HOW TO SUBMIT YOUR
ENERGY PERFORMANCE RATING

STEP 1: After inputting your facility data and utility consumption information, select the Facility
Summary screen as seen below:
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Home > My Portfolio > Sample Facility
Facility Summary: Sample Facility General Information Edit
How do | use this page?

Address: , Arlington, VA 22201

Building ID: 2383525 .
Level of Access: Building Data Administrator Year Built:

Property Type: (not set)

Electric Distribution Utility: Dominion - Virginia Electric & Power Co

Regional Power Grid: SERC Virginia/Carolina Baseline Rating: NJA | Current Rating: 56
Select my Power Generation Plant to calculate my electric emissions rate = View Period Endi
Electric Emissions Rate (kgCOe/MBtu): 151.7 (what s this?) fowiReriodEnding]Daiee

‘Water Period Ending Dates Energy Period Ending Dates
Generate a Statement of Energy Performance for uses other than applying for the ENERGY STAR. Current: N/A Current: April 2010

Baseline: N/A Baseline: N/A

Eligibility for the ENERGY STAR
Not Eligible: Rating must be 75 or above

Facility Performance SetBaseline Periods | Set Energy Performance Target "
Select View: | Performance: Data Centers %) Create View | Edit View
Current Total Current Source
Current Energy Period Ending Current Data Center Source CUrmE:ISouren x Source Energy
12 Months Ending Date PUE tkm Energy Use Intensity
(kBtu) (kBtu/Sq. FL)
L) L)
April 2010 ] 56 04/30/2010 A NiA 2,047,112.0 136.5
Select Date B‘ ity

Change

REFRESH VIEW

Space Use Add Space & I Facility Admini : a
v

Track Energy Performance Improvements
[ T — Delete this Facility from Pertfolio Manager i
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STEP 2: Scroll down, until you see the “Sharing Data” menu on the right side of the screen, and
click the “Add user to share this Facility” option:

[ NN e) Portfolio Manager - Building View
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Floor i i
s Name s Tm A % Floor A Alerts gzmhihcﬂn from Portfolic Manager
(8q. Ft)
Sample Space Name 16,000 Delete S Sharing Data
Add user to share this Facility
Modify list of users
Total 15,000 Transfer Facility to another user

B View entire Access List for this Facility

Because mere than 50% of your building is Office, your building is designated as Office within Portfolio Manager. This building may be
eligible for a rating (Click to leam more). If you can see a rating for this building, please note that the rating takes into account all of the
space types you have listed. If you cannot see a rating for this building, you can be compared to the national average for Office (Click to | Applying for the ENERGY STAR
leam more). Apply for the ENERGY STAR

View status of ENERGY STAR Applications

Due to rounding, the % Floor Area Total may not always egual 100%.

Building Profiles
Energy Meters  Add Meter | Update Multiple Meters | Wiew All Meter Data in Excel A building Profile can be created when an ENERGY STAR
label application is submitted

Meter Name Energy Type ‘Space(s) L"“IEI::‘;;E;W Alerts

Sample Meter | Electricity - Grid Purchase (kWh (theusand Watt-hours)) | Entire Facility 04/30/2010 Delete Meter

Water Meters  Add Meter | View All Meter Data in Excal

Meter Name Units Use

Last Meter Entry .
[T v
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STEP 3: On the next screen, use the scroll bar at the bottom of the box and select the
“Northwest Energy Efficiency Alliance — REGION1T0E2C" master account from the list.
Click "Continue.”

8o Portfolio Manager
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Home > My Portfolio > Sample Facility > Select User or Master Account

Share Your Facilities with a User or Master Account

Users with whom you share facilities are able to see your name and emal\ address on their Faclllty Summary pa 2 for that shared facility. Users also have the option to select your name and
email address to appear in their custom views ©-'--* - oTOLWis T T S aTe th "_“
NorthMarqg Corporate Solutions - JON_MCCOMBS
LD UELL L DY L EREN EITELE LT orthMarg Real Estate Services - BUTLERSQUARE
Northmarg Real Estate Services, LLC - ANITAVEITH

Enter Portfolio Manager Username: | Northridge Mechanical - ROSSFINANCIAL
NorthShore University Health System - JOHNKCHEN
-0OR - Northwest Buildings L.L.C. - JOHNNWELDLLC
Northwest Energy Consulting - NORTHWESTENERGCY
Select a Portfolio Manager Master Account: Il A L e e U 1] Leamn more about Master Accounts

Northwest Engineering - NICKMALY
Northwest Fire District - JAYMEKAHLE
Northwestern Mutual - NORTHWESTERN_MUTUAL

Northwood University - TINSLEYM@NORTHWOOD.EDU |

R v ——
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STEP 4: Select the following settings among the options:

L&) Portfolio Manager — Access Rights é
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QUESTIONS
Home = My Portfolio > Sample Facility > Access Rights

Access Rights: Carolyn Burleigh

Please identify the set of rights to be assigned to Carolyn Burleigh by selecting one of the following Access Roles:

Access Role Access Rights

() Facility/Profile Editor (1) Edit all Data for this Facility; (2) Generate a Statement of Energy Performance; (3) Submit an ENERGY STAR Building
Application; (4) Create/Edit a Building Profile

) Facility Editor 1) Edit all Data for this Facility; (2) Generate a Statement of Energy Performance; (3) Submit an ENERGY STAR Building
Application; May NOT create/edit a Building Profile

() Profile Editor 1) Create/Edit a Building Profile; May NOT edit any other data for this facilty, generate a Statement of Energy Performance or
submit an ENERGY STAR Building Application

® Read Only Read Access only; May NOT edit any data for this facilty, generate a Statement of Energy Performance, submit an ENERGY
STAR Building Application or create/edit a Building Profile

Optional Rights

Can this user set a baseline for this facility? ((® Yes ) O No
(Mote: There is only one baseline date per facility.)

Can Carolyn Burleigh provide access to this facility's data with other users? s ® Yes ’ ) No
(Note: A user cannot delegate any access role greater than their own. See table al L ers who are given this right will be able to assign this right to other users.)

Can Carolyn Burleigh delete this facility from your account? (O Y @ No
(Mote: This right is reserved only for Facility/Profile Editors or Facility Editors.

Specify the group from this User's account in which to place the shared facilities. Learn more about sharing into groups.

| Main Portfolie r‘a

Select a Bullding Profile Account for this user (available for Profile Editor Access Roles only):
Facility Owner/Service and Product Provider Accounts

() Facility Owner (Primary Profile Account)

O

CANCEL SAVE

Vi

® Access rights — Set to “Read Only.” This prevents me from making any changes to your data.

e Baseline — Set to “Yes.” This allows me to align our initial and final benchmarking scores with
the contest timelines.

* Provide access — Set to “Yes.” This allows me to share the data with ASHE National — who
wishes to track progress in improving energy efficiency among its members.

e Delete facility — Leave at default setting of “No.”

e Skip the last two options, and click “Save.” The process is now complete, and you will receive
an e-mail confirming when | have access to your building data.

Your information will be confidential and will only be used to track total regional energy savings.
As always, if you have any concerns or questions, please contact me at 503-381-1095 or
ASHEregion10-e2c@nwalliance.org.
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