Understanding
Your Building's

Energy Performance

A Step-by-Step Guide to Benchmarking Using
Portfolio Manager

Overview

The Environmental Protection Agency’s (EPA) ENERGY STAR® Portfolio Manager is a free online tool you can use to
measure and track energy and water consumption, as well as greenhouse gas emissions—all in a secure online
environment.

Southern California Edison (SCE) has created this document to provide step-by-step instructions for registering to
access energy usage data on Portfolio Manager to benchmark your buildings. Benchmarking enables you to
compare your building’s energy performance with that of similar buildings. All building types can be entered into
Portfolio Manager, resulting in energy and water benchmark values.

Some buildings will also receive an ENERGY STAR score, indicating energy efficiency on a 1-100 scale, with 1 being
low and 100 being high. A score of 75 or better indicates top performance and means your building may be
eligible to earn the ENERGY STAR label and recognition. For the building types that currently are not eligible to
receive this score, EPA provides a list of reference energy performance targets which are based on the median
energy use calculated across similar types of buildings.

Property/Building Registration Process
You begin the registration process by:

e  Registering for a SCE.com account (if you do not already have one)
e  Setting up your property(ies)/building(s).
e Identifying building tenants.

Once the registration process is complete on SCE.com, you receive an alpha-numerical Data Sharing Key. This key is
entered when you set up your account in Portfolio Manager. The Data Sharing Key enables the building’s energy
usage data to transfer from SCE to Portfolio Manager. Initially, this will be the most recent 24 months of your
building’s electric energy use. Thereafter, monthly energy data will be added automatically.

This guide will walk you through the process of registering to benchmark your building(s) on SCE.com and on
Portfolio Manager.
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Links and Resources

e  SCE’s Benchmarking Website: www.sce.com/benchmarking

e  SCE Benchmarking Email: benchmarking@sce.com

e ENERGY STAR’s Portfolio Manager Benchmarking Website: www.energystar.gov/benchmark

e  Forgeneral ENERGY STAR Portfolio Manager questions visit www.energystar.gov/buildingshelp.

e  For more information about compliance with the AB 802 Building Energy Benchmarking Program, visit
http://www.energy.ca.gov/benchmarking/.
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Gather Data for Benchmarking

The gathering of required data to benchmark a building(s) is usually the most laborious of all steps, as well as the step
that requires the most accuracy. Incorrect data may lead to incorrect benchmarking results. This section outlines some
of the information you will need to register your property(ies) and building(s

Property Information
A. Identify the property(ies) and the number of buildings on each property.

B. Note each property’s name, street address, ZIP/postal code, year property was built.

Building Information

A. Note the street address and ZIP/postal code of each building on the property. If a building is part of a
multi-family dwelling, do not include apartment or unit numbers.

Identify the building type (e.g., commercial or residential) for each building on the property.
Identify the number of tenants in each building on the property.

Gross floor area in square feet of each building on the property.

mo o0

Property use details (e.g., weekly operating hours, number of computers, number of workers on the main
shift, etc.) that are specific to the property. See http://www.energystar.gov/buildings/tools-and-
resources/list-portfolio-manager-property-types-definitions-and-use-details for specific data needed for
your property type.

Other Information

A. Collect the additional information you may need to complete the registration process.

« Email Address
Unless otherwise specified, SCE will use your Primary Email Address to communicate with you
during the registration process. IMPORTANT: When sharing the SCE.com account with
others for benchmarking purposes, it is advisable to set up a unique User ID and
Password — one that is not associated with an individual. If the User ID or password is
lost, SCE cannot retrieve it.

If you have any questions, email benchmarking@sce.com.

You now have all the information you need to benchmark your building. Proceed to Step 2.
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Create a SCE.com Account (if you do not have one)

NOTE All screen shots are shown below the text describing the screen.

Tip: If you have the ability to have two screens on your computer open at the same time, keep this
step by step guide open while you enter information on SCE.com and in the Portfolio Manager.

1. Open SCE.com.
The SCE.com Home page displays.

2. Navigate to the right to For Business.

SOUTHERN CALIFORNIA Outages & Save Clean Energy & For
EDISON Safe Mone Efficienc Business = 9
ty y y

WHAT DOES
MY ELECTRIC
BILL PAY
FOR?

Find out how your bill helps improve
the electric grid's reliability, resilience
and readiness.

LEARN MORE [
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3. Scroll down and select Business Resources.

SOUTHERN CALIFORNIA

ON Outages & Safety = Save Money  Clean Energy & Efficiency  For Business

For Business

Smart Energy & Save Costs & Rates & Financing Business
Solar Energy Business Rate Plans Community
Solar for Business Savings Strategies for Rate Comparison Tool Resources
EVs for Business Businesses Energy Efficiency IBusmess Resourcesl
Energy Efficiency Enroll in Cost Savings Financing Options Busmess Consulting | Business Resaurces
Programs Programs Services
Economic Energy Education
Development Centers
Assistance Workforce
Savings By Business Development
Type

4. From Business Resources, select Benchmark Your Building.

N SOHBRIN?BRFQ- QOutages & Safety  Save Money  Clean Energy & Efficiency  For Business Q

| BUSINESS RESOURCES’

For Business 7 Business Community Resources

Manage energy use and costs with helpful tools and resources for your business, designed to help you maximize efficiency and
savings. Find tools for benchmarking, financing, tax forms, rate plan comparison and more, including dedicated resources for small
businesses. See the latest in energy management technologies at SCE's Energy Education Centers in Irwindale and Tulare that could
make your business more efficient. Review workforce development information to help develop a skilled workforce to support the
clean energy future. Benchmark your building's energy performance against other buildings, track energy use and verify
improvements for building managers, contractors and tenants.

Benchmark Your Building 5
Compare energy performance and identify savings.

The Benchmarking landing page displays that guides you through the registration process.

Revised 03/30/2026 | Page 6 of 57



Understanding Your Building's Energy Performance
A Step-by-Step Guide to Benchmarking Using Portfolio Manager

You must be registered on SCE.com first before beginning the Benchmarking Portal registration
process.

NOTE

Going forward, references to a building owner include a consultant/agent acting on behalf of the
owner.

BENCHMARK YOUR”

For Business 7 Business Community Resources s Business Resources

What Is BenchMarking?

Benchmarking is a way to measure your building's energy performance and compare it to other buildings using ENERGY STAR® Portfolio Manager®.
[Cll

Portfolio Manager will score your building from 1 to 100, allowing you to track energy use and verify improvements for building managers, contractors
and tenants.

Ready to get started?

Begin by logging in with your SCE.com User ID - or register if you don't have one - to access your Benchmarking Dashboard. You can then create
profiles for your properties and buildings. !

5. Sign into your SCE.com account or register for one if you do not have one.

Begin by logging in with your SCE.com User ID - or register if you don't have one - to access your Benchmarking Dashboard. You can then create
profiles for your properties and buildings.

Log Into SCE.com Create New Account
Email *
Enter your Email address ‘
O This field cannot be left blank Register Now> é‘_
=
OR g
Password *
Enter your password © ‘

@ This field cannot be left blank

\:| Remember me

Forgot Password?

LOG IN
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5a. If you have an SCE.com account, Log In and proceed to the next section, Step 3: Enter Property/Building

Information.

5b. If you do not have an SCE.com account, click Register Now and complete the registration process after reading

the Tip below.

Begin by logging in with your SCE.com User ID - or register if you don't have one - to access your
Benchmarking Dashboard. You can then create profiles for your properties and buildings.

Log Into SCE.com Create New Account
Email *
‘ Enter your Email address ‘
@ This field cannot be left blank Register Now>
OR
Password *
‘ Enter your password © ‘

@ This field cannot be left blank

D Remember me

Forgot Password?

LOG IN

When registering for an SCE.com Benchmarking account, you are directed to a page that enables you to set up
a User ID and Password.

To Register for a New SCE.com User ID for Benchmarking

6. Enteryour First and Last Names.
Tip: It is recommended that you set up a unique User ID (email) and password when sharing the account.
Use an email address that is both shared and checked frequently and a password that can be shared. If the
User ID or password is lost, SCE cannot retrieve it. Also, ensure that the email address you plan to use has not
been previously registered as a SCE.com user ID.

7. Enter an Email Address.

8. Enter a Password.

9. Confirmyour new Password.

10. Click Next.
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Provide Info Verify Email

Register a New SCE.com User ID for Benchmarking
Required Field(s): First Name, Last Name, Email Address and Password.

Enter Your Name

First Name

Last Name

¥eqpas4

Create a User ID

Email Address

Password Show

Show

Confirm Password -

Cancel X Next >

The Terms and Conditions window displays.

11. Read the Terms and Conditions, and then click | have read and agree button.
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Banckhmaior 0 Hd_lul!_.l-*;_l‘.lr_:ll

Register to start benchmarking your
building(s).

) Data connot be shared Sor busidngs with less than 5 lenants If any tenant is residential

Please review and agree to the SCE Terms & Conditions for
benchmarking.

Print

1 General & Eligibility,
» SCEs onling Automaind Benchmarking Service aliows SCE o alectromcaily upload your
Daldine's aqoregated ensngy usage, &S well 3500 view, (redls, aoress and modify such
data in e Environmental Protaction Apancy (EPA) Portfiolio Manager databasa

s Touwss ihs sarves, you undersland Thal you must Ba tha buillding owner o the aulbareaed
repramariative o ha baibden ewrar of (b buildngs dasgrated |"Duidegs™), and yeu
iy e required o provide peood of Buldng owserihp prod 1 atosssng dala. You
represan that you ane e ownar, o authonzed represantalive of the penaer, of thesa

Buidings

12. You will be asked to verify your new account set up. Request a code by text or phone call.

Log Into SCE.com
@ y@aol.com

% Verify with Your Phone

Send a code via SMS to +1 XXX-XXX-0
Carrier messaging charges may apply

RECEIVE A CODE VIA SMS

RECEIVE A VOICE CALL INSTEAD ‘

Verify with something else
Back to sign in
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13. Enter the code and click VERIFY.

Log Into SCE.com
@ y@aol.com

% Verify with Your Phone
A code was sent to +1 XXX-XXX-
Carrier messaging charges may apply

Enter Code *

VERIFY

Verify with something else
Back to sign in

Log Into SCE.com
@ @aol.com

% Verify with Your Phone

Haven't received an SMS? Send again

A code was sent to +1 XXX-XXX- 0
Carrier messaging charges may apply

Enter Code *

VERIFY 1|
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14. After you verify your account, you are directed to the Benchmarking login page.

Begin by logging in with your SCE.com User ID - or register if you don't have one - to access your
Benchmarking Dashboard. You can then create profiles for your properties and buildings.

Log Into SCE.com Create New Account
Email *
‘ Enter your Email address ‘
O This field cannot be left blank Register Now>
OR
Password *
‘ Enter your password o ‘

O This field cannot be left blank

D Remember me

Forgot Password?

LOG IN

15a. If you have an SCE.com account, Log In and proceed to the next section, Step 3: Enter Property/Building
Information.

15b. If you do not have an SCE.com account, click Register Now and complete the registration process.
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)
i i ) |

Enter Property/Building Information

1. Ifnotloggedinto SCE.com go to For Business > Business Resources > Benchmark Your Building.
2. LogIn with your SCE.com User ID and Password.

The Benchmarking Dashboard displays.
3. Click Add Property.

The Add Properties & Buildings window displays.

SOUTHERN CALIFORNIA

EDISON
Energy for What's Ahead" Q Search
Quick Services A Benchmarking Dashboard
My Account — Home > Data Sharing & Download >Benchmarking Dashboard
Profile Settings

S Benchmarking Dashboard

Outages & Safety A

Save Money A

Use this dashboard to create and manage all the properties and buildings whose usage data you want to have
Clean Energy & A automatically uploaded to ENERGY STAR® Portfolio Manager®.
Efficiency

For Business 4 RGOV | What's this ? >
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Note the alert in the snapshot below that data cannot be shared for buildings with less than 5 tenants if any tenant is
residential.

4. Enterthe Property Name.

5. Select “Combine Data from All Units”. Click Next.

= Jesison

Energy for What's Ahead Q Search

@ : ;
=8 Add Property

@) Data cannot be shared for buildings with less than 5 tenants if any tenant is residential.

Property Name What is this 2 >

” Enter Property Name ‘l

Data Aggregation Preference What is this ? >

| @ Combine Data From All Units [} |

‘ O Separate Owner Data from Aggregated Tenant Data ‘

Cancel X < Previous

The next window that displays shows the property entered and provides a button to Add a Building(s).
6. Click Add A Building.

Add Properties & Buildings

v (> ] 3
Add Buildings

Property : Test Guide

No buildings added yet.

@ Add A Building >

Cancel X < Previous Next
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The Add Buildings window displays.

NOTE Beginning in 2018 and annually thereafter, a covered commercial building that has more than
50,000 square feet of gross floor area and no active residential utility accounts must register due
to the AB 802 Public Disclosure requirement.

Beginning in 2019 and annually thereafter, a covered building where there are 17+ residential
active utility accounts and more than 50,000 square feet of gross floor area must register due to
the AB 802 Public Disclosure requirement.

The data obtained for covered buildings that are required to register must be reported to the
Energy Commission.

7. Enter a Building Name.

8. Click Yes if you are adding this building to comply with the Building Energy Use Benchmarking and Public
Disclosure Program. Click No if not.

9. Click Add This Building.

Add Properties & Buildings

v (2] 3
Add Buildings

Property : Test Guide

No buildings added yet.

Building Name What is this ? >

| Test Guide (] ||

Are you adding this building to comply with the Building Energy Use Benchmarking and Public
Disclosure Program?

| ® o |
O |
Cancel X © Add This Building
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The next window displays the added building to the property.

10. Continue adding buildings to the property by clicking Add Another Building, or click Next when finished
adding buildings.

SOUTHERN CALIFORNIA

EDISON

Energy for What's Ahead Q, Search

Add Properties & Buildings

v (] 3
Add Buildings

Property : Test Guide

Building(s) added to this property :

Test Guide X
© Add Another Building
Cancel X < Previous

After clicking Next, the Enter Addresses window displays.
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Add Building Addresses

The following instructions provide a guide to entering addresses for buildings.

4 Buildings with multiple addresses: Enter each address that applies to the building. Example: A
commercial building with unique addresses for each business renting space (e.g., 123 Any Street, 125 Any
Street, 127 Any Street).

4 Buildings with multiple units or apartments: Enter one address for each building without identifying
tenant units or apartments. Example: An apartment building with multiple units (e.g., 123 Any Street
instead of 123 Any Street, Unit A, 123 Any Street, Unit B). You can select the tenants that live at the
specified address. You do not need to identify the address for the individual units.
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4 Apartment complexes with multiple buildings: Enter addresses for each building in the complex, but not
the units within a building. Example: An apartment complex with 26 buildings, each with 12 units —
addresses are entered for the buildings (e.g., 123 Any Street Bldg R, 123 Any Street Bldg S, etc.) but not
the individual units. Tenants are selected based on the building address.

4 Buildings with both multiple addresses and units or apartments: Enter the unique address(es) separately
and the units or apartments under one address. Example: A high-rise apartment complex with multiple
dwellings (one address) and cleaners, deli, and pharmacy within the building, each with different unique
addresses (e.g., dwellings: 123 Any Street; businesses: 124 Any Street, 125 Any Street, and 126 Any
Street).
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11. Click Add An Address. .
v v ®

o Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address located
on the customer's SCE bill. For additional help please contact us before completing this step.

Property: Test Guide

Add all addresses associated with your property

© Add An Address
Cancel x < Prem

The Enter Addresses window displays.

12. Enter the Service Address for the property.

o Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address located
on the customer's SCE bill. For additional help please contact us before completing this step.

Property: Test Guide

Add all addresses associated with your property

Service Address

Enter your Zip Code
Zip Code ‘

The Dashboard will guide you as you enter each part of the address (Zip Code, City, Street Number and Street Name).
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13. Click Next.

Once the correct address is selected and you click Next, a window displays for you to confirm the address.

You can click the Incorrect Address? button to edit the address if needed.

14. If the address is correct, click Next.

o Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address located
on the customer's SCE bill. For additional help please contact us before completing this step.

Property: Test Guide

Add all addresses associated with your property

Service Address

If this is the correct address, select "Next” to continue.

1515 AVE
- CA 91770

Incorrect Address?

Cancel X < Previous
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After adding an address, you are returned to the window where you can click Add An Address, if applicable.

o Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address located
on the customer's SCE bill. For additional help please contact us before completing this step.

Property: Test Guide

Addresses added to this property:

1515 AVE X

© Add An Address

Cancel X LECTN  suomit> |

15. Add any additional property/building addresses as applicable.

16. Click Submit when finished adding addresses.

o Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address located
on the customer's SCE bill. For additional help please contact us before completing this step.

Property: Test Guide

Addresses added to this property:

1915 AVE x

© Add An Address
Cancel X < Previous Submit > |
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A Building(s) and/or Address(es) can be removed as desired by clicking the X next it in the building
NOTE . . ;
and/or address confirmation window.

o Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address located
on the customer's SCE bill. For additional help please contact us before completing this step.

Property: Test Guide

Addresses added to this property:

1515 AVE

© Add An Address

Cancel X < Previous

¢ Enter Addresses

You will be unable to add or edit addresses after this step.

If you are having trouble locating an address in our system, please refer to the Service Address

located on the customer's SCE bill. For additional help please contact us before completing this
step.

Property: XYZ Property

Addresses added to this property:
9406

a407

X
© Add An Address
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Once all property/building addresses have been entered and submitted, the Property Profile Confirmation
window displays.

17. Click Return to Dashboard.

Property Profile Confirmation

Your property profile has been saved.
Print

Please return to the Dashboard to begin assigning tenants to each of the buildings you have just created.

Property

Property Name Test Guide

Property ID 22675

Buildings Added 1

Associated Addresses 1515 . AVE

- 91770

Return to Dashboard »

The Benchmarking Dashboard displays. Note that you can continue to add a Property or Building as required.
Also note that Action is Required (Add Tenants) for each building to complete the registration. Adding tenants
is described in Step 4 beginning on the next page.

Benchmarking Dashboard

Home > Data Sharing & Download >Benchmarking Dashboard

Benchmarking

Dashboard

Use this dashboard to create and manage all the properties and buildings whose usage
data you want to have automatically uploaded to ENERGY STAR® Portfolio Manager®.

© Add property What's this ? >

Test Guide ROSEMEAD,CA 1 Buildings R
Action Required 91770
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oo
|| § )

Building Tenant Set-up

Tenant Authorization (if required)

Commercial buildings with fewer than three (3) tenants need tenant consent before the registration process can
be completed.

NOTE At this time, residential buildings with fewer than five (5) tenants cannot register to benchmark data
via Portfolio Manager.

Also, mixed use buildings with fewer than five (5) residential tenants cannot register to benchmark
data via Portfolio Manager.

If Tenant Authorization is required, a button is provided on the Data Sharing Key confirmation page to download
an Authorization Form. This form can be given to your tenant(s). A link to instructions on completing the form is
also provided.

You will still receive a Data Sharing Key for each building set up and can create and set up an account in Portfolio
Manager for each building, but no data will be shared until all authorization forms are received and approved.

If Tenant Authorization is not required, you will not see the button and link.
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This section outlines the steps for setting up tenants in the Benchmarking Portal. If not logged in, navigate to the
Benchmark Your Building log in page on SCE.com, and Log In.

The Benchmarking Dashboard displays.
1. Onthe Benchmarking Dashboard, click the down-arrow next to a Property to display its buildings.

There may be multiple property blocks with their associated buildings, depending on the number of properties
and buildings you set up in the previous Step.

2. Inone of the building blocks, click Add Tenants.

Benchmarking Dashboard

Home > Data Shanng & Download >Benchmarking Dashboard

Benchmarking

Dashboard

Use this dashboard to create and manage all the properties and buildings whose usage
data you want to have automatically uploaded to ENERGY STAR® Portfolio Manager®.

© Add property What's this ? >

N Test Guide ROSEMEAD,CA 1 Buildings * | 1
s W] Action Required 91770

4

Edit

Add Building What's this ? >

Test Guide 0 Meters
ACTION REQUIRED

Add Tenants >

Close X
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NOTE Blocks are color-coded: red means that action is required, and green means no action is required.

The Select Tenants window displays.

3. Expandthe applicable address block to see all tenants and their meters associated with the address.

EDISON

Energy for What's Ahead” Q search

Profile | Data Sharing | Overview

Select Tenants

Select Tenants
Assign tenants to your building(s).

Building 1
Meters Selected: 0 Done

Select tenants per address:

A 3
9406
|:| Select All
Displayed
I:I D . Unit Meter: ACTIVE
remrires | GOR
‘ 9407 ~ ‘

Cancel x

The expanded address displays a list of all building tenants at the address.

4. Check the boxes next to each tenant (Active and Inactive), or check the Select All Displayed checkbox if all
tenants displayed are associated with the building.

Home = MySCE > Data Sharing

Select Tenants

Assign tenants to your building(s).

XYZ Property 5
Done
Meters Selected: 25
Select tenants per address:
9406
v Select All
[ e, ©
=4 Unit 108 Meter: ACTIVE
,,,,,,, s
(4 Unit200  Meter: ACTIVE
HHHHHH 2 .
E.\/ Unit 206 Meter: ACTIVE
,,,,,, o
(4 Unit206  Meter: ACTIVE
,,,,,,, -
~ . Unit 112 Meter: ACTIVE
,,,,,, 72

5. Click Done.
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NOTE

The example below displays multiple tenants for the address. Only select the tenants associated with
the specific address.

If there is a long list of tenants associated with the address, click the Next link at the bottom to display
additional tenants.

A Unit 105  Meter ACTIVE
o

E\/ Unit216  Meter: ACTIVE
IIIIIIIII ?2

E/ Unit Meter: ACTIVE
......... 78

< Previous Next >

If Select All Displayed is checked for the first group displayed in a long list, you will need to check it again
when displaying each additional group.

The Data Sharing confirmation page displays.

Each building that is registered will receive a unique key. The Data Sharing Key enables SCE to transfer the
building data to Portfolio Manager. You access your building energy usage data in Portfolio Manager.
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6. Click Return to Dashboard.

SOUIHERN CALIFORNIA

EDISON

Energy for What's Ahead Q, search

Profile | Data Sharing | Overview

Data Shanng Key

You have successfully mapped meters to your building.

Next Step

You can now enter the following Data Sharing Key for this building into your ENERGY STAR® Porifolic Manager®. You can find
our Data Sharing Key at any time on your Benchmarking Dashboard

Q@ ODY DTT?U RR How to add your Data Sharing Key to Portfolio Manager >

Property
Property Name XYZ Property
Property ID 3045
Buildings Added 2
Buildings
Building Name Building 1
SCE Building ID 3411
Public Disclosure Compliance No

Retum to Dashboard 3>

The Dashboard shows that Action is Required —the Data Sharing Key is entered in Portfolio Manager.

XYZ Property RANCHO CUCAMONGA, 2 Buildings ~
ACTION REQUIRED CA 91730

Edit
Add Building What's this? >

Building 1 5 Meters v
ACTION REQUIRED

Enter Daia Sharing Key >

NOTE The Data Sharing Key should be entered into Portfolio Manager as soon as possible. This will
- ensure that data sharing will begin promptly once the authorization forms are approved.

If the building has three or more commercial tenants or five or more residential tenants, tenant consent is not
required to share building electrical data.
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Tenant Authorization Form

Authorization Forms are only necessary when a commercial building has fewer than three (3) tenants, none of
whom are residential.

If required, an Authorization Form is provided for each tenant. Each form can be downloaded and given to your
tenants to complete and sign.

Submit all completed Authorization Forms via email to 3rdparty@sce.com.

For help filling out and submitting authorization forms, please refer to the Authorization Form Instructions posted
below the form in the Benchmarking Portal.

The Authorization Form is designed to protect the privacy rights of SCE’s customers. Any alterations to the form
after it has been executed by a customer will render it null and void.

If tenant consent is required, you will need to complete the following steps.

If you are an authorized 3™ party agent, DO NOT use the client’s Customer Account Number (CA) and billing zip
code. The system will validate your SCE.com account against the building owner’s account to determine whether
tenant authorization is required. Users logged in with a linked account can skip to step 10.

NOTE

7. Oncetenants are selected and you click the Done button, you are prompted to provide a Customer Account
Number (CA), if you have one. If you click Yes, proceed to 8a below. If you click No, proceed to 8b.

8a. Click Yes to link your CA Number to the building and enter your Customer Account Number and Billing Zip
Code. The Customer Account Number is 12 digits long and starts with a 7 (ZXXXXXXXXXXX).

9a. Click Next.

My Account —_ Home > Data Sharing & Download »Benchmarking Dashboard

Link Your Customer Account Number
Profile Settings

overview

Property : 10
Quick Services

Your Home

Your Business Do you already have an SCE Customer Account Number?

Customer Support Why are we asking this?

Partners & Vendors In order for us to process your tenant authorization request, you'll need a

Customer Account Number. If you don't have cne, that's okay - we can

Outage Center create one for you

Safety

‘ . Yes ‘
Wildfire Safety 83
12 digit number that starns with 7
‘ Customer Account Number 200000000000 ‘

‘ Billing ZIP Code(#H#8) ‘

A A A b A A Ak k

‘ O No,| don't have one ‘

Cancel X < Previous Next > |
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If you click No when prompted to link your Customer Account Number, SCE will create a Customer Account
Number for you.

8b. If Nois selected, enter your Title, Phone Number, select the Type of Phone, and enter your Tax ID.

9b. Click Next.

= 1EDISON
Energy for What's Ahead Q search P
Profile | Data Sharing | Owverview
My Account Link Your Customer Account Number
Prefile 4 Customer Account Information
Data Sharing

Data Sharing Overview Property: XYZ Property
Authorize A Third Party

Benchmarking
Dashboard Do you already have an SCE Customer Account Number?

Overview Why are we asking this?
" : In order for us to process your tenant autherization request, you'll need a Customer
Quick Services A Account Number. If you don't have one, that's okay - we can create one for you
Your Home 4 | O v
es
Your Business ‘J 8b
4 | . No,l don't have one ° g —

Customer Support 4 We will use this information to contact you if we have any questicns about your

registration.
Partners & Vendors 4 Your Name:
QOutage Center y
Safety 4

| Mobile ° - |

9b
Cancel x £ Previous 9

The Data Sharing Key page displays. Note the “orange” message at the top of the page that indicates that
Tenant Authorization is required.
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10. Click Authorization Form to download the form.

11. Click the link Instructions for Authorization Form to download instructions for the completion of the form.

NOTE Give a copy of the form to each tenant to complete and sign. Electronic signatures are acceptable.

SOUIHERN CALIFDIN A

EDISON

Energy for What's Ahead" Q sear

Profile | Data Sharing | Overview
Data Sharing Key
You have successfully mapped meters to your building.

@ TENANT AUTHORIZATION REQUIRED Data cannot be shared until all autherizations are received and approved.

For buildings with fewer than 3 accounts, written consent form each tenant is required before receiving their usage data

If you already have approved authorization on file or are the owner of the meter, this message will go away once you enter
the Data sharing Key below into ENERGY STAR® Portfolio Manager®.

For buildings that are subject to Benchmarking and Disclosure requirements, AB802 also requires that tenants be informed
that their energy use will be shared with the California Energy Commission and subject to public disclesure. Please send
the following letter informing the tenant along with the authorization form listed below.

Tenant Data Disclosure Letter

- aadge 6618 E
E—|
Metar = ===r5260
o8 1 1 b, Instruction for Authorization
e o°
S —
E?‘WHB Authorization Form >
Meter: ==+==rgg1
el Instruction for Authorization
Form >

Next Step

You can now enter the following Data Sharing Key for this building into your ENERGY STAR® Porifolio Manager®. You can find
your Data Sharing Key at any time on your Benchmarking Dashboard

Q 9LF4TT?6J H How to add your Data Sharing Key to Portfolic Manager >
Property
Property Name XYZ Property
Property ID 3407
Buildings Added 2
Buildings
Building Name Building 1
SCE Building ID 3856
Public Disclosure Compliance Yes

12

Return to Dashboard »

12. Click Return to Dashboard to view the results.
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The Benchmarking Dashboard displays, showing that action is required.

IFH XYZ Property RANCHO CUCAMONGA, 2 Buildings A
[l | ACTION REQUIRED CA 91730
"3
V4
Edit
Add Building What's this? >

Building 1 2 Meters v
ACTION REQUIRED

Tenant Authorization Required >

Building 2 0 Meters
ACTION REQUIRED

Add Tenants >

Continue selecting the tenants for each additional building you added to the Property.
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Create a Portfolio Manager Account

Create and Sign In to Your Portfolio Manager Account

1. GotoEnergy Star® Portfolio Manager at www.energystar.gov/benchmark.

2. Ifyou are new to Portfolio Manager, click Create account to create an Account and proceed to 3 below.

If you already have a Portfolio Manager account, enter your username and password, click LOG IN, and
proceed to the next section.

& hitps:// g5/ =k

B= Anofficial website of the United States government Here's how you know ~

%’. ABOUT  FOR PARTNERS SEARCH Q

ENERGY STAR Find Products Save at Home New Homes C i ildi ial Plants

Home » Commercial Buildings » Benchmark Your Building With Portfolio Manager

Benchmark Your ‘
Benchmark - a1 as . . PortfolioManager®
ettt Building With Portfolio

oo+ Manager '

What is Benchmarking?

Document Performance

The first step to saving energy at your building is to benchmark — that is, f
to measure and compare your building’s energy to similar buildings, past —
or a ref per level

Analyze Results

Portfolic Manager Login
& Username

Realice una > turns the information on your utility bill into knowledge you
comparativa can act on B Password
ENERGY STAR® Portfolio Manager®
£am Recognion * —the Industry Standard for Logln
Resources by Audience » Benchmarking Commercial Buildings o
Resources by Topic 4 Portfolio Manager is an interactive resource management tool that

enables you to benchmark the energy use of any type of bullding, all in a 0
ey *  secure online environment. Nearly 25% of U.S. commercial building space
Is already actively benchmarking in Portfolio Manager, making it the
industry-leading benchmarking tool. It also serves as the national

About Us

3. Create Your Account in Portfolio Manager by entering a username and password.

NOTE | Theusername cannot be modified, but all other contact information can be updated at any time.

Py ENERGY STAR® Help | Login

PortfolioManager® e

Create an Account Already have an account? Sign In Here
Accessing Your Account a Selecting a Username

Username: ’l | You cannot change your usemame, so choose wisely.
For organizations with multiple properties, we

. recommend you create a "corporate” account which
Password | | "awns" all of the properties and have an administrator

share properties with employess' individual accounts as
necessary.

Create a password that is at least 8 characters long and includes at least three of
the following: lowercase letters, uppercase lefters, numbers and/or special
characters (such as % # %, efc)

Confirm Password: - |
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4. Below the Create an Account block, enter information About Yourself, including First and Last Name, Job Title,
Email address, Phone Number, Street Address, City, State and Postal Code.

The fields with an asterisk (*) are required.

About Yourself (Enter your professional or business contact information) (L) First & Last Name for Organizations

First Name: * | If you are creating a corporate account, you can enter
your organization’s name in the first and last name fields

. in order to make it easier for other Porffolio Manager

Last Name: | users to find your organization. Example: First Name:
Company ABC, Last Name: Web Services Division

Job Title: - |

Email: - |

Confirm Email: - |

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

Phone: - |

Country: - ‘ Select Country ~ ‘

Language: English +

Reporting Units: @ Conventional EPA Units (e.g., kBtu/fi)

() Metric Units (e.g., GJ/m?)

Street Address: - |

City/Municipality - |

State/Province: *

Postal Code: - |
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5.

Below the About Yourself block enter information About Your Organization including Organization Name,
Primary Business, or Service of your Organization.

NOTE

The Organization Name must be at least 3 characters long in order to connect with SCE. There
are also several optional characteristics of information you can enter, such as whether your

organization is an ENERGY STAR® Partner or whether you would like people to be able to search
for you in Portfolio Manager and send you a connection request in order to share building

information.

About Your Organization

=

Organization Name: |

Primary Business or Service | Select Primary Business or Service

of Your Organization:

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

Do you want your Account Name (and username) to be searchable by

other Portfolio Manager users?

Do you want your @ Yes
username to be 1 No
searchable by other
Portfolio Manager

users? You must select

"Yes" if you want to

connect with other

users to allow automatic

upload of utility data or

to share properties.

Confirm Your Identity

Please confirm that you

are a human
not a robot

Cance

JJ Primary Business or Service

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

i 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.

6.

Once you have entered all information on the page, click Create My Account.
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You will be directed to the Welcome Page of Portfolio Manager.

7. Enter Your Username and Password, and click Sign In.

PN ENERGY STAR® -

Portfolio/Vianager® e i

Welcome to Portfolio Manager ENERGY STAR

Helping you track and improve energy efficiency across your entire portfolio of properties. mgm%gg

Usemame: *

| | Take a Training

Password: * | |

Learn More About
Liorgot my password. Portfolio Manager

| forgot my username.

These links provide more informaticn from
Or: Signinwith * LOGIN.GOV [2} EMNERGY STAR and are not available in French.

Create a New Account

You are accessing a U.5. Government information system. System usage may be monitored, recorded, and subject fo audit. Unauthorized use of the system is prohibited and subject fo
criminal and civil penalfies. Use of the system indicates consent to monitering and recording.

Follow Us @ﬁ o @ Contact Us | Privacy Policy | Accessibility Statement | ENERGY STAR Buildings & Plants Website
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Set Up a Property in Portfolio Manager

Tip: Navigating within Portfolio Manager is simple using the four tabs (MyPortfolio, Sharing, Reporting, and
Recognition) to guide you. For example, there are multiple ways to get to the same place. The MyPortfolio page
automatically loads with a list of properties you set up, two charts that you can customize on the left hand side,
and a list of your account’s Notifications. These can be requests to share data, updates on ENERGY STAR
certification applications, and/or others.

MyPortfolio Sharing Reporting  Recognition

Within the MyPortfolio tab, you will see another set of property-level tabs. With these tabs, you can navigate
between a summary of the building, property details, and meter data. You can also set and track progress against
specific performance goals, and compare a building’s current energy performance against the property’s baseline
and/or initial design.

Summary Details Energy Emissions Water Waste & Materials Goals Design

Unlike the registration process on SCE.com, a Property in Portfolio Manager is a building with all
of its associated characteristics (e.g., gross area square footage, hours of operation, number of
employees working the main shift, etc.). If you have multiple buildings to benchmark, you will
need to set up a Property for each one in Portfolio Manager. This will enable you to see usage
data unique to each one of your buildings.

When identifying building characteristics, you are prompted to enter additional information based on
NOTE ) . . . . .
the details you specify for your building (e.g., parking available, data center, hours of operation each

week, etc.).
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Set Up a Building

1. Inthetop left-hand corner of the MyPortfolio tab, select Add a Property.

PN ENERGY STAR®
ﬁPortfoholVIanager
MyPortfoIio/

Properties (77)

Add a Property

Sharing Reporting Recognition

Dashboard

Welcome Account | Mofifications @ | ENERGY STAR | Contacts | Help | Sign Oi
: Settings Notifications

|Search by ID or Name

Source EUI Trend (kBtu/ft?)

View All Properties

V| Energy Highlights v|

300

# Change Metric Add/Edit/Delete Groups

Name

Add/Edit'Delete Views
- Eﬂf:g:( . E]HESGY . SiteEUl ,  Source EUI,
Date Score (kBtulft?) (kBtulft?)

The Set up a Property: Let’s Get Started! page displays. On this page, you will designate Your Property Type,
Your Property’s Buildings, and Your Property’s Construction Status.

PN ENERGY STAR®

PortfolioManager®
Set up a Property: Let's Get Started!

start menitoring your energy usage and pursue recognition!

Welcome SouthernCaliforniaEdison: Account | Motifications | ENERGY STAR | Contacts | Help | Sign Out

Properties come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with a pool, to a large medical complex with lots of
buildings. Since there are so many choices, Portfolic Manager can walk you through getting your property up and running. When you're done, you'll be ready to

ettings Notifications

Q Property Type

Leam more about Property Types.

Your Prope! Type
ACME perty Typ a Tip
BANK 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
infermation such as gross floor area and
operating hours

LR

Your Property's Buildings

O One: My property is a single building

How many?

How many physical buildings do you consider part of your property?
> None: My property is part of a building (e.g.. a Tenant Space)

0 More than One: My property includes multiple buildings (Campus Guidance)

Not sure what kind of property you are?
Because we focus on whole building
benchmarking, you want to select the
property type that best reflects the
activity in the majority of your building
Don't worry if you have other tenants with
different business types. just select the
main activity.

u Test Properties

Your Property's Construction Status

yet been completed?

purposes such as training

Is your property already built or are you entering this property as a construction project that has not Portfolio Manager that isn't actually a

@ Existing: My property is built, occupied and/or being used. | will be using Portfolio Manager to other people. By telling us this a "Test"
track energy/water consumption and, perhaps, pursue recognition

) Design Project: My property is in the conceptual design phase (pre-construction); | will be
using Portiolio Manager to evaluate the energy efficiency of the design project.

() Test Property: This is not a real property. | am entering it to test features, or for other

You may want to enter a property into

"real” property, either to familiarize
yourself with features or maybe to train

property, we can give the option of
including this property in your portiolio-
level mefrics, charts and table or not,
depending what your needs are. This can
be on your Account Sefiings.

Get Started! Cancel

2. Inthe Your Property Type section, click in the window.
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Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with a pool, to a large medical complex with lots of
buildings. Since there are so 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 Type
- ACME* perty yp
BANK We'll get into the details later. For now, overall, what main purpose does your property serve?

Property Type

Q Medical Office

x

g

To set up a property. you'll need
information such as gross floor area and
operating hours.

You can choose from more than 85 types, which will allow you to better define your property and improve the
analysis when comparing your property to similar properties. Scroll down to see additional choices.

Froperty Type

Q, |Begin typing to search

Banking/Financial Services

Bank Branch

Financial Office

Education
Adult Education

CEGEP

College/University

| d

NOTE Some properties include multiple use types, such as restaurants in hotels, salons in senior care
communities, and cafeterias in hospitals. As a general rule, if a certain use commonly occurs in the

type of property being benchmarked, simply include it in the square footage of the building’s
primary use. You do not need to add another type of use.

e None (your property is part of a building)

Designate the number of physical buildings located on your property. This is important if you plan
on benchmarking a campus property. Select either

e One (my property is a single building —this is typically the choice you will make for each building

on your property)
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e More than One (My property includes multiple buildings) and enter the total number of buildings.
A property with multiple buildings is considered a campus. You will start by defining the campus
as the main property. From there, you can:

=  Add individual buildings.
=  Track performance by updating information at the property and building levels.

= Meter buildings separately and/or roll meters up to the property level.

NOTE For properties with multiple buildings, only hotel, hospital, K-12 school,
multifamily housing or senior care communities are eligible to receive a 1-100
ENERGY STAR score at the campus level.

o w Tip
Your Property's Buildings
Mot sure what kind of property you are?
Because we focus on whole building

n 3 ) Nk " - benchmarking, you want to select the

© one: My propemf is part ofa ?u\ldlng property type that best reflects the
® One: My property is a single building activity in the majority of your building.
© More than One: My property includes multiple buildings (Campus Guidance) Dan't warry if you have other tenants with

How many? diﬁerentrbrusiness types, just select the
main activity.

How many physical buildings do you consider part of your property?

4. Selectthe Your Property’s Construction Status:
e  Existing
o  Design Project
e Test Property

Most properties will be Existing, but Portfolio Manager enables users to enter in projects that are still in the
Design stage in order to assess the anticipated, as-designed energy use. Once your project is built, you can use
Portfolio Manager to compare designed energy use against actual, in-operation energy use.

Your Property's Construction Status (|| Test Properties
II Is your property already built or are you entering this property as a construction project that has not ‘You may want to enter a property into
yet been completed? Portfalio Manager that isn't actually a
"real" property, either to familiarize
@® Existing: My property is built, occupied and/or being used. | will be using Portfolio Manager to yourself with features or maybe to train

other people. By telling us this a "Test"
property, we can give the option of
including this property in your portfolio-
level metrics, charts and table or not,
depending what your needs are. This
purposes such as training can be configured on your Account

Settings.
Get Started! NS

track energy/water consumption and, perhaps, pursue recognition.

O 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.

O Test Property: This is not a real property. | am entering it to test features, or for other

5. Click Get Started!

Revised 03/30/2026 | Page 40 of 57



Understanding Your Building's Energy Performance

A Step-by-Step Guide to Benchmarking Using Portfolio Manager

== Portfoliol\ianager®
Set up a Property: Let's Get Started!

start monitoring your energy usage and pursue recognition!

We'll get into the details later. For now, overall, what main purpose does yoi 2 ity serve?

[Medical Office
Learn more about Property Types.

yet been completed?

® Existing: My property is built, occupied and/or being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition

O 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

O Test Property: This is not a real property. | am entering it to test features, or for other

purposes such as training.
Get Started! Cancel

m ENEHGY STAR‘ 1 Account Settings | Contacts | Help | Sign Out

Properties come in all shapes and sizes, from a leased space in a large office building, fo a K-12 school with a pool, to a large medical complex with lots of
buildings. Since there are so many choices, Portfolioc Manager can walk you through getting your property up and running. When you're done, you'll be ready to

Your Property Type —_
w Tip

To set up a property, you'll need
information such as gross floor area and
operating hours.

) Tip
Your Property's Buildings w
. Not sure what kind of property you are?
How many physical buildings do you consider part of your property? 3 Because we focus on whole building
n 3 benchmarking, you want to select the

O None: My property is part of 8 by\!dmg property type that best reflects the

® One: My property is a single building activity in the majority of your building.

O More than One: My property includes multiple buildings (Campus Guidance) Den't worry if you have other tenants with

How many? dlﬁ‘_arenl_bl_.ls[nesswpes, just select the
main activity.

Your Property’s Construction Status W Test Properties

Is your property already built or are you entering this property as a construction project that has not You may want to enter a property into

anager that isn't actually a
perty, either to familiarize
ith features or maybe to train

other people. By telling us this a "Test"
property, we can give the option of
including this property in your portfolio-
level metrics, charts and table or not,

nding what your needs are. This
e configured on your Account
s.

The Set Up a Property Basic Information page displays.
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6. Inthe About Your Property block, enter basic property information including Street Address, Year Built, Gross
Floor Area and Occupancy percentage.

Set Up a Property: Basic Property Information

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

About Your Property Qe

The name you choose for your property
does not have to be unique. But, it may
R make it easier for you to work with
Country: | United States V| properties in your portfolio if you do not
use the same {or similar) names.

Name: ’ | XYZ Bldg |

Street Address: ! | 123 Any Street |
City/Municipality: : | Ventura |
County: | |
State/Province: ‘| California Y|

Postal Code: : 93004
Year Built: ’ 1980
Gross Floor Area: 50,000 [ Temporary Value

Gross Floor Area (GFA) is the total property floor area, d from the principal exteri
surfaces of the building(s). Do not include parking. Details on what fo include.

g
Irrigated Area: |:| The property photo that you upload here

can be used on the Reqgistry of ENERGY
STAR Qualified Buildings if you submit

*
Occupancy: % the photo with your application for
ENERGY STAR certification. Once a
Property Photo photo has been approved with an
(optional): No file chosen application, it cannot be changed until
Select an image file on your computer with the format type of jpg, .jpeg. -png or .gif, photos will be the next time that the property receives
resized to fit a space of 2.78 inches wide x 2 inches tall. ENERGY STAR certification.

7. Inthe Standard IDs block, under the Standard ID — State/Province drop down menu, select the California
Benchmarking Reference Number. Find your Benchmarking Reference Number (BRN) here Touchstone |Q - Building

ID Tool. This is required for annual benchmarking reporting to the California Energy Commission (CEC).

If you have other building ID numbers, you can save them under the appropriate drop-down menu.
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Standard IDs

FAQ if you need help finding your Standard I1D.

Standard IDs are typically used in data collection, including by most state and local governments with
benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this

Standard ID - City/Town:

I —

Standard ID - County/District:

1 —

Standard ID - State/Province:

[ California Benchmarking Reference Number

v| ID:

Standard ID - Other:

o [

Add Another

8. Inthe Do Any of These Apply? block, check the boxes next to the statements that apply to your property, such
as whether your property’s energy consumption includes parking. You will be prompted to provide further
information about your building(s) use, based on typical functions found at the primary property type you
selected. This allows the tool to determine the additional information that may be needed.

Do any of these apply?

[] My property's energy consumption includes parking areas
[ My property has a Data Center that requires a constant power load of 75 kW or more
[] My property has one or more retail stores (that are eligible for a Retail score)

[] My property has one or more restaurants/cafeterias

P
Answering these simple questions will

help us guide you in entering your
property correctly.

9

Continue |yt

9. Click Continue.

The Set up a Property: How it is Used page displays. The Basic Information block displays building details

entered thus far.
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Set up a Property: How is it used?

is used

Basic Information

Name: XYZ Bldg R Country: us

Property Type: Medical Office Address: 123 Any Street
Ventura, CA 93004

Year Built: 1880

Property consists of: 1 building with parking

Map It

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

Add Another Type of Use

~] Add

10. Inthe Building Use block, enter building information in the fields provided under Property Use Detail.

W Building Use Edit Name

you include this square footage in the Medical Office Property Use.

*The medical office score does not apply to veterinary offices or standalone ambulatory surgical centers.

Medical Office refers te buildings used to provide diagnesis and treatment for medical, dental, or psychiatric outpatient care.

Gross Floer Area should include all space within the building, including but not limited to offices, exam rooms, operating rooms for outpatient surgical
procedures, laboratories, lobbies, atriums, conference rooms and auditoriums, employee break rooms and kitchens, restrooms, elevator shafts, stairways,
mechanical rooms, and storage areas. If you have restaurants, retail (pharmacy), or services (dry cleaners) within the Medical Office Building, we recommend

Property Use Detail I Value
¥ Gross Floor Area * [50,000 | | Sq. Ft Vl
+r Weekly Operating Hours |4U | [] Use a default
4 Number of Workers on Main Shift |1g | [ Use a default
4 Number of Surgical Operating Beds |3 | [] Use a default
4 Number of MRI Machines [ ] [ Use a default
Surgery Center Floor Area | | | Sq. Ft Vl
Percent That Can Be Heated [[] Use a default
Percent That Can Be Cooled [[] Use a default
Number of Computers | | [[] Use a default

Current As Of

[iririse0 ] B
[iririse0 | bt
e
e
[rirseo ] B2
[rirseo ] B2
[rirses | E2
[rirses ] E2
[irrrssn ]

T
Tempol
Value

(]

oo o o0 o0 o o0 oD

ary

W This Use Detail is used to calculate the 1-100 ENERGY STAR Score

Add Property

Cancel

Provide details on your primary building use, as well as details on additional property uses. You can use default or a

Temporary Value if you don’t have all the information needed. Just remember to update this with actual

information once you have it

11. Whenyou have entered all of the property information, click Add Property.
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A dialog box displays that warns you to enter all property details, unless you want Portfolio Manager to
calculate default values on your behalf, based on gross floor area.

12. Click Continue to have Portfolio Manager calculate usage based on default values or Cancel to provide your
own values to required fields.

(%]
If you do not enter values for all of your property's use details then Portfolio Manager will
calculate default values on your behalf (based on your gross floor area). Default values cannot
be used to apply for ENERGY STAR certification. You may click "Continue" to use default
values for any empty values or click "Cancel" to provide your own values.

| Continue o)

If you click Continue, you are returned to the MyPortfolio tab. If you click Cancel, you are returned to the Set
up a Property: How it is Used window so that you can continue to enter required values.

13. Click the Details tab to see a summary of the property information.
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@ ENEHGY STAR: ® Welcome b« iz Account Settings | Contacts | Help | Sign Qut
PortfoliolVianager
MyPortfolio ‘ Sharing Reporting  Recognition

Congratulations! You have successfully created your property.

Next, you can:

+ Add energy use information, so that you can see your energy performance metrics.

XYZ Bldg R E'EtEEFQCj\t;'?TvA; ly for WeatherNormalized
ENERGY S1AR 2y YVITy not

123 Any Streel, Ventura, CA 93004 Map It ‘ Certification Source EUI (kBtUft®) scoe?

Portfolio Manager Property ID: 5821439 Current EUI: N/A

Year Built: 1680

/ Edit Baseline EUl:  N/A

Summary ! Details Energy Water Waste & Materials Goals Design

Basic Information Property Uses and Use Details

Construction Status: .7 View as Diagram ‘Add Another Type of Use
Existing property that is one single
building
Name Property Use Type Croasiblocy Action

Area

) Parking Use Parking 5,000 ft*
Occupancy:
80% @ P> Building Use Medical Office NIA fi2

Property GFA (Buildings): N/A (used to calculate EUI)
Property GFA (Parking). 5,000

Property GFA - Self-Reported:
25,000 Sq. Ft.

Umque Identifiers (l DS) To add multiple uses and buildings to this property, you can use this spreadsheet template

Portfolio Manager ID: to upload your information.
5821439

Custom IDs: None Property Type

Standard IDs: None
I A property type cannot be calculated by EPA because you do not have 12 months of data for

[) You can select from Portfolio Managers your Gross Floor Area for the following uses:
Standard IDs to provide information to -
others in data requests. Or you can create Parking Use - 0 ft* (doesn't begin until 01/01/1980)
up to three Custom IDs so that you can Building Use - 25,000 fi? (doesn't begin until 01/01/2017)
cross reference your property in other B
systems. If you have a new property use (e.g. a new retail store), see this FAQ for assistance in
entering

Property Notes

. . Use the following area to keep notes on your property.
Additional Information

Federal Property:
Not Set

Service & Product Provider:
None (Find a SPP)

Delete this Property
You have 1000 characters remaining for your notes.

Caution! Deleting your property is
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NOTE Portfolio Manager is able to provide significant guidance as you work through setting up a
property using prompts and alerts. As you pass your mouse over each property use characteristic,
the precise definition for that characteristic displays to ensure that you are entering the most
accurate information. There are hundreds of tips, definitions, and mouse-overs that can be found
throughout the tool. Each is there to assist you to accurately benchmark any type of property.

As needed, you can change the Name of Building and Property Use by clicking Edit Name.

If you have additional spaces or property types, you can go to the drop down menu under Add
Additional Type of Use and designate another space or property type. Note, if you add additional
property types or spaces, ensure that the square footage of your building is correct; Portfolio
Manager initially auto-fills the square footage of your entire building under the primary
designation.

Tip: Designate separate spaces within the property if the operating hours are significantly
different. For example:

e Overtime office (or some other name, as appropriate): This is where you would
break out any office space that has significantly different (>10%) weekly
operating hours from the general office space. If you have two or more tenants,
each of which have significantly different run times from each other and from the
rest of the building, you could enter more than one entry for this category.

e  Vacant space: Even if there is no vacant space at present, if it is a multi-tenant
building and vacancies are a possibility, it is recommended to designate vacant
space, even if it is currently set at O square feet. The number of people,
computers, and operating hours should all be set at 0 for vacant space, although
usually the space is heated and cooled in a manner consistent with the rest of the
building.

Property Uses and Use Details

View as Diagram | Add Another Type of Use e
Name Property Use Type Ernss A Action
rea
W | Building Use Medical Office L0000 ft* | want to__. v 2
Value Current As Temporary

Of Value?
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oo
O OETEE

Share Data

The steps below enable energy usage data to flow from SCE to Portfolio Manager.

1. Onthe MyPortfolio tab, click the Contacts link in the top right corner of the page.

h ]
ENEHGY STAH Welcome . Account | Notifications | ENERGY STAR @' Help | Sign Out

Portfoliol\anager®

MyPortfolio | Sharing Reporting  Recognition

2. Inthe next window click Add New Contacts/Connections.

ENEHGY STAR Welcome Account | Notifications @ | ENERGY STAR | Contacts | Help | Sign Out
W : Settings Notifications
NERGY STAR

Portfoliol\lanager®

MyPortfolio Sharing Reporting  Recognition

My Contacts and Organizations

This is where you keep track of your contacts 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 Portfolic Manager account
and you can share your properties & reports with any of your connected contacts. You can "connect” to other Portfolio Manager users by searching for their

accounts and sending a connection request.

Contacts Organizations
Search existing contacts Q | Add New Contacts/Connections
O Name (title) « Organization ¢+ Connection Status 4+ Username ES
X y
<
FO"OW Us @Q 0® Contact Us | Privacy Policy | Accessibility Statement | ENERGY STAR Buildings & Plants Website

The Add Contact window displays.
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3.
4.

5.

Enter Southern California Edison in the Name field.

Click Search.

MyPortfolio Sharing Reporting Recognition

Add Contact

There are two ways to add a contact. First, search below to see if the contact you would like to add has a Por
Connection Request, and when they accept the request, they will be added to your Contacts. Second, if the ¢
Manager account, then you can create an entry within your personal contacts.

Connect with an Existing User for Sharing

Search using any of the criteria below. ﬁ
MName: [Soumern California Edison| ]

Organization: | |

Username: | |

Email: | | ﬁ
r.

The Southern California Edison’s Automated Data Exchange Service displays.

Click Connect.

MyPortfolio Sharing Reporting  Recognition

Search Results

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

CYRm @ _ Southern California Edison
Your Search Criteria SCE's Automated Data Exchange Web Services with Southern California Edison m
Name ‘ Southern California Edison | ‘ | | ‘Fage of‘l‘ ‘ | | | 1-10f1

QOrganization ‘ |

Username: ‘ |

Email Address: ‘ |

The Send a Connection Request to Southern California Edison page displays.
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Read SCE’s Terms of Use.

© o N o

Click Send Connection Request.

Enter your name, phone number, and email address in case SCE Customer Service needs to contact you.

Check the box at the bottom of the window to indicate that you have read and agree to SCE’s Terms of Use.

with them to get started exchanging data.

=

Your Name: I | Example: Jane H. Doe

“four name, in case SCE Customer Service needs fo contact you ; 5 - 60 Characters

=

Your Phone Number: | | Example: (526)555-5555 x555

A number at which SCE Customer Service may contact you, if necessary ; 13 - 20 Characters

| Example: scecustomer@aol.com

Your Email Address: * I

Terms of Use

'Y
1. General & Eligibility. |

= SCE's online Automated Benchmarking Service allows
SCE to electronically upload your building's
aggregated energy usage, as well as to view, create,
access and modify such data in the Environmental
Protection Agency (EPA) Portfolio Manager database.

= To use this service, you understand that you must be the
building owner or the authorized representative of the
building owner of the buildings designated
("Buildings"), and you may be required fo provide
proof of Building ownership prior to accessing data.
You represent that you are the owner, or authorized
representative of the owner, of these Buildings.

= As part of your use of the Automated Benchmarking

Service wniiwill he acked tn nrovide certain
—_— =

Agreement: * [ Iagreetomy provider's |
Terms of Use.

An email address at which SCE Customer Service may contact you, if necessary ; 6 - 60 Characters More Information

Send a Connection Request to _ Southern California Edison to Begin Exchanging Data

requires the following information in order to exchange data with your property(ies). If you have any questions about how to complete
this information, please contact _ . Once your connection request has been accepted, you can share individual properties andfor meters

h Send Connection Request | et
Follow Us @ ﬂo @ Contact Us | Privacy Policy | Accessibility Statement | ENERGY STAR Buildings & Plants Website

Southern California Edison processes connection requests every two hours. As soon as you submit your request,

you will see a notification that it has been submitted on the MyPortfolio tab.
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Once your request is approved, you will see a notification on the MyPortfolio tab that you are connected to
Southern California Edison.

MyPortfolio Sharing Planning Reporting  Recognition

Properties (1) Notifications (1)

Add a Property < | You are connected to Southern California Edison Clear

Share Your Building

1. Click on the Sharing tab.
The Sharing page displays.

2. Click Share (or Edit Access to) a Property.

h ENEHGY STI"!‘H(l Welcome Account Settings | Contacts | Help | Sign Out

Portfolml\%ager

Sharing Notifications (13) view Al

Ivly Shared Properties

- X¥Z BldgR - Share accepled by 5ol on because Clear o,

2k
Share {or Edit Access to) £ your connection requesthas been veri
SPTOpERLY. <, Arrow 1 - Share by Southemn Califomia Edison because
Set Up Web Services! the Property share requestwas submitted againstanon-existing
Data Exchange connected account Please initiate a new connection request.
Download Shanng Report - PR -

Clear

The Share (or Edit Access to) Properties page displays.
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3. Select the Property to be shared by clicking on Select Properties.
3a. Selectthe Property Name.
3b. Click Apply Selection.

4. Select the Account to share with.

5. For Choose Permissions, click the radio button next to Personalized Sharing & Exchange Data (“Custom
Orders”).

6. Click Continue.

MyPortfolio Sharing Reporting Recognition

Share (or Edit Access to) Properties

Sometimes it's really important to be able to share your property with someone else. Maybe they need to help monitor your property, enter energy information
(perhaps automatically) or process applications for recognition. If this sounds like what you need, start out by selecting the property(ies) that you'd like to share and
who you'd like to share with them. If you have already shared properties, you can also use this form to edit people's access to your properties.

3

Select Properties a Sharing with Accounts

We'll get into the details of the level of access later. For now, which properties do you want |  In order to share properties with others (either

to share and/or edit access to? individuals or organizations), you need to be
. / “connected” with them. To make a connection, go to the
Select Properties “Contacts® page and search for them under “Add

Selected Properties: 1 Contact’ or “Add Organization” (they need to have a
Portiolio Manager account). Once you find them, send a
“Connection” request. When they accept your
connecfion request, they will show up on the list to the
left.

Select People (Accounts)

Which people (accounts) do you want to share these properties with (or modify their

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

on the next page. Exchanging Data with Web Service
= Providers?

Select contacts from my contacts book: If you need to share your property{ies) with a Web

S— - - Service Provider or Utility, use the "Set Up Web
_ Southem California Edison (SCEDISON) Senvices/Dala Exchange’ page

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward"
rights

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

To select multiple contacts, hold down your Control (CTRL) key and click on each selection. Cnly your

connected contacts appear in this list. Custom - You decide, along with the individual
permissions for property, meter, goals and recognition
Choose Permissions permissions. ) _ o
Exchange Data -You decide, along with the individual
o o) If you only need to choose one permission (because you are doing a single share or you permissions for property, meter, goals and recognition
S want to give the same permissions for all of your shares), select "Bulk Sharing.” If you permissions.

ko) need to assign different permissions, select the 2nd option.

* (O Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either

because | am doing a single share OR | want to choose the same permission for all of
my share requests).
(_) Personalized Sharing & Exchange Data ("Custom Orders”) - | need to give

different permissions for different share requests, and/or | need to give Exchange Data

permission.
Continue
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Select Pr-::-perties (enly properties you have permission to share are shown below)

Selected Properties: 1 (View Selection)

Search: I] ] Selected Properties: 1 (View Selection)
Y
Part of Larger Property .
Name - % %+ State/Provinces
. Property Type
Mot Applicable:
single Buiding | OM¢e CA
Page 1 of 1

Apply Selection

Cancel

The Share Your Property(ies) page displays.

7. Inthe table row that identifies Southern California Edison, click the radio button in the Exchange Data

column.

8. Click Share Property(ies).
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10.
11.
12.

Py ENERGY STAR®

Welcome : Account | Notifications | ENERGY STAR | Contacts | Help | Sign Out

Portfolio/\Vlanager®

MyPortfolio Sharing Reporting  Recognition

Share Your Property(ies)

To 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 available for authorized accounts.

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward”

rights
Read Only - Automatically does NOT include "Share
Select Permissions for Each Contact Forward'ngnts I
‘Custom - You decide, along with the individual
o 2 The access levels you select do not have to be the same for each property or each permissions for property, meter, goals and recognition
person, permissions.

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

Sort by: | Property Name v
Read Only
No Access Full Access
Name (ID) Access Custom Access Exchange Data

Southern California Edison O

Some of your contacts already have access to the properties you selected. When you select "Share Propert(ies)” their access levels will be changed. No
accpetance is required

Share Property(ies)

Follow Us @ ﬂ o @ ContactUs | Privacy Policy, | Accessibility Statement | ENERGY STAR Buildings & Plants Website

(21970774)

A dialog box displays where you can enter your Data Sharing Key obtained when you registered your building

with SCE and designate the level of access to give.

Enter the Data Sharing Key.

Click the Full Access radio button.

Click the level of access to give SCE for Goals, Improvements, & Checklists and Recognition.

Scroll down.

Select Access Permissi to for _ Southern California Edison.

how to complete this information, please contact them directly

B

Data Sharing Key: I * [@WYDTTUKJI ] Example: ABCIzamss?I

Select the permission level below that you would like to grant _Southem California Edison for each category.

Item None Read Only Access Full Access
Property Information O O (O] "
All Meter Information

Goals, Improvements, & Checklists O O (O]

b b

Recognition O (O]

Additional Options:

The Data Sharing Key is associaled with a building you create in SCE’s Benchmark Your Building tool ; 10 - 10 Characters More Information

G

D)

The following information is required by _ Southern California Edison in order to provide service to your property(ies). If you have any questions about
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13. Under Additional Options — Share Forward, click the No radio button.

14. Click Apply Selections & Authorize Exchange.

Select Access Permissions to SCE - Hemet Warehouse for _ Southern California Edison.
Item None Read Only Access | Full Access

Property Information O O ®
All Meter Information

Goals, Improvements, & Checklists | () O

Recognition [ @

Additional Options:

the right to share with more people.

Item Yes No 13
* Share Forward
Allow _ Southern California Edison to share this property with others and give them any permissions that he/she has, including e ®

Apply Selections & Authorize Exchange | #Ell¥=]

You are returned to the Share Your Property(ies) page.

15. Click Share Property(ies).

Pes ENERGY STAR®

PortfolioVlanager®

MyPortfolio Sharing Reporting Recognition

Share Your Property(ies)

that you have selected. The option to exchange data is only available for authorized accounts.

Select Permissions for Each Contact

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

Q&

=

Sort by: | Property Name ~

No Access S Oy
Name (ID) I fries—
(&)
(87398424)
Southern California Edison o

Contact Us | Privacy Policy | A

Follow Us €@ OO

Welcome Account | Notifications @ | ENERGY STAR | Contacts | Help | Sign Out
: Settings

To finish up, tell us what type of access the people you have selected should have for each of the properties

ibility Statement | ENERGY STAR Buildings & Plants \Website

MNotifications

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward™
rights

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

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

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

Full Access

@]

Custom Access | Exchange Data

@ Edit

Share Property(ies)

Cancel
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You are returned to the main page on the Sharing tab.

’ ‘ EN EHGY STAH 5 Welcome Account Settings | Contacts | Help | Sign Out

PortfoliolVlanager®

MyPortfolio Sharing Reporting  Recognition

YYou have successfully shared/edited access to your property(ies). If you shared properties, you will receive a notification when your contact has accepted the
share. Ifyou edited access to current permissions, the edits have been made, no acceptance is required.

Ifyou edited web services Custom ID fields, read this.

Sharing Notifications (14) view All

My Shared Properties

(10) [
XYZ Blda R - Sharing requestsent to Southern California Edison Cariged

Share (or Edit Access o) <= Clear
a Property Arrow 1—Share by Southern California Edison because the
Property share requestwas submitted againsta non-existing
< connected account. Please initiate a new connection request Clear
Data Exchange A e i A e I S e T e

Overview of Shared Properties Leamn more about Sharina Properties

Once data sharing has been successfully established with SCE, you will be able to access benchmarking data for
your property on Portfolio Manager within one to five business days.

NOTE | !ftenant consent(s) is required, it may delay when shared data is available for viewing in Portfolio
Manager.

It is easy for you to see trends and to track improvement for a property or your entire portfolio of buildings with a
variety of standard graphs and reports in Portfolio Manager.
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View Results and Track Progress

Once sharing of energy usage data is established with SCE and your Portfolio Manager account, you can access
benchmarking results for your property.

Portfolio Manager makes it easy for you to see trends and to track improvement for a property or an entire
portfolio of buildings with a variety of standard graphs and reports. The website provides links to additional
training information, including recorded webinars, demo videos, and how-to guides at:
https://www.energystar.gov/buildings/training

a ABOUT FOR PARTNERS SEARCH Q

Find Products Save at Home New Homes Commercial Buildings Industrial Plants

Home » Commercial Buildings » Training

Commercial Buildings Trai n i n g
»

Benchmark
Save Energy » e
Wty _—— T
Earn Recognition 3 = = v
Resources by Audience > — fum—]
el *] '] -] R ——
Resources by Topic » =
Trainin . . . . . .
g v Live Online Training How-To Guides Demo Videos
Live Training
‘ Browse our calendar of upcoming Download dozens of step-by-step Watch short Portfolio Manager
How-to Guides webinars. how-to documents. demos on YouTube.

Demo Videos

Recorded Webinars

Series: Meeting State/Local
Policy Requirements

1o Track Waste and Materals 5=
Series: Learn From the Best > MY portiotio Manager
Slide Library it —
Dartalin\lanace!”
About Us
Watch Now: Recorded Slide Library
Webinars

Read through PowerPoint
Browse 100+ recorded webinars presentations at your own pace.
on various topics.
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