b When the page refreshes, Pacific Gas and Electric Company will appear on the right-hand side of the
page. Click “Connect’.

",1 ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
== Portfoliol\/ ¢

=2 Portfolio\lanager

MyPortfolio Sharing Planning Reporting Recognition

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 Porifolio Manager.

5 . @ Pacific Gas and Electric Company -
Your SearCh Cnterla Benchmarking with Pacific Gas and Electric Company Sl
Name: | Pacific Gas and Electric | Page |1 of 1 10[+] 1-10f1
Username: | |

Email Address: | |



mailto:benchmarking@pge.com

3.4

3.5

Enter the name and email address of the individual authorizing the connection with PG&E. Next, read and
agree to PG&E’s Terms of Use. Click Send Connection Request.

ﬁ\ ENEHGV S]AH Welcome EEFG_MTJ_ENERGY: Account Settings | Contadts | Help | Sign Qut

== PortfoliolVlanager®

Send a Connection Request to Pacific Gas and Electric Company to Begin Exchanging
Data

Pacific Gas and Electric Company requires the following in ion in order to data with your property(ies). If you have any questions about how to
plete this i i please contsct Pacific Gas snd Electric Company. Once your ion request has been accepted, you can share individual

properties and/or meters with them to get started exchanging data.

Authorized By:

Mark Jewell | Example: Jane Simpson

Custom Field Authorized By, 1-20 Characters

Customer Email:

| Example: joesmithi@abc.com

Custom Field Customer Email Address; 1-25 Characters

Terms of Use: In the U.5. Envircnmental Protection Agency's (EPA) national energy performance benchmarking program, an element of the
ENERGY STAR program. | understand, on behalf of Customer, that the EPA reguires information about Customer’s facility {which Customer will provide directly
to the EPA), and also Customer's monthly utility billing data and other data as may be required by Portfolic M in order to ustomer's

benchmarking score and other energy information that will help Customer track the energy usage and efficiency of its facilities. | understand, on behalf of
‘Customer, that it is conwenient and desirable to have Pacific Gas & Electric (Utility) automatically release such data on Customer's behalf directly to the EPA, so
that Customer's benchmarking information will remain up-to-date. | also understand, on behalf of Customer, that it is desirable for Utility to have acoess to
Customer's benchmarking information, so that Utility may better assist Customer in managing its facility energy use and efficiency. | suthorize, on behalf of
‘Customer, the disclosure by WHility of Customer's monthly billing data, building sguare footage, type and ional characteristics a5 may be
required by the EPA in crder to benchmark Customer's facilities. A list of these facilities and their account information is provided herewith. | understand that an
account's Electric and Gas SA |ID Number may change due to a change of meter, rate schedule, or other upgrade and provide that Customer of Record remains
the same , Pacific Gas and Electricity will continue to provide the Automated Benchmarking Service. | authorize, on behalf of Customer, Hility to electronically
transfer such data for the acocounts listed herein to the EPA's ENERGY STAR Portfolic Manager application. This dats transfer is st the request and on behalf of
‘Customer and as such, Customer agrees to release and hold harmless the WHility from any liability, claims, demands causes of action, damages or expenses
resulting from: 1) any release of information or data to the EPA for the national energy performance ng P t to this authorization; 2) the
unauthorized use of this information or data by the EPA; and 3) fram any actions taken by the EPA with respect to such information or data. | understand that
Customer may cancel this authorization at any time by submitting a written request to Wility.

Agreement: * | agree to my provider's (Pacific Gas and Elechric Company) Terms of Use.

Send Connection Request ||

The top of the next page will show a green bar, confirming your connection request was sent to PG&E.
Note: You are not yet connected to PG&E. PG&E must first accept your request. You will receive an email
notification when PG&E accepts your request. The email will state, “Thank you for signing up for PG&E's
ENERGY STAR Portfolio Manager Data Exchange Service. You have successfully connected your
customer account to PG&E. Please return to Portfolio Manager and share your properties and meters so
that PG&E can exchange data with you.” The connection and notification typically takes less than 24 hours.

m ENEHG"I’ S]AH Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
=21 Portfolio/\i .
ortfoliol\lanager

MyPortfolio Sharing Planning Reporting Recognition

*fou have successfully sent a connection request to Pacific Gas and Elechric Company. When Pacific Gas and Electric Company has accepted your request,
you will be able to share properties and, therefore, authorize this provider to begin exchanging data with your propertyies).

Search Results

The results of your search are listed below. Clicking "Connect” will send a request to the perscn asking them to confirm your request to add them as your contact.
If they accept, you will see them listed 8s 8 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 Portfolic Manager.

Your Search Criteria

Name: | |

Username: | |
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3.6 After you have received notification that PG&E has accepted your connection request, the next step is to
share your property(ies) with PG&E's Portfolio Manager account. Click the Sharing tab.

h ENEHGY & Welcome EEFG_MTJ_ENERGY: Account Settings | Contadts | Help | Sign Cut
M »
| MyPortfolio Sharing Planning Reporting  Recognition
Properties (4) Notifications (0)
You have no new notifications.
Source EUI Trend (KBtu/ft?} LA HIE LS L]

Fiter 1 [iew At rparir 5]

Creste Group | Manage Grouy

200 \ Name ~ Action

pes 100 Design Demo Building

3.7 Click Share a Property in either location on this screen.

h& ENEHGY STAR"“ Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

Portfolio/\Vlanager®

MyPortfolio Sharing Planning Reporting  Recognition

My Shared Properties ST LTI (0

(1) *fou have no new notifications.
Share a Property

My Shared Properties (1)

0D excronsing e st rpry s 5] ‘

Did you know you can work with another Name Permissions Action

organization to regularly upload your data into

Portfolic Manager? You can authorize these Demeo Office Building sbridged Read Only

companies to update your meters, manage _ P [
building data, and retrieve metrics.

To get started, search for organizstions that
exchsnge dsts. Then connect with them and share Properties Shared with Me (0)
your properties.

Learn mare sbout exc ing dsta. There are no properties shared with you.
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3.8 First, Select Properties to Share. Depending on your selection, a drop-down window or button will appear
to choose the specific buildings you would like to share with PG&E. Next, choose PG&E as the Account
with which you would like to share. Click Continue.

=== ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contadts | Help | Sign Out
= Portfoliol\/ N
MyPortfolio Sharing Planning Reporting Recognition
Share Your Property(ies)
Sometimes it's really important to be able to share your property with somecne else. Maybe they need to help monitor your property, enter energy information
) Of process icati for iti If this scunds like what you need, start cut by selecting the property{ies) that you'd like to share

and wheo you'd like to share with them.

Select Properties to Share n Sharing with Accounts

We'll get into the details of the level of acoess |ater. For now, which properties do you In order to share properties with others (either
want to share? individuals or organizations), you need to be

“connected” with them. To make a connection, go

- Select Number of Property(ies) - ; I to the "Add Contact” or "Add Organization™ page

- Select Number of Property(ies) - and search for them within Portfclic Manager (they
need to have a Portfolio Manager account). Once
Multiple Properties you find them, send a "Connection” request. After

All Properties i th ot est, th ill sh
perti — hare With = amep? your connection requ ey will show
up on the list to the left.

‘One Property

‘Which people {sccounts) do you want to share these properties with? The access for each
can be different and you'll be able to specify that on the next page.

Exchanging Data
Select contacts from my contacts book:

‘Company, Pacific Gas and Electr| 0 - To get started, first connect with an organizstion

Jewell, ShareDemo that exchanges data. Once you are connected,
their name will appesar on the selection list on the

left.

To select multiple contacts, hold down your Control {CTRL) key and click on esch selection. Onhy
wour connected contacts appear in this list.

Your Name & Email

Cancel
m After someone acoepts your sharing request, they

will be able to see your name and emasil address

3.9a Select the Exchange Data radio button as the permission level to grant PG&E.

h ENEHGY STAH"“ Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
<2 Portfoliol/ 8
MyPortfolio Sharing Planning Reporting  Recognition

Share Your Property(ies)

Te finish up, tell us what type of access the people you have selected should have for each of the properties that you have The option to exchange
data is only available for suthorized acoounts.

Select Permissions for Each Contact

o ﬁ The access levels you select do not have to be the same for each property or each person.
(o
ko)  Sort by: | Fropery Name El

Read Only
Access

¥ Demo Office Building i {3826980) ‘
(@]

Company, Pacific Gas and Elecric

Name (1D} None Full Access Custom Access Exchange Data




3.9b

When the Exchange Data radio button is clicked, a pop-up window will appear. First, enter the name of the
Property Owner. Next, for the meter(s) you would like to connect with PG&E’s Web Services, click the Full
Access radio button(s). You will not receive data from PG&E unless Full Access has been selected.

In the ID Type field, input an S if you will be providing the Service Agreement ID Number or an M if you will
be providing the Meter Number. In this example, Service Agreement ID Numbers are used. In the Meter #
field(s), provide the Service Agreement ID Number. (If you had entered “M” in the ID Type field, you
would enter the Meter Number in the Meter # field.)

NOTE: All meter data for a property must be requested through this step. PG&E does not provide
aggregated data for properties, only individual meter data.

. e e e i e _— e e e i e gy m e

property(ies). If you have any questions about how to complete this information, please contact Company,
Pacific Gas and Electric.

Property Cwner: * [Mark Jewell | |Exampie: Jane Smith
Frop= r Name, n 1 and 50 Characters More |nformation

Please select the permission level you would like to grant Company, Pacific Gas and Electric for Demo Office
Building sbridged for each category:

Read
Mone Only

Property
Information

¥ All Meter
Information

Matural
Gas
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3.9¢c

3.9d

Scroll down and click Apply Selections & Authorize Connection.

¥ All Meter
Infermation

Matural
Gas

Electric
Grid © ©® @ |[s | |[s9939999s0 |

Goals,

Improvements, @ 9] o -

& Checklists

Recogniticn @ ®

110 Type: Example: S; Enter only: “M” for Meter # or 5" for Service Agreement |D; Between 1 and 1 Characters Mors
Information

2 Meter #: Example: 1234557820; Enter either Service Agreement |0 or Meter # from your billing statement; Betwesn 1 and
10 Characters More Information

When the pop-up window has closed, be sure to click Share Property(ies) to complete the data exchange
request.

ENERBY STAR@ Welcome EEFG_MTJ_ENERGY: Account Settings | Contacs | Help | Sign Out
\

PortfoliolVianager®

MyPortfolio J Sharing Planning Reporting  Recognition
h

Share Your Property(ies)

Te finish up, tell us what type of access the people you have selected should have for each of the properties that you have selected. The option to exchange
data is only avsilable for authorized sccounts.

Select Permissions for Each Contact

3 Q The access levels you select do not have to be the same for each property or each person.

D sue [Foper mame[s]

Name (IO} None Sy Full Access Custom Access | Exchange Data ‘
Access
w Demo Office Building sbridged (; ]
Company, Pacific Gas and Elechric @ @ Edit

‘ Share Property(ies) Cancel
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3.10

A green bar will appear at the top of the Sharing tab confirming the request was submitted. Your request
should be processed within 1-2 business days after the customer authorization to release meter data (Step
3.11) has been received. Each shared meter will receive up to three years of meter history and will be
updated once per month going forward. You can check on the status of your Exchange Data request by
clicking on the triangle next to the Property Name in the My Shared Properties section.

h. ENERGY STAR® Welcome EEFG_MTJ_EMERGY: Account Settings | Contacts | Help | Sign Out

Portfolio)anager®

MyPaortfolio Sharing Planning Reporting Recognition

| “ou have successfully shared your property(ies) and you will receive a notification when your contact has accepted the share. See the Sharing tab for details.

My Shared Properties Sharing Notifications (3)

™) o | toml S

a3 - Sharing request sent to Pacific Gas snd Electric
Share a Property

Cancel
rid hMeter - Sharing request sent to Pacific Gas snd Electric

Cancel

ridged - Sharing request sent to Pacific Gas Cancel

Exchanging Data
S

Did you know you can work with another
organizaticn to regularly upload your data into
ic M ? You can ize these

My Shared Properties (1)

companies to updste your meters, manage

building dats, and retrieve metrics. Sort by: | Property Name El Share a Property
To get started, sesrch for organizstions that Name Pesmnssions Action

exchange dsts. Then connect with them and share

your properties. Demo Office Building abridged Resd Cnly

Learn more about exchanging data. Page |1 of 1 View 1-1of 1

Meter data will not be uploaded to Portfolio Manager until the Service Agreement ID has been authorized for
release by the customer of record. See Section 4 for more information on completing this step.

Past Meter Energy Data

For meters that have been successfully shared, PG&E will populate up to three years of energy data for that

meter, with the following exceptions:

e The meter has existed less than three years (e.g., a meter in a new building).

e The customer of record for the meter billing data has changed. In that case, only data for the current
customer of record will be provided. The “customer of record” is determined by the actual customer, not
the Account ID, Service ID number or Meter Number.

e If there are existing meter entries that were entered manually, PG&E’s Web Services will not overwrite
them; instead, entries will only be populated going forward from the last manual entry.

Monthly Updates

For meters that have been successfully validated, PG&E will update the meter with new entries as new

billing data becomes available, with the following exceptions:

e If the meter becomes inactive, PG&E will automatically mark it as inactive in Portfolio Manager. If it is
re-activated under the same customer it will start updating again.

e If the customer of record for the meter changes, PG&E will stop updating the meter. To continue
receiving new meter entries, you will need to reshare the meter with the most current Service ID or
Meter Number. See Section 5 for instructions on reauthorizing meters.
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SECTION 4 | Customer Authorization

The next step is to have the customer of record for each meter shared with PG&E in Portfolio Manager authorize
release of meter data to the Property Owner. Customers will need to complete the “Portfolio Manager Web Services
Data Authorization” form, designating their building owner as the third-party authorized to receive their meter data.
PG&E cannot provide aggregated data for each building, all meter data must be authorized for release by the
customer of record.

NOTE: Since this process involves releasing data to Portfolio Manager and Environmental Protection Agency (EPA),
all meters must be authorized for release even if the building owner is the customer of record for the meter.

This process can only be completed after the Property in Portfolio Manager has been shared with PG&E.
Data will not be uploaded to Portfolio Manager until this step is complete.

To authorize release of the data, each customer of record must submit the “Portfolio Manager Web Services Data

Authorization” form to PG&E. The customer should have their monthly bill available to simplify this process.

e The building owner will receive a confirmation email from PG&E that the property has been shared, which will
include a reminder that all meters must have a customer authorization on file before data can be released. Links
to the form and www.pge.com/benchmarking will be included.

e  After the property has been shared with PG&E, the building owner will ask the customer to complete the
authorization process. It is critical that the building owner waits until after the property has been shared with
PG&E as the PG&E IT process uses the building information from Portfolio Manager to pre-load information in
the online form for each customer.

e Customers will access www.pge.com/benchmarking to complete the “Portfolio Manager Web Services Data
Authorization” form. There will be a link to the online form (December 2013) as well as a link to the PDF form.

e For the online form, the customer will need to enter the account number and either the phone number or meter
number to access the form. The form will be pre-populated with the SA ID’s tied to the account. The customer
will need to denote if data is being authorized or revoked for release, select the SA ID’s to be released, and
designate an Authorized Third Party (“Property Owner” entered in step 3.9). The customer can search for the
Property Owner by searching on their building’s address. The customer may designate up to ten Authorized
Third Parties. If the customer has multiple accounts, the form will need to be submitted for each account.

e For the paper form, the customer must denote if data is being authorized or revoked for release, enter the
“Property Owner” (entered in step 3.9) on the “Name of Property Owner or Landlord” line of the form as well as
the “Property Address” as the “Property Address, City” on the form, the account numbers, and the “Service
Agreement IDs”, which can be found on the customer’s bill. The customer must sign the form and email to
benchmarking@pge.com. | assume we will include a mailing address as well.

e The IT process will check for authorizations for 30 days. If the authorization is not confirmed within this time, an
email will be sent to building owners reporting that meters have not been authorized for release. The building
owner will have the responsibility for reconciling this with their tenant.

Account No: 1234567890-1

. ENERGY STATEMENT Statement Date:  08/28/2013

8 www.pge.com/MyEnergy Due Date:  09/16/2013

Service For: Your Account Summary

Please see details page Amount Due on Previous Statement §227.82
Payment(s) Received Since Last Statement -227.82
Previous Unpaid Balance $0.00

Questions about your bill? Current Electric Charges 5184 .58
Current Gas Charges 7.64

24 hours, 7 days/wk 1-800-468-4743

Business Specialist available
M-F 7am-7-30pm, Sat 7am-4:30pm Total Amount Due by 09/16/2013 $192.42

www. pge.com/MyEnergy
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Account No: 1234567890-1

o/ ENERGY STATEMENT Statement Date:  08/28/2013

& www.pge.com/MyEnergy Due Date:  09/16/2013

Summary of your energy related services

Meter Number Usage Amount
Service For. 123 Main Street
Service Agreement [D: 5202480327
CGas Charges 51083550 0.000000 Therms 57.84
Total $7.84

Service For. 123 Main Street

Service Agreement D 5202490525
Electric Charges 1005719171 773.720000 KWh 5184.58

Total $184.58




SECTION 5 | Troubleshooting Web Services Errors

If you have shared meters with PG&E for Web Services, you should receive an email within 1-2 business
days indicating the success of your request and advising you of any error messages. Please follow the steps
below for resolution of each error message:

Invalid Service ID or Meter Number

The Service ID or Meter Number you entered is either incorrect or is not the most current one. If the meter is deemed

to be inactive, this refers to the last Service ID number that was active for the meter. Common causes of this error

include:

e Data entry error when typing in the Service ID number or Meter Number.

e Entering the Account ID instead of the Service ID number or Meter Number. To see where the Service ID and
Meter Numbers are on your bill, refer to the Frequently Asked Questions section at the end of this document.

e The Service ID number is not active, or in the case of an inactive meter, is not the Service ID number that was
most recently active. Make sure you have entered the current Service ID number for the meter.

Atfter verifying the correct Service ID or Meter Number, reshare the meter, making sure that the number you typed is

correct. See Section 5.3 for instructions on reauthorizing meters.

City Name Does Not Match ID Number

The city name of the property address does not match the city name on file for the meter identified. Most often, this
error is the result of a typo or using an abbreviation for the city name (e.g., entering “S.F.” instead of “San
Francisco”).

To correct this error, on the Details tab of the property profile, click Edit in the Basic Information box. Correct the
spelling of the city name, scroll down and click Update Property. After making this correction, reshare the meter.
See Section 5.3 for instructions on reauthorizing meters.

Meter Already Shared in Same Building

This error is the result of attempting to share multiple meters with the same Service ID number. After verifying the
correct Service ID number, reshare the meter, making sure that the number you typed is correct. See Section 5.3 for
instructions on resharing meters.

If you created a duplicate meter by mistake, you can delete the duplicate from the Meters tab in your property profile.
Next to the name of the duplicate meter, select Delete Meter from the Action drop-down menu. Click Continue on
the pop-up window to confirm the meter’s deletion.

Duplicate Meter ID

This error is the result of attempting to share multiple meters with the same Meter Number. After verifying the correct
Meter Number, reshare the meter, making sure that the number you typed is correct. See Section 5.3 for instructions
on resharing meters.

If you created a duplicate meter by mistake, you can delete it from the Meters tab in your property profile. Next to the
name of the duplicate meter, select Delete Meter from the Action drop-down menu. Click Continue on the pop-up
window to confirm you want to delete that meter.

Read Only
This error is the result of providing PG&E with Read Only Access for your meter instead of Full Access. See
Section 5 on resharing meters.

System Error
If you receive an email stating a system error is preventing PG&E from uploading your energy data, contact us at
benchmarking@pge.com for assistance.
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SECTION 6 | Changing Web Services Authorizations:
Share Additional Properties and Meters,
Reshare Meters, or Change Permissions

Sharing Additional Properties and Meters with PG&E’s Web Services

6.1 Once you are connected with PG&E (see Sections 3.1 - 3.5), you can share additional properties with PG&E
and share Web Services for their meters in a few easy steps. On the My Portfolio tab, under the Action
column, select Share with Others next to the appropriate property name.

h ENEHGY STAF{ Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
=2! Portfolio/\! .
=4 Portfoliolanager
MyPortfolio Sharing Planning Reporting  Recognition
Properties (4) Notifications (3)
<_ Matural Gas - Sharing request sent to Pacific Gas and Elechric Cancel
Company

<_ Electric Grid Meter - Sharing request sent to Pacific Gas snd Electric Cancel
Company
Source EUI Trend (kBtu/ft®)
<_ Demo Office Building sbridged - Sharing request sent to Pacific Gas Cancel

and Electric Company

200
N yproperties )
Fter b [view al rparies @[] [ searo

Create Group | Manage Groups

O 00z 2004 2008 2008 2010 2012 Name = Action
100 Design Demo Building Iwant to... j
Total GHG Emissions Trend (MtCO2e) P
ota missions lren e P Add/Edit Bills
Demo Office Building 2 Update Use Details
& Set Goals
Demo Office Building_Final
% \ Add to a Group
Demo Office Building_abridged Iwant to... :I
i
4 Tl | 3
6.2 Next, follow instructions in Sections 3.8 — 3.10 to connect the property’s meters with PG&E’s Web Services.
Resharing Meters
6.3a If the customer of record has changed for your meter, or you received an email with an error message for a

meter you previously tried to grant PG&E access to, you may need to reshare the meter.

From the property profile Summary tab, under the Action drop-down menu for PG&E, select Edit Settings
for Exchanging Data.

25



6.3b

MyPortfolio l Sharing Planning Reporting  Recognition

Demo Office Building_abridged Weather-Normalized

Source EUI (kBtu/ft?)

100 D:emo Drive, San Francisco, CA 94105 | Maplt
Portfolic Manager Property |D: 3838580 Primarily: Office Current EUI: N!A
fear Built: 2010

Baseline EUl:  N/A

Summary Details Meters Goals Design
P rty Profil Notifications
You haven't created a profile for your property yet. . Demo Office Building sbridged - Share scospted by | Clear |
Profiles are a way to supplement the information in Pacific Gas and Electric Company _
Portfolic with additional informaticn about
your property, including a photo.
" Creste Profile
) Sharing this Property
< | shared with: 3 Contacts
Source EUI Trend (kBtu/ft*)
Mame Permissions Action
Popp, Shannon Full Access
Company, Pacific Gas Exchange
&nd Eledric Data
—
002 2004 2008 2008 2010 2012 Edit Multiple Permissions

Click on the Edit link in the Exchange Data column.

MyPurtfoIio‘ Sharing l Planning Reporting  Recognition

Edit Sharing Permissions
The table below lists your property {ies) and the type of access you have granted to each person. You may make any necessary edits and click "Edit Permissions™.

sy [repmryvamelo]

Mame (1D} None ‘:‘5" Full Access Custom Access Exchange Data
¥ Demo Office Building sbridged (3638980}
Company, Pscific Gas and Elecric ® @ Edit

Edit Permissions Cancel
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6.3c Follow instructions in Sections 3.9b — 3.10 to finalize the reauthorization with the new or correct Service
ID/Meter Number(s).

Changing Permissions for Specific Properties and/or Meters

6.4 From the property profile Summary tab, under the Action drop-down menu for PG&E, you have two
options: Stop Exchanging Data or Edit Settings for Exchanging data.

6.4a To stop sharing your property and all of its associate meters with PG&E, select Stop Sharing Data.

ENERGY STﬂRf . Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out
=2 Portfoliol\/
MyPortfolio ‘ Sharing Planning Reporting  Recognition
- -
Demo Office Building_abridged ENERGY STAR Score
100 Demo Drive, San Francisco, CA 94105 = Map It ‘1 -1 UU}
Portfolio Manager Property ID: 3636980 | Primarily: Office Current Score: 86

Year Built: 2010

Baseline Score:

84
Summary I Details || Meters I Goals I Design
Property Profile Notifications
“You haven't created a profile for your property yet. “fou have no new notifications.
Profiles are & way to supplement the information in
Portfolio with iti infc about
your property, including a photo.
W Create Profile Sharing this Property
Shared with: 1 Contacts
Source EUI Trend (kBtu/ft*)
HName Permissions  Action
Company, Pacific Gas Exchange
| it to...
snd Electric Dsta wen [=]
| want to...
Edit Settings for Exchanging Data
Stop Exchanging Data

6.4b A pop-up window will appear to confirm that you want to remove PG&E’s access. Click Continue.

If you remowve access then Company, Pacific Gas and Electric will no longer be able to
exchange data with Demo Office Building. In order to resume exchanging data, you will have
to re-share Demo Office Building with Company, Pacific Gas and Elechric. Are you sure you
want to stop exchanging dats with Company, Pacifi and i

) (2D
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6.5a To share additional meters with PG&E or remove PG&E’s access to individual meters, select Edit Settings
for Exchanging Data.

MyPortfolio l Sharing Planning Reporting  Recognition
-\
Demo Office Building_abridged Weather-Normalized

I (| T
100 Deme Drive, San Francisco, CA 84105 Map It Source EUI (kBtu/ft®)

Portfolic Manager Property 1D: 3636580 Primarily: Office Current EUI: N!A
“fear Built: 2010

Baseline EUl:  N/A

Summary I Details I Meters I Goals I Design

Property Profile Notifications
“You haver't created a profile for your property yet. . | Demo Offics Building sbridged - Share acospted by | | glegr |

Profiles are a way to supplement the information in
Portfolic Manager with additicnal information about
your property, including a photo.

& Create Profile

Pacific Gas and Elechric Company

Sharing this Property
" R
Source EUI Trend (kBtu/ft*)
Name Permissicns  Action
Popp, Shannon Full Access

Company, Pacific Gas Exchange
and Eledric Data

Jewell, ShareDemo

2002 2004 2006 2008 2010 212

6.5b Click on the Exchange Data radio button.

M)'Purtfnliol Sharing l Planning Reporting  Recognition
\

Edit Sharing Permissions
The table below lists your property {ies) and the type of sccess you have granted to each person. You may make any necessary edits and click "Edit Permissions™.

oy
AL Full Access Custom Access Exchange Data

(o Access

¥ Demo Cffice Building sbridged (3638980)

Company, Pacific Gas and Eledric & @ Edit

Edit Permissions Canesl
|




6.5¢c A pop-up window with the Data Exchange Access Permissions will open. For meters for which you would

like to remove PG&E’s access, select the None radio button and continue with Sections 3.9¢c — 3.9d. For
new meters you would like to share, follow the steps outlined in Sections 3.9b — 3.10.

Company, Pacific G;S and Electric.

Company, Pacific Gas and Electric requires the following informaticn in order to provide services to your
property(ies). If you have any guestions about how to complete this information, please contact Company,
Pacific Gas and Elechic.

Froperty Cwner: + [ Mark Jewel Example: Jane Smith

Property Owner Name; Between 1 and 50 Characters Mors Information

Please select the permission level you would like to grant Company, Pacific Gas snd Elechric for Demo Office
Building sbridged for each category:

Full
* 1
Item Only - oe 1D Type

Property
Informaticn

¥ All Meter
Information

Natural
Gas

Notes:

6.6

If Exchange Data: Pending is displayed under the sharing Permissions for PG&E, your previous request has
not yet been processed. If it has been more than 2 business days, contact PG&E via email.

If you receive an error message when trying to share a property, it may mean that you are not the “Property
Owner” (i.e., the individual who set up the property profile). If the property has been shared with you, you are not
permitted to share it with other accounts or PG&E’s Web Services. You can determine who the “Property Owner”
is by going to the Sharing tab and scrolling down to Properties Shared with Me. Information on who shared the
property with you is provided in that table.

For newly shared or reshared properties and meters: When your request to exchange data is processed,
you will receive an email indicating for each meter whether it was successfully validated or produced an
error. You should receive this email within 1-2 business days.

For meters that have been successfully validated, PG&E will populate up to three years of energy data for
that meter, with the following exceptions:

The meter has existed less than three years (e.g., a new building).

The customer of record for the meter billing data has changed. In that case, only data for the current
customer of record will be provided. The “customer of record” is determined by the actual customer, not
the Account ID, Service ID or Meter Number.

e [f there are existing meter entries that were entered manually, PG&E’s Web Services will not overwrite
them; instead, entries will only be populated going forward from the last manual entry.

o ‘“Date Meter became Active” field is incorrect. This is a new field in Portfolio Manager. We have found
that some meters previously shared using the now-obsolete ABS system are incorrectly entered,
preventing the full three years of history from populating. Under the Meters tab, select Edit Basic
Meter Information under the Action drop-down menu. Make sure the Date Meter became Active
field is set to a date more than three years ago.

For meters that have been successfully validated, PG&E will update the meter with new entries as new
billing data becomes available, with the following exceptions:
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e If the meter becomes inactive, PG&E will automatically mark it as inactive in Portfolio Manager. If it is
reactivated under the same customer it will start updating again.

e If the customer of record for the meter changes, PG&E will stop updating the meter. To continue
receiving new meter entries, you will need to reshare that meter with PG&E. See Section 5.3 on
instructions for reauthorizing meters.

If, after 2 business days, you have not received an email and your meter data has not been populated,
please send an email to PG&E and include your Portfolio Manager username and a list of the specific
properties and meters that require attention. If you receive an email with error messages, refer to Section 4
for troubleshooting instructions.

For unshared properties and meters: If you have unshared your property with PG&E, that means that
PG&E will no longer update any meters for that property, but any existing meter entries will not be removed
from Portfolio Manager.
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SECTION 7 | Frequently Asked Questions (FAQs)

Where can | find the Account Number, Service Agreement ID and Meter ID for my meters?

For Property Owners: The Meter ID is likely more accessible for you. Use the Meter Number located on the physical
Meter at the property to configure Web Services.

For Customers of Record for each Meter: All of this information can be found on the customer of record’s monthly
bill. Each meter has a Service Agreement ID (SA ID) number and a Meter Number. Either number can be used to
configure Web Services. You can find the Account Number at the top of each page of your bill. You can find the
Meter Numbers for each meter in the “SUMMARY OF YOUR ENERGY RELATED SERVICES” (shown below) or the
“GAS SERVICE CHARGES” and “ELECTRIC SERVICE CHARGES?” portions of your bill. Please review your bill
closely as you may have multiple Account Numbers, Meter Number’s, and Service Agreement ID’s. You can also use
PG&E’s online tool, MyEnergy, to identify your Account Number(s), Service Agreement ID number(s), and Meter
Number(s).

Account No: 1234567890-1

. ENERGY STATEMENT Statement Date:  08/28/2013

L www.pge.com/MyEnergy Due Date: 09/16/2013

Service For: Your Account Summary

Please see details page Amount Due on Previous Statement $227.82
Payment(s) Received Since Last Statement -227.82
Previous Unpaid Balance 50.00

Questions about your bill? Current Electric Charges $184.58
Current Gas Charges 7.84

24 hours, 7 daysiwk 1-800-468-4743

Business Specialist available:
MLjFI?am—?:SO[;mI, Sa;’T'am_Ekam Total Amount Due by 09/16/2013 $192.42

www . pge.com/MyEnergy

Account No: 1234567890-1

. ENERGY STATEMENT Statement Date:  08/28/2013

L www.pge.com/MyEnergy Due Date:  09/16/2013

Summary of your energy related services

Meter Number Usage Amount
Service For: 123 Main Street
Service Agreement |D: 5202490327
Gas Charges 51083650 0.000000 Therms 57.84
Total $7.84
Service For. 123 Main Street
Service Agreement D) 5202490525
Electric Charges 1005719171 773.720000 KWh 5184.58
Total $184.58

How long will it take for my Portfolio Manager account to receive meter data after | sign up for Web Services?

New meter authorizations should be processed within 1-2 business days. If it has been more than 2 business days
and you are still not receiving data, please refer to the Troubleshooting information in Section 4 of this document.

New meter entries are uploaded to Portfolio Manager once per month. There may be a lag time between receiving
your monthly PG&E bill and seeing the new data in Portfolio Manager. If it has been more than one month and your
meter data has stopped updating, please contact PG&E.
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What if my building has meters that belong to other customers, such as separately metered tenants in a
multi-tenant office building?

To benchmark, you will need to obtain energy use data for all of the meters in your building(s). To configure Web
Services, use the Meter Number located on each physical meter at your property. To receive data for each meter,
you will need to authorize PG&E to release your own data to Portfolio Manager. You also need to have each tenant,
or PG&E customer of record, complete the Portfolio Manager Web Services Data Authorization form to release the
data to the Property Owner for each meter. This form is available online (as of December 2013) or as a PDF, both
versions can be found on the PG&E Benchmarking Web site (www.pge.com/benchmarking). The customer of record
may submit the online form directly online. The paper form must be completed and signed by the customer then
emailed to benchmarking@pge.com. There is no confirmation of receipt of the Portfolio Manager Web Services Data
Authorization form.

NOTE: The Portfolio Manager account must be created and shared with PG&E before the customer authorization
process is completed.

Why did | receive less than one year of meter data when | signed up for Web Services?

For meters that have been successfully connected, PG&E will populate up to three years of energy data for that
meter, with the following exceptions:

e Meter has existed less than one year: If the meter has existed for less than one year, and you are receiving an
error that the meter has less than one full year of energy data, you need to correct the Date the Meter became
Active field. On the Meters tab, select Edit Basic Meter Information under the Action menu. Update the Date
the Meter became Active field to the correct date. This will disable the “full year of data” verification.

e Change in Customer of Record: In order to protect customer privacy, PG&E will not send meter entries that were
billed under a previous Customer of Record.

e Existing meter entries: If you have manually input entries for the meter before authorizing Web Services, PG&E
will only populate additional entries following the most recent one that you entered. For example, if your last entry
was for September 1 through October 1, PG&E will only provide data starting after October 1. This prevents the
creation of duplicate meter entries and ensures that you do not accidentally lose any of your previous work.

e “Date Meter became Active” field is incorrect. This is a new field in Portfolio Manager. Some meters shared
previously under the now-obsolete ABS system are incorrectly populated, preventing the full three years of
history from populating. Under the Meters tab, select Edit Basic Meter Information under the Action drop-
down menu. Make sure the Date Meter became Active field is set to a date more than three years ago.

Why have my meters stopped updating?

For meters that have been successfully validated, PG&E will update the meter with new entries as new billing data
becomes available, with the following exceptions:

e The meter becomes inactive. If it is reactivated under the same customer, it will start updating again.

e The customer of record for the meter changes. To continue receiving new meter entries, you will need to reshare
the meter with the most current Service ID number or Meter Number. While the Meter Number has not changed,
Web Services will not update the meter until the Meter Number is re-entered and Exchange Data is requested.

There may be a short lag time between receiving your monthly PG&E bill and seeing the new data in Portfolio
Manager. If, after one month, your meter data has stopped updating and you do not believe the above reasons apply,
please contact PG&E.

Why am | getting an “overlapping meter entries” error message?

Portfolio Manager requires that meter entries do not overlap by more than one day. You may be getting this error for
one of the following reasons:

* Before signing up for Web Services, you had previously entered meter data manually and the start and end dates
did not accurately match the meter read cycle. For example, if you entered 1/1/12—1/31/12 when the actual meter
reading was for 12/25/11-1/24/12, you will want to correct this by editing the meter entry start and end dates.

» The meter had a bill that was rebilled either due to an error or an estimated bill. Web Services will update the meter
with the new bill, but the previous bill will not be removed. To correct this, delete the original bill entry that was
corrected. If you are not sure which entry to delete, contact PG&E.

Why doesn’t my building have an ENERGY STAR® score?

To find out why your facility does not have a score, click on the link that says “N/A” in the box titled Weather-
Normalized Source EUI (kBtu/ftz). For a more detailed explanation, refer to the Portfolio Manager Help Web page.
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h ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

o~ = nn
Portfolio/\Vlanager®

MyPortfolio
Demo Office Building_abridged Weather-Normalized
100 Demo Drive, San Francisco, CA 84105 | Map It et {kBthﬂ.’,
Portfolic Manager Property |D: 36238880 | Primarily: Office Current EUI: N/A
Year Built: 2010
Baseline EUI:  N/A
Summary Details Meters Goals Design

Property Profile Notifications
‘You haven't oreated a profile for your property yet. » Demo Office Building sbridged - Sharing request
Profiles are a way to supplement the informaticn in - sent to Pacific Gas and Elechric Company

Portfolic B ger with additi in ion about

your property, including a photo.

Cancel

Create Profile

Sharing this Property

If the customer of record changes for a meter associated with my property, how do | continue to get data
uploads for that meter?

If the customer of record changes for a meter (ie. a tenant moves out of a location, and a new tenant moves in),
PG&E will stop uploading the usage information for the meter, due to data privacy concerns. In order to continue
data upload for this meter, the Portfolio Manager customer must reshare the meter with the new Service ID assigned
to the new customer of record. Please see section 5.3a of the Benchmarking Guide for instructions on how to
reshare the meter(s).

What building types are eligible to receive an ENERGY STAR score and what is required to earn the ENERGY
STAR label?

There are more than 15 “ratable” space types eligible to receive an ENERGY STAR score of 1-100. A ratable
building that receives a score of 75 or higher may be eligible to receive an ENERGY STAR label provided that certain
other criteria are met.

There are more than 50 additional space types for which EPA provides weather-normalized national average energy
use intensity (EUI) for comparison purposes.

Space types that do not qualify for either a 1-100 rating or a weather-normalized national average EUI can still use
Portfolio Manager to calculate a weather-normalized EUI. This metric allows a property to measure and track its own
energy performance over time.

How do | handle net energy meters and on-site generation in Portfolio Manager?

All energy used by a building must be entered in Portfolio Manager, including on-site generation. If your on-site
generation (e.g., solar, wind, etc.) is grid-connected, then it will have a “net energy meter” and be billed for the net
amount (energy consumed less energy generated). For example:

e If the building uses 1000 kWh and generates 400 kWh, the net amount billed will be 600 kWh.

The meter data entered in Portfolio Manager via Web Services will reflect only this net amount. The meter does not
record the output of the on-site system. Portfolio Manager requires that net energy meters be entered as two
separate meters:

e One meter for On-Site Generation: This is the amount generated by the on-site system. PG&E does not have
this data; you will need to collect it from the monitoring system or inverter readings and enter the data manually.
In the above example, the amount entered for this meter should be 400 kWh.

e One meter for Grid Purchase: This is the amount of electricity consumed by the building in addition to the on-
site generation. This is the amount purchased from PG&E and can be found on your monthly billing statement.
Web Services can be used for this meter so that the usage is automatically uploaded on a monthly basis.
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Because Portfolio Manager calculates scores using source energy, renewable energy generated at the building will
result in a higher ENERGY STAR score than the same quantity (kWh) of energy purchased through the grid. More
information on On-Site Renewable Energy is available in the Portfolio Manager Online Help.

Why is Pacific Gas and Electric Company not showing up when | search under Add Contacts?

If Pacific Gas and Electric Company does not appear in your search, it may be because you have previously
connected with PG&E. To verify whether you are connected, go to “Contacts.” Because of the naming convention
within Portfolio Manager, PG&E is filed as “Company, Pacific Gas and Electric” and will appear under the “C”
listings.

If PG&E (Company, Pacific Gas and Electric) is not listed under your contacts, make sure you are searching for
“Pacific Gas and Electric”. Searching for “PG&E” does not work.

| completed and submitted the Portfolio Manager Web Services Data Authorization form, but nothing has
happened. When will the information show up in Portfolio Manager?

The Portfolio Manager Web Services Data Authorization form should be used to get permission from customers to
use their meter for Web Services if you are a third party. You will still need to register a Portfolio Manager account,
create a facility profile, add meters and enroll the meter(s) in Web Services as described in Sections 1-3. After the
meters have been shared with PG&E, have your tenants, or PG&E customers of record, complete the Portfolio
Manager Web Services Data Authorization form. There is no confirmation of receipt for this form.

How can | improve my ENERGY STAR® score?

PG&E wants to help you improve your score! To find out more about our many programs that can help you save
energy and money, check out PG&E’s My Business Web page, or call our Business Customer Service Center at 1-
800-468-4743. Energy audits and cash incentives for new equipment are just some of the many services we offer.

Where can | get more help?

For questions related to ENERGY STAR Portfolio Manager, log in to your account, then check the Help link, located
on the top right corner of any screen. Questions can also be emailed to ENERGY STAR. If you have questions or
need further help with PG&E’s Web Services, please email PG&E at benchmarking@pge.com.

PG&E also regularly offers hands-on benchmarking workshops. To register for upcoming workshops, visit
www.pge.com/pec/classes.

Helpful Web Sites

PG&E’s Benchmarking Web site: www.pge.com/benchmarking

ENERGY STAR Portfolio Manager Login page: www.energystar.gov/portfoliomanager

PG&E’s My Business Web site: www.pge.com/mybusiness

“PG&E’ refers to Pacific Gas and Electric Company, a subsidiary of PG&E Corporation. ENERGY STAR and the ENERGY STAR
mark are registered U.S. Trademarks

© 2013 Pacific Gas and Electric Company. All rights reserved. This program is funded by California utility customers and
administered by PG&E under the auspices of the California Public Utilities Commission. October 2013 CLB-1013-2315.

34


http://www.pge.com/benchmarking
http://www.energystar.gov/portfoliomanager
http://www.pge.com/mybusiness
http://www.pge.com/pec/classes
mailto:benchmarking@pge.com

	How to Benchmark Your Building
	OVERVIEW
	TABLE OF CONTENTS
	SECTION 1 | How to Register a Portfolio Manager Account
	SECTION 2 | How to Create a Property Profile
	Adding Another Type of Use
	Setting up Energy Meters

	SECTION 3 | How to Enroll in PG&E’s Web Services
	Past Meter Energy Data
	Monthly Updates

	SECTION 4 | Customer Authorization
	SECTION 5 | Troubleshooting Web Services Errors
	Invalid Service ID or Meter Number
	City Name Does Not Match ID Number
	Meter Already Shared in Same Building
	Duplicate Meter ID
	Read Only
	System Error

	SECTION 6 | Changing Web Services Authorizations: Share Additional Properties and Meters, Reshare Meters, or Change Permissions
	Sharing Additional Properties and Meters with PG&E’s Web Services
	Resharing Meters
	Changing Permissions for Specific Properties and/or Meters

	SECTION 7 | Frequently Asked Questions (FAQs)
	Where can I find the Account Number, Service Agreement ID and Meter ID for my meters?
	How long will it take for my Portfolio Manager account to receive meter data after I sign up for Web Services?
	What if my building has meters that belong to other customers, such as separately metered tenants in a multi-tenant office building?
	Why did I receive less than one year of meter data when I signed up for Web Services?
	Why have my meters stopped updating?
	Why am I getting an “overlapping meter entries” error message?
	Why doesn’t my building have an ENERGY STAR® score?
	If the customer of record changes for a meter associated with my property, how do I continue to get data uploads for that meter?
	What building types are eligible to receive an ENERGY STAR score and what is required to earn the ENERGY STAR label?
	How do I handle net energy meters and on-site generation in Portfolio Manager?
	Why is Pacific Gas and Electric Company not showing up when I search under Add Contacts?
	I completed and submitted the Portfolio Manager Web Services Data Authorization form, but nothing has happened. When will the information show up in Portfolio Manager?
	How can I improve my ENERGY STAR® score?
	Where can I get more help?
	Helpful Web Sites





