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/ The Delaware Valley Regional Planning Commission is dedicated to uniting the

S a region’s elected officials, planning professionals, and the public with a common

":'_m.w‘fh vision of making a great region even greater. Shaping the way we live, work,
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L , and play, DVRPC builds consensus on improving transportation, promoting
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smart growth, protecting the environment, and enhancing the economy. We
serve a diverse region of nine counties: Bucks, Chester, Delaware, Montgomery,
and Philadelphia in Pennsylvania; and Burlington, Camden, Gloucester, and
Mercer in New Jersey. DVRPC is the federally designated Metropolitan Planning Organization for the Greater

Philadelphia Region — leading the way to a better future.

DELAWARE VALLEY The symbol in our logo is adapted from the official DVRPC seal and is designed as a
/)
eZ" v r pc stylized image of the Delaware Valley. The outer ring symbolizes the region as a whole
e & ey while the diagonal bar signifies the Delaware River. The two adjoining crescents

represent the Commonwealth of Pennsylvania and the State of New Jersey.

DVRPC is funded by a variety of funding sources including federal grants from the U.S. Department of Transportation’s
Federal Highway Administration (FHWA) and Federal Transit Administration (FTA), the Pennsylvania and New Jersey
departments of transportation, as well as by DVRPC's state and local member governments. The authors, however, are
solely responsible for the findings and conclusions herein, which may not represent the official views or policies of the

funding agencies.

DVRPC fully complies with Title VI of the Civil Rights Act of 1964 and related statutes and regulations in all programs and
activities. DVRPC's website (www.dvrpc.org) may be translated into multiple languages. Publications and other public
documents can be made available in alternative languages and formats, if requested. For more information, please call

(215) 238-2871.



Table of Contents

[[ah A geTo [V To3 A To ] o EOTP TSP PP PP OUPRPPPP 1
L= o TS = L =T SRR SPSRR: 2
DTN Ofo ]I F=Tod A To] o O g T=Tod 1S SO PP PP PP PPPPUPPPP 2
ol n (o) To = T F= To [ A (Y o B = o = PRSP PPR PR 3
Yo Lo B= W o (0] o =T VPO PRI 4
[DT=ToTo Yo [T aTe T\Y IW T Y ToTt o= U =T U TN o LT a o N 157/ o =SSR 7
R U ] Lo FXo T 2= E=] 1 o Lo = Lo SRR 8
ST aT=T o NV O Y =T T L =T 11 /RPN 9
[Slo T oY o= u YA Lo} 1e] 20 F= LA [0] o [P O ER PP PPP 10
F o Lo T o BT (T SR Ta Lo B D - L PP P PP P TPPRPP 11
P Lo = T 1 T OO PO OUPPTOPPN 11
5= L0 T 0] LT L@ I = | PSS 16
W o I =TT Ta o [ - - SO PRSR 17
(D=1 W OLo] I F=Toa i o L S o] (=T To K] aTT= £ O TP RRP 18
MOTe INFOrmMation ON ENEIQY MELIICS ...oiiiiiiiiiiiiie ettt o ettt oo e oottt e e e oo a ettt oo 4o ah b ettt e e 44 h b bttt e oo e aa kb ettt e e oo a bbbt et e e o4 e bbbt e e e e e e nbbn e e e e e e nnnnee s 19
(00T Fo = To I o = T £ o =t o= RS 21
Update @ SINGIE METEI USING EXCEI. ... ittt et e oottt e e oottt e e e e asEt e et e e e e e nee st e e e e e em s beeeeeeeeanteeeeeeeeennsteeeeeesannbeeeeeeaannbneeeeenanns 21
Update MUILIPIE MELEIS SIMUITANEOUSIY ...ooiiiiiiiiiie ettt e e ettt e e oottt e e e e ot bttt e e e e e n e ee e e e e e oo s eee e e e e e aanE b et e e e e eannsteeeeeeeannaeeeeeeeanntaneeeeeanns 22
(D=Ll =] oo ] =g o IS = 1T o PSPPSR 26
Generate a Statement Of ENEIQY PeIfOrMaANCE .. ... i et e e et e e e oo ettt oo oo s bttt e e e ook bbbt e e e e e an bbb et e e e e e snbae e e e e s sbbbeeeee s 26
P Yo Lo IO 41 €= Lot £ ST PP TSP PP T PO PP TP P UPP PPN 28

Sy A E =l DLt I VA AL T O 0] g} = o £ 30



Introduction

This guide was developed to provide assistance in the use of ENERGY STAR’s Portfolio
Manager. What follows is a step-by-step walkthrough on how to enter buildings into the
system, set up utility meters, and add billing data to those meters, as well as how to
generate energy reports and share data with others. DVRPC has requested each DTA
community to submit copies of all utility bills for a minimum of 1 year (current YTD),
preferably 2 years, for all municipal operations. Using Portfolio Manager, that data can be
analyzed to review energy cost and use, annual energy expenditures, provide
benchmarking, and determine “Energy Use Intensity” (EUI) scores for each building.

What is Benchmarking?

Benchmarking is the process of measuring and comparing energy performance over time
for a single building or multiple buildings. Benchmarking allows property owners to analyze
energy use and determine where improvements can be made in energy consumption and
energy efficiency.



Getting Started

Data Collection Checklist

Before you begin, please take note of all of the information you will need for each building.

Name of the building

Type of building (office, utility, public service — see page 6 for more details)
Gross floor area of the building (in square feet)

Weekly operating hours (hours per week that the office space is 75% occupied)
Number of workers on main shift

Number of personal computers

Percent of total floor space that is cooled

o 0 0o 0 o0 o0 o0 o0

Percent of total floor space that is heated



Getting Started

Portfolio Manager Main Page

== PortfoliolManager®

MyPortfolio

Properties (165) Notifications (7)

Add a Property o You

<.+ | You are connected to Bristol

are connected to Cello

Source EUI Trend (KBtu/ft*)

< | You are connected to Marisnns

Clear

Each of your buildings is located under the
“My Portfolio Tab” in the main dashboard of
Portfolio Manager. Under “My Properties,”
select any building to get started.

— To add a building, click here.

Click on a building name to go directly to

that building’s “Summary” page.

=l
My Properties (165) Add a Property é
Filter by: | ouamencin Township (9) :[ Search m
Name = Action
| want to =l
Total GHG Emissions Trend (MtCO2e) 5
o el
I want to =l
Tow: d Park Iwant to _vJ
0ld Public Works I want to :_J
oWaIm m Public Works Buildine =]
p - Public Works Building I 'want to. _j P
~
T Pump St ! one/Morri | | want to... ;I
Tow: p Sta Iwant to... ;I
To ing P Iwantto... ;I
| |
10 =] Sof9
I:'%‘\-'! at gna ulmg an

Alternatively, there is a drop-down menu to
the right with options to Add/Edit Bills,
Update Use Details, Set Goals, Share with
Others, or Add to a Group.




Getting Started

Add a Property

ACME -
BANK

|
J

Your Property’s Primary Function

We'll get into the details later. For now, overall, what main purpose does your property serve?

3 <

: Select a primary function

Learn more about primary functionsipropeny types.

Your Property’s Buildings
How many physical buildings do you consider part of your property?

" None: My property is part of a building
& One: My propertyis a single building

" More than One: My property includes multiple buildings
How many?

Your Property’s Construction Status

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

' Existing: My property is built, occupied andfor being used. | will be using Portfolio
Manager to track energyiwater 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! Cancel

Here are the options you will see when
you add a building.

Select the primary function of your
building, such as office, retail, public
service, or utility. See Decoding
Municipal Building Types (page 6) for
more information on how to identify the
appropriate function for your building.

Select whether your property is part of a
building, a single building, or multiple
buildings. Most users will select “single
building.”

Your building may already be built or it
may be in the design phase.



Getting Started

Add a Property

About Your Property

Name: P
~
*
Cﬁuml‘,": ....selqﬁ... v’
Street Address:
City Municipality :
State/Province: - - Selast--- ;I
Postal Code: ?
Year Built: .
. ® i
Gross Floor Area: 3q. Ft. ;I [T Temporary \dlue <
w0 cc Aoor Area iz he bid 1oor ared, expre s ted In square el or square me lers , measured Tom
b principal exlericr surfaces of e bullding ) ard rolinciuling pating areai ).
Occupancy *[ select = i %

Do any of these apply?

N

[T My property’s energy consumption includes parking areas
[~ My property has a Data Center that requires a constant power load of 75 k' or more
[T My property has one or more retail stores

[T My property has ene or more restaurants/cafeterias

Continue Q=

On this page, you will be able to enter
details about your building. The name you
choose is what will appear in Portfolio
Manager. It will appear in alphabetical order
under “My Properties.”

If you do not know the exact gross floor
area of your building, check “Temporary
Value” until you have a chance to confirm.

These additional options will help Portfolio
Manager give accurate results.



Getting Started

Add a Property

Set up a Property: How is it used?

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

property is used

Basic Information

Hame: Police Building Test Country: us
Primarily: Police Station Address:
Year Built 2001 180 N Independence Mall West
Philadelphia, PA 19108
Property consists of: 1 building
Add Another Type of Use
W Building Use Edit Name

Police Station applies to buildings used for federal, state, or local police forces and their associated office space.

Gross Floor Area should incdude all space within the building(s), induding offices, temporary holding cells, kitchens used by staff, lobbies, atriums, conference

rooms and auditoriums, fitness areas for staff, storage areas, stainways, and elevator shafts
Property Use Detail Value

Gross Floor Area : 200000

sa.Ft 7]
Weekly Operating Hours

Number of Workers on Main Shift

Number of Computers

R his 1

=
— 3|

Current As Of Temporary
Value
01/01/2001 m r <
01/0172001 m '
01/01/2001 m |—
01/01/2001 Eﬁ r

The information you entered in the previous
page will be shown here. If anything is
incorrect, click “Edit” to go back and make
changes.

You have the option to add another use
type, if your building has more than one
use.

The information entered here will help
Portfolio Manager calculate energy use
data. Gross floor area is required. If you do
not know the exact value for any
information you have entered, check
“Temporary Value” to the right until you
have the chance to confirm.



Getting Started

Decoding Municipal Building Types

The building type you selected when adding a building will affect what types of information you will be able to
enter and how Portfolio Manager will calculate energy performance. Use this chart to help select the appropriate
building type.

Type of Municipal Building Portfolio Manager Building Type
Administration/Police Office

Civic Center Office

Garage Other — Other

Pumping Station Utility — Other

Fire Station Public Services — Fire Station
Library Public Services — Library
Wastewater Treatment Plant Utility — Wastewater Treatment Plant

Public Services — Drinking Water Treatment &

Water Treatment Facility Distribution



Getting Started

Building Dashboard

r_'\"‘ ENERGY STAR®

= Portfolio’anaoer®

| MyPaortfolio |

Summary

Details Meters

Goals

Design

|
Your building information

will appear here.

e

4
Dasis Devign

Sumemary Datasiz Matmr

Property Profile

You RaVEnT CrEatEd B profiie Tor jouT Drooerty et
Profiies are 3 way 10 Suiplement Me rmation
POrtiio Lianager with 300monal Inlormation 200u your
ProperT; ng 3 onom

Source EUI Trend (kBtw/t’)

Total GHG Emissions Trend (MtCO2e)

Notifications

YOu Ve N0 W NOTICATIONS

Sharing this Property
Shared with:: 3 Conacts

Name

Source EUI (kBtu/fF)

Cutom

Full Access

248

This is the dashboard for the building
you have selected. The tabs located
below the building address allow you
to view and edit Details, including the
basic information of the building,
Meters, in which you can add or edit
utility meters, Goals, which allows you
to view energy performance and
metrics, and Design, which contains
information such as the building’s
ENERGY STAR score, energy cost,
and energy use intensity.



Getting Started

Energy Use Intensity

V‘m‘_l‘ ENERGY STAR" , ;
=< Portfolio’'ananer

MyPartfolio

Wesooms ECOMPITELLO: Ascourt Besings | Comacts | Help | Sign Out

Your building information
will appear here.

Bummary Datasiz [ Dasis

Property Profile
You RavenT Created 3 profile Tor your property et

Profiies are 3 way 10 Supplement e Ivrmation
POrtioio Lanager with 300monal INormaton 000 your

N

Notifications

YOu Ve N0 W NOTICATIONS

Sharing this Property
Shared with:: 3 Conacts

Name

Source EUI (kBtu/fF)

Current EUL 248 &

Energy Use Intensity (EUI) is a
commonly-used measure for
benchmarking the energy performance of
a building. Generally, a low EUI is an
indicator for good energy performance.

Baseine £ \ The EUI of your building will appear here,

Parmissions  Action

as long as at least one year worth of data
has been entered.

If more than one year of data has been
entered, you will be able to see how the

Total GHG Emissions Trend (MtCO2e)

Cutom

watio
Access

Full Access i =1
Full Access Wty =

ENERGY STAR Score (1-100)

Current Score: 11 <~

Baseline Score;

EUI of your building has changed year to
year in this graph.

More detailed EUI information and other
metrics can be viewed by clicking on the
“Design” tab.

—

Tip: If the building is eligible for an ENERGY
STAR Score, it will appear in place of the
EUI. A high ENERGY STAR Score generally
indicates good energy performance.




Getting Started

Edit Property Information

&
Summary Details Meters Goals Design
: _ This Property's Overall Use
Basic Information ) )
. . Add Another Type of Use =il Add
B viewedit al Views as Diagram LEC SNGRIRIINDE Y D00 =l ezl
Details
. £ Gross Floor !
Construction Status: Primary Function T Action
Existing
ini i ffice 1 |
Federal Property: B Administration Dffice 1826 ff* | lwant to ;I
Not Set =
» Meeting Rooms Office 4242 2 | lwant to...
Find A Service & Product Provider
g::t:: P Police Station Use Police Station 11300 | 1want to... =~
1) Editing basic information also includes I Other Use Other 2000 fi# | lwant to... LI

name, address, etc,

template to upload your information.

Gross Floor Area Comparison

v The total of the Gross Floor Area for your uses equals the
Gross Floor Area foryour property. Learmn more.

Unique Identifiers (IDs)

Portfolio Manager 1D: :
3332885 W Use Total GFA W Property GFA |
Standard IDs: None

‘ 29,368
Custom IDs: None

()] You can select from Portfolio Manager's

aanal 1D e it A

& To add multiple uses and buildings to this property, you can use this spreadsheet

~ Keeping Your Property
Information up to date

It your property has more than one
building, it is important that you keep
your use details updated at both the
property and building levels so that
your ENERGY STAR score and other
metrics are accurate. Learn more

about keeping use details up to date.

To edit the information you
provided when you added the
building, click on the “Details”
tab.

Then, click on “View/Edit all
Details.”

10



Adding Meters and Data

Add a Meter

&
Summary Details Meters >

Goals Design

Energy & VWater Consumption

Manage/Enter My Bills

Meters for Performarice
Metrics

View/Edit Configuration

Utility & VWeather

Electric Distribution Utility (EDU):
PECO Energy Co [Exelon Corp]

Regional Power Grid:
Mid Atlantic

Weather Station:
DOYLESTOWN (725113)

g Your electiic distribution utility (EDU)
and we ather station selections affect
the calculation of your energy metrics.

Energy Meters (4)

"= View as a Diagram

Hame Energy Type
001871013 - . .
Hestric Electric- Grid
027385067 -

NAFiiral Gas Matural Gas

Fugl Oil (Mo, 2] Fuel Oil iNo. 2)

Propane Propane

\Water Meters (0)

"= View as a Diagram

Most Recent

Bill Date

0743102013

09¢30/2012

0843042012

08f30/202

Action

I want to..,
I want to...
| want to...

| want to...

~ You have not entered any water meters yet. After entering the
w meter, you will need to assaciate it in order to receive metrics.

Add Another Meter 6

Add Another Meter

Click the “Meters” tab to view the
meters for your building.

— To add energy and/or water meters,
click here.




Adding Meters and Data

Add a Meter

@

Sources of Your Property's Energy

How does your propenty acquire energy? Please select all that apply.

[¥ Bectric

[V purchased from the grid <
How Many Meters? |1 |
r_' generated on site with my own solar panels
[~ generated on site with my own wind turbines
F Hatural Gas
How Many Msters? |1
[~ Propane
[V Fuel il (No. 2)

How Many Meters? |1 <
Diesel
District Steam

District Hot Water

|

District Chilled Wiater

Don't see your energy sources?

See mone enenjy sources?

Your Property's Water Usage

How does your property use water? Please select all that apply.
[~ MWunicipally Supplied Potable Wiater
[_ Municipally Supplied Reclaimed Water

[~ Atemative Wiater G d On-Site:

[~ Other:

You will see this page when adding meters.
You may add multiple meters simultaneously.
In this example, we will add one grid-
purchased electric, one natural gas, and one
fuel oil meter.

For each type of meter, you will be able to
enter how many meters you are adding.

12



Adding Meters and Data

Add a Meter

About Your Meters for Towamencin - Administration + Police Building

Enter the information below about your new meters. The meter's Unifs and Date Mefer becanre Active are required. You can also change the meters name.

3 Energy Meters for Towamencin - Administration + Police Building (click table to edit)

Other Date Meter Date Meter Enter as
i 2

[ Meter Name Type Type it became Active L became Inactive Delivery?

Natural Gas Natural Gas :d {hundied CUb'°L1r1QD13 v =

eet) ~
Fuel Oil (No. 2} Fuel Qil (No.2) Gallons 1/1/2013 2 2
1172013 r
[T | [etiic Giid Mete] Electic- Grid | With (thousand i v | m v _ =
N

X Delete Selected Entries

Add Another Engry

0 Water Meter for Towamencin - Administration + Police Building (click table to pdit)

Date Meter became Date Meter became

Other ¥
i Meter Nathe Type Type Units Active In Use? Inactive

M Delete Selecteq Entries

Add Another Enfry

m Cjnc):ll

You can edit the first bill.
name of each meter

Click the blank area under “Units”
and the shown dialog box will
appear.

Select the same units that you will
use to enter usage data (i.e., use
the same units that your utility
company uses to bill you
currently).

The date the meter became active is the date of the

here. If you uncheck “In Use?,” you will be able to enter the
date of the last bill of a meter that is no longer active. 13



Adding Meters and Data

Add a Meter

Your Meter Entries for Towamencin - Administration + Police Building

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

3 Energy Meter(s) for Towamencin - Administration + Police Building

¥ Delete Meter

W Hatural Gas Edit

Usage e
Start Date End Date < Cost Estimation
ccf (hundred cubic feet) ®) s
= —] 'ﬂ D
X Delete Selected Entries 1) You can upload an excel spreadsheet with your basic bill y
Add Another Entry information using our spreadsheet template. Browse... | Mo file selected.

X Delete Meter

) Fuel Oil (Ho. 2) Edit

X Delete Meter

Finish Meter Set Up Qe

On this page, enter billing data for your meters. See Sample PECO Bill (page 16) for more
information on how to find data on your bill, and see Add Billing Data (page 17) for more

information about entering data.

» Electric Grid Meter Edit




Adding Meters and Data

Add a Meter

[ Congratulations! You have successfully added meters to your property.

Meters to add to Total Consumption for Metrics for Lansdowne - Public Library

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.

Property Totals

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

[V Meter Name

This is the page you will
see after you have
finished setting up your
meters.

You have the option to

V' | Electric Grid Meter <&

Total of 1 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 acoount for the total energy consumption for this property.

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

begin tracking water usage alongside your energy usage.

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

"1 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
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
f
those meters would double count your consumption and skew your metrics (e.g., srificially increase your Site Energy Use Intensity). Learn Morg/bout

include the meter(s) you
have entered in your
energy metrics and total
consumption data.

If any changes are made
L here, click “Apply
Selections” when you are
done.

configuring meters for performance metrics.
Apply Selections Enes

15



Adding Meters and Data

Sample PECO Bill This sample bill shows where you
will find the data you need to enter

Emergency and Repairs: 1.800-841-3141. This is the number 10 call to |nt0 Portfoho Manager A S|ng|e

report power outages, gas leaks or odors, and salety hazards related
to PECO equipment. For all other business, call 1-800-494-3000.

PECO bill may contain both natural
gas and electric bills.

Account Numbe
Meter Information
Road [T Load Resdng Mot Reading T Mutipter
Cate NuTber Type T Previous Present Deference X —
|06 [ | e Sevios o || wwAda| DotAmed] 8] v ] .
I | ras| waras| wa| 3 || wa| Usage
ot e U g T — - Under “Reading Type,” ccf indicates
Gas Commercial Service - Current Period Detail Servicq 09/15/2011 to 10/16/2011 - 31 days natural gas, and kWh indicates
ek G0 Suply Chargn 6 Ct X $04520 ~ electricity.
Dstrbution Charges 6 Ccf X o37a2 2.27 \
Balancing Senice Char 6 Cef X 00430 0.28
e B Atitmant Chtans 6 ct X 000423 003 Start and End Dates — Natural Gas

State Tax Acjustment L o ¥y}
Total Current Charges $33.78

[ Cost — Natural Gas

13-Month Usage (Total Cef) Your Usage Profile
> Avg Daly Moo Dty
F.+] ‘Pv(.d | Diage ] [FE] | Dayrs | Tereg
1"®e | Corrent Noran 8 (-1} 1] ]

Lasd tdcath L o2 = T

" -
L Y - L 02 2 o

) | A i

f | Aoy et par Moty 7

@ | Tots Annisd Cof Unage ]

OMNDJFMAMUJJIABO

Moritn Bl

| — . .
Electric Commercial Service 0-100kW - Current Period Detail Servich 09/15/2011 to 10/16/2011 |G4days | Start and End Dates — Electricity
$15.04 PN
Customer Cl _
D-strbumch:rm 1850 KW X SA.B5000 81.84 COSt EIeCtrICIty
Distribution Charges 3748 KWh X  0.00490 18.37
Energy Effciency Charge 3748 KWh X 000270 10.12
State Tax Adustment .08
COMMERCE ENERGY INC. Charges / B77-226-5352 i
ENERGY CHARGE-3T48KWHGO0. 111500 PER KIWH 41780

MONTHLY FEE F:GE
Sales Tax . - — 16
Total Current Charges $573.51




Adding Meters and Data

Add Billing Data

001871013 - Electric =]

meter

wy These are your already created meters. Do you need to Add another

Green
Fower

10/23/2013

Tip: This page defaults to showing only
one year of data. Click inside this box and
select “Show All Years” to view all data.

Last Updated

You have three options to enter billing
data:

Display Yeans): 2013 X

Start Date End Date E;;gghm et o] Cost ($) Estimation
[T 1zerzoiz 1122013 34178 3284.62 r
[ | 1zr2013 21312013 33504 3226.78 r
[T | 2Br012 30412013 27936 271141 r
[T | 32013 4212013 26112 2562.74 r
[~ | ar=rzo13 51172013 27072 232008 r
T snizo1z 6212013 37152 3493.06 O
[T | Bzr01z 7172013 41088 375163 r
[T 7401z 73172013 52128 a773.88

¥ Delete Selected Entries

Add Another Entry

|| You can upload an excel spreadsheet with your basic bill

information using our spreadshest template.

1} Did you know you ¢an work with another organization to reguiady upload your data into Portfolio
Manager? You can authorize these companies to update your meters, manage building data, and retrieve
metrics. To get started, search for organizations that exchange data.

-
-
-

O [eLIs Tl

B

Browse... l No file selected.

w -

Liz Compitello

10/23/2013

iz Compitello
1)

10/23/2013
Liz Compitello

1052312013
Liz Compitello

1072372013
Liz Compitello

10/23/2013
Liz Compitello

1052312013
Liz Compitello

720132
Liz Compitello

1) Enter meter data directly into Portfolio
Manager. Enter each meter entry in a
separate line.

2) Download an Excel template that will
allow you to copy and paste date into a
spreadsheet. See Update a Single Meter
Using Excel (page 21) for further

Tip: Billing periods should not overlap.
If they do, an error will occur.

instructions.

3) Enter meter data for multiple meters of a
single building using just one Excel
spreadsheet. See Update Multiple Meters
Simultaneously (page 22) for further
instructions.

17



Adding Meters and Data

Data Collection Spreadsheets

We have provided Excel templates to help you manage your utility bill data. Additionally,
they can assist you in entering data into Portfolio Manager.

A E C 1] E F [ H I J K L ™ N [u] F [*] la] S
L Credits!
AC
2 PECO BILL Saver EXCELON BILL [generation)
3 LECE - TWE SLUNG - Z080
4 Aeel i THES- T8 CHECK CHECK CHECK EBOYIDER
5 SEBRYICE DATES E¥h 1 LCof 1 JEOFCHE $£2 CHECKS® Add F iy DATE F AMT.
| B 201 12Md2on 1164 § 1160.00
7 12Mizon  usIz0z 2252 $ 226459
8 WSi202  2med20z 2602 § 2.594.00
3 2eizmze ez 2581 $2547.33
0 Hez012 4Mez012 1342 § 1,339.00
L M42m2 SE20M2 723 ¢ TIM
e Sixe012  eMi2012 w4 § 1787
| B BMizZ02  TM2012 0 % 3700 N\
i Thrz012  si2z012 7T & 3500
15 glziemz a2z 8 & 3592

4 4 » M| Public Works Garage .~ Senior Citizen Center

Tﬂkﬁuﬁd:r‘; < Wastewater Treatment Plant FACTORS . ¥J

T

There is a separate tab for each
building that you manage. The
FACTORS tab contains formulas
and fields for square footage for
each building, which help
calculate EUI. (EUI is calculated
in the “metrics” columns,
described on p. 20.)

N\

Enter your PECO bill data
here. Each row should
contain a separate bill,
and billing dates should
not overlap (though they
may overlap by one day).

If your receive a separate
bill through a third-party
generation supplier, enter
your billing data here.
(Sample community uses
EXCELON as their
supplier.)
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Adding Meters and Data

Data Collection Spreadsheets
The data you have entered under the “PECO Bill” section will automatically be copied to the

“Portfolio Manager” section. This is in the same format as Portfolio Manager’'s Excel
“spreadsheet templates” for entering data, described in Upload Data Using Excel (page

21).
s T 1] v W % Y Z A8, AB AC a0 AE AF AG
ENERGY
ELECTRIC NATURAL GAS COST  $/kWh $/ICCF kBt EUI  12-MONTH 4
Start Date | Emd Date' Usage  Cost = Start Date' End Date' Usage  Cost
42011 12040201 0% - W42011 1204201 1164 $1960.00 | ¢ 116000 THOIWVIO! § 100 118,728.00
120442011 1152012 0% 120442011 WEI2012 2252  @MEEEE ¢ 226459 THDIWO! § 101 22970400
Wsi2012 2062012 0 $ WEIZ012 20612012 2602 HHE#NE ¢ 259400 THDIMVIOL ¢ 100 26540400
2062012 3612012 0 $ 20802012 MBI2012 2531 #EHENE $  2547.22 THOIVIODL § 099 26326200
JBR012 41412012 0% 362012 40412012 1343 $133300 | § 133900 "MDIVI! § 100 136386.00
41412012 SI3R2012 0% 4402012 SI32012 722 3 TAM| S 74 THOMIO § 101 73.746.00
5312012 60412012 0§ 5132012 6412012 54 $ 17847 | § 17807 THOMIO! § 106 15,708.00
BIHI2012  TM2012 0 % SI42012  I42012 10 $ 3700 % 37.00 TROIVIO! § 370 102000
72012 SI202012 0 % 202 B2i2012 7 ¢ 3600 % 35.00 THOIVIO! $ 5.00 714.00
gi2ie012 912012 0% 222012 NA2012 2 ¢ 3592 % 35.92 "HOIVIOl § 449 216.00
QU012 104342012 0 % AN201Z 100342012 8 ¢ 3592 ¢ 35.92 TROIVIOl § 4.49 216.00
10032012 W242012 0 % /32012 11202012 704 $ BS067 | $ 83067 "HDIVIN § 097 71,808.00 1556 SE8888
WONS00  1ONS00 D $ 1O/300 NS00 os - |s - TROIVIO! #OIVI0! .
WONS00  HONS00 0% 10H300 1041900 0% $ TR0l TROINVIO!
WOM300  HONS00 0% WOM300 NS00 0% $ "HOIVI0! "HOIVIO!

The data in these four
columns can be copied
directly into a
“Spreadsheet
Template” generated by
Portfolio Manager. See
p. 21 for more
information.

T

The data in these four
columns can be copied
directly into a
“Spreadsheet
Template” generated by
Portfolio Manager. See
p. 21 for more
information.

Your energy metrics are
calculated automatically
and appear here. See p.
20 for more information on
these energy metrics.
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Adding Meters and Data

More Information on Energy Metrics

$ 116000 FgOMIO! $ 100 18,722.00
$ 226453 TROIIDl $ 101 229,704.00
$ 259400 TRDIVIO! § 100 2E5,404.00
$ 254733 THODMIO! $ 093 263.262.00
$ 133900 T8Ol § 100 136,986.00
$ 7314 THDIVIDL 101 73.746.00
$ 17817 THOIVID! $ 106 15,708.00
3 37.00 F4Ovi0! $ 370 1,020.00
$ 35.00 T4OM0! ¢ 500 714.00
$ 35.92 THOMID! § 4.49 £816.00
$ 3592 THOMIO! § 449 816.00
$ 62067 TROMNIO! $ 097 71.408.00 11556 SS88838
$ - TgDio THDIVIO! -
$ Fgoivio T#0nHo!

$ :#DIWD! :#DIWD!

AB AC A0 AE AF AG
toraL URAYESSS 4 METRICS
ENERGY
COosT $ikvWh $ICCF kBtu EUl 12-MONTH 4

The following are definitions of the energy metrics
that appear in the data collection spreadsheet.

Total Energy Cost
The total cost of all bills for a given billing period.

$/kWh
Price per kilowatt-hour of electricity.

$/CCF
Price per hundred cubic feet of natural gas.

EUI
Energy Use Intensity. (See page 8 for further
explanation.)

12-Month $$
Total energy cost for the past 12 months of billing
data.
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Upload Data Using Excel

Update a Single Meter Using Excel

_-"J You can upload an excel spreadsheet with your basic bill
information using our spreadsheet template. Browse.. | Mo file selected.
@ | & |= MeterConsumptionDataSpreadsheet_metered_en.xls [Read-(
Home Insert Page Layout Formulas Data Review View De
117 v S
| A B C D E O

1 StartDate " End Date” Usage
2
3
| 4
5
6
7
8

[ 9
[ 10
11
12
[ <« » | Consumption Info ~ ¥J
' Ready | ] |

Cost ' Estimated Value "

pd
~

As shown on the previous slide, you can
click on “spreadsheet template” to
download a blank Excel template. This
option is located below the table used for
entering billing data manually.

The downloaded Excel spreadsheet will
look like this. Enter each bill into a
separate line. Make sure to fill in all
columns to avoid any potential errors.

When you are done editing the
spreadsheet, return to the same page in

~__— your Internet browser. Click “Browse” to

_-"J You can upload an excel spreadsheet with your basic bill
information using our spreadsheet template,

Browse.. | Mo file selected.

Upload

locate the file on your computer. Then,
click “Upload” to upload the data.
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Upload Data Using Excel

Update Multiple Meters Simultaneously

== Portfolio’2nager”

Recognition

| MyPortfolio

Sharing Planning Repaorting

Your building information
will appear here.

Current EUL

Weather-Normalized
Source EUI (kB/iE)

243

Baseline EUL: 255 §

Energy Meters (4)
Energy & Water Consumption

&4 View 35 3 Disgram

Artion

Mast Recent

Mame Energy Type
Gill Date

E_._"g':i_ﬂ 0l3- Hlectric - Grid 030202

Meters for Performance

Metrics. 7
: JRREESET | Maturmi G D312 Iwantta..
= —
Fuel Mo 2) | Fuel Gil No. 29 DEN2012 | anta..
Progans Frogans LEN2012 [rantita..

Utility & Weather
Elsctric Distribution Uty (EDU):

PECO Energy Co [Exekon Corg]
: Water Meters (0)

nal Powsr Grid:
Ml ATtaniic &4 View 35 a Diagram
WWeather Statio

n:
COYLESTOWN (T2513)

' You rue ROt emterad any waler MSars jel. ARer anering Ma meter,
e S you will need 1o 35502138 R N Order 8o recele medrics.

[) Your zlaci riogtion il
o arat wea tion salecTons atec
e caloulation of your Eneny meTics.

1 Update Multiple Meters
S Simultanecusly

Forstalio anager fes =7 LI0aT 100 et will el
§Ou Craste & Sorasssnest semziane 80 USE 20 UposE

-/

This feature allows you to add billing data
for multiple meters of a single building using
just one Excel spreadsheet. It can be found

in the “Meters” tab.

Click “spreadsheet template,” which is
under “Update Multiple Meters
Simultaneously.”
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Upload Data Using Excel

Update Multiple Meters Simultaneously

Upload and/or Update Multiple Properties

If you have a lot of properties to create or a lot of bills to add, you may find it easier to upload them using a sp

manuslly or adding bills manually. Learn more below

What do you want to upload?

gsheet and upload it

= Add new properties to my account - To get started, fill in this spres
in the box balow:

= Edit/Upload my existing properties - To do this, you will need to tell us which properties
you want to update so we can oeste 8 custom templste. Once you fill in this custom

template. you will upload it in the box balow.

Upload Spreadsheets

When you are ready to upload your (either
Processing time could be affected by file size.

of custom), anter it here.

Type of Upload " Please select type =l
" Browss_ |No\‘i|eseleﬁed i'=" oad |

Select "Browse™ to locate the file on your
computer and then select “Upload ™

Upload Template:

1 This is a powerful feature. Be careful!

o Multiple submissions could result in duplicate data being
added to your portfolio, property or meter.

o Depending on internet speeds, files larger than 2 MG may
not be able to be successfully uploaded to the server
before the session times out. Files near this size may take
several hours to process. While your spreadsheet upload is
processing, you will not be able to upload any other
spreadsheets.

© ‘Your spreadsheet must be in Mioosoft Excel format.
Flease use the templates provided or generated using
Portfolic Manager to upload or update your properties.

heet rather than gntering each property

Add Properties

‘You can oreate new properties in Portfoli
, by filling in this soreadshes £,

which requires basic property information,
including name, address, gross floor ares,

Property |Ds. and Federal Information (if
applicable).

S agd Properties Template

Edit and Manage
Information

Onoe your properties are in Podfolic
Manager, you can edit and update them
using a template customized based on
what you want to do. For example. you
may want to upload energy bill data for
multiple properties or update use
information.

Create an Upload Template

v

Click “Create an Upload Template.” This will
generate an Excel spreadsheet that will
allow you to enter data for any meters
which have been added to the building.
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Upload Data Using Excel

Update Multiple Meters Simultaneously

~

Create a Custom Upload Template

If you want to add property use or meter information for multiple properties, you can do this by using an Excel spreadsheet. First tell us so formation about
what you are trying to upload to Portfolic Manager so we can oreate a spreadsheet template for you to use. Then simply fill it in with r information and
upload it!

o Select the Task You are Performing L:,J Warning - Don't Change Columns!

" Add Meters to Existing Properties
In order for your upload to work you cannot Add,

¥ Add Bills to Existing Meters (i.e., meter consumption information) Delete or Re-Order columns in the custo,

(" Edit Basic Property Information for Existing Properties (such as name and address)

o Select Properties to Include L;.J Creating New Properties?

Froperties: ol " " | -
| Multiple Properties LI e i If you need to add new properties, you do not need

Selected Items: 9 to create a custom upload template. You can add
new properties manusally or by using the Add
© select Detailed Information to Include Property Excal Template
Meter Types: " . .
 Elearic P L.,'..J Selecting Details
<

v purchased from the grid
W e g The choices provided here comespond to the

How many bills for this type of meter? |1 properties you have selected in Step 2. If you don't
see what you are looking for, take s look at the
property and make sure that the use or meter types
are set up.

|7 Matural Gas

How many bills for this type of meter? |1
[V Fropane

How many bills for this type of meter? |1
[V Fuel Gil (No. 2)

How many bills for this type of meter? 1

Create & Download Template =S

Click “Add Bills to Existing Meters.”

In the drop-down menu, select “Multiple
Properties.” Click “Select Properties,” and
a pop-up window will allow you to select
which buildings you would like to add
meter data to.

Select the meter types you would like to
edit and how many bills there are for each
meter. In the template, all meters of the
same type will have the same number of
entries.

When you are done, click “Create &
Download Template.”
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Upload Data Using Excel

Update Multiple Meters Simultaneously

Upload and/or Update Multiple Properties

If you have a lot of properties to create or a lot of bills to add, you may find it easier to upload them using a sp

heet rather than gniering eadh

manuslly or adding bills manually. Learn more below

What do you want to upload? Add Properties
= Add new properties to my account - To get started, fill in this spresdshest and upload it You can oreate new properties in Portfolio
in the box below. ges, by filling in this soreadshest,
= Editlp my existing properties - To do this, you will need to tell us which properties which requires basic property information.
you want to update so we can oeate s custom templste. Onoe you fill in this custom including name, address, gross floor area,
template, you will upload it in the box below. Property |05, and Federal Information (if
applicable)
S 25 Progedies Template
Upload Spreadsheets Edit and Manage
When you are ready to uplcad your (wither o custom), anter it hete Information

Pn ing ti Id be affected by file size.
PR e e s At Cnoe your properties are in Portfolio

TP —= Manager, you can edit and update them
Type of Upload | Pleass selact type ﬂ > using a template customized based on
= | . Inloa S T T
Upload Template: Browsa_ | No file selected ™ | may want to uplosd energy bill data for
multiple properties or update use
Select "Browse” to locate the file on your information

computer and then select “Upload ™

-
This is a powerful feature. Be careful!

o Multiple submissions could result in duplicate data being
added to your portfolio, property or meter.

o Depending on internet speeds, files larger than 2 MG may
not be able to be successfully uploaded to the server
before the session times out. Files near this size may take
several hours to process. While your spreadsheet upload is
processing, you will not be able to upload any other
spreadsheets.

i

© ‘Your spreadsheet must be in Mioosoft Excel format.
Flease use the templates provided or generated using
Portfolic Manager to upload or update your properties.

When you are done editing an upload
template, select the type of upload from the
drop-down menu, and click “Browse” to
locate the upload template from your
computer. Then click “Upload.”
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Data Reports and Sharing
Generate a Statement of Energy Performance

Portfolio Manager can generate a Statement of Energy Performance for any building with at least a
year of billing data. That document can be used to share your building’s progress.

This feature is located in the “Reporting” tab. Click on “Statement of Energy Performance (SEP).”

\
= Poﬁfollolvlanag\r
MyPortfolio Sharing 1ning Reporting
Charts & Graphs ENERGY STAR

Performanca Documents

&y, Statement of Energy Performance |

oy, Statement of Energy Design Intent

= (SEDI)

¥21 Data Verification Checklist

¥ Progress & Goals Report

*% ENERGY STAR Score Card

ENERGY STAR score

What are the average ENERGY STAR scores of my properties?




Data Reports and Sharing

Generate a Statement of Energy Performance

MyPortfolio >harnng Planning

Generate and Download Reports

Portfolio Manager offers several standard reports for properties that can be useful in communicating your property’s progress with others. These
reports offer detailed information about your property for a single time period and are presented in 3 POF format.

o Select Report(s) to Download
|7 Statement of Energy Performance (SEP)
[T ENERGY S$TAR Data \erfication Checklist
[T Score Card
[~ Progress and Goals Report
[~ statement of Energy Design Intent (SEDI)

w Prefer to design your own report?

taone ofthese report bok [he whatyon seed, cons ke
creathg apleaklestem
A e IO T oW IRpOTtoNE ki of Pol

A Bese Rport ook s mikr, Mo are apphhg B

&1 ENERG ¥ STAP os riffication of Desigaed © E3y
000 N 100, yOu mAstae ne 1ae e requle & 1tation
by way of the application proces

ng for recognition?

© select Property for Report(s)

Property: Ly = L
| S TP ;I = Metrics on your Reports

I 01k 1 D CARNLTE MET IS DO prope iy Br aghen

tine period, e re masthe 12morths ofcompl® me el data

and prope riy wse el nbmation. Rmetiks (hclidhg tie

SO01E) CANNODS cakalyed Br Ay a0, Bey will appear

a TNAT Inyour report

€) select Timeframe for Report(s)

Timeframe: . Cument Year ;l

o Select Contacts for Repori(s)
Select Property Contacts:

Primary Contact:

[ select Contact Ll Add Contact
;I £Add Organization
ZI Add Cortact

Property Owner: | select Organization

\erifying Professional:

[ setect Contact

Cancel

Generate & Download Report(s)

This is the next page you will see.

Select which building you would like
to generate a report for.

_ Then, select the timeframe of the

report.

Finally, click “Generate & Download
Report(s).” This will generate a PDF

~~ document, which you can print,

e-mail, or keep for your records.
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Data Reports and Sharing

Add Contacts

Portfolio Manager has the option to share data access with other individuals or organizations. To do so, you
must first “connect” with a contact. Click “Contacts” in the upper-right corner of the screen.

\ ‘

>
r'-\.‘ ENEHGY STAH Welcome Account Settings | Contacts | Help | Sign Out
? * [ ] O
Portfoliol\lanager
MyPortfolio Sharing Planning Reporting Recognition
My Contacts Search

This iswhere you keep track of your contacts andfor 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,

Share mm Add Contact | Add Organization

T Name a QOrganization @

Your contacts will be listed on this screen. Click “Add Contact.”




Data Reports and Sharing

Add Contacts

Find Contact in Portfolio Manager

Search using any of the criteria below.

Name:
Usemame:

Email

Add New Contact
First Name:

Last Hame:

Job Title:

Organization: *[ select Organization

Country: *... select- - -

Street Address:

City/Municipality:

State/Province: Sl ogelects-- :_[

Postal Code:
Email:
Phone:

Fax:

Professional Designations: [~ Professional Engineer (PE)

[T Registered Architect (RA)

Search [sENTEY

Add Contact ESELTSS)

There are two ways to add a contact. If the contact already has
|_— an account with Portfolio Manager, enter that individual’s name,
username, or email address, then click “Search.”

If the individual does not have an account with Portfolio Manager,
enter the individual’s contact information. Be sure to include all of
[ the required information, denoted by a red asterisk (*). Then click
“Add Contact.”
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Data Reports and Sharing

Share Data With Contacts

Sharing

MyPortfolio

My Shared Properties Sharing Notifications (3)

(48)

Lansdowne- Firehouse - Share

pted by Lansdowne Borough

&
r Municipal Operations

Share a Froperty

& Lansdowne- Borough Yard - Share
= Municipal Operations

w Exchanging Data < Borough Municipal Operations

Did you know you can wod with another
organization to regularly upload your data into
Portfalio Manager? You can authorize these
companies to update your meters, manage
building data, and retrieve metrics.

My Shared Properties (48)

Sort by: Properh( Name ;[

To get startted, search for organizations that

: Name
exchange data. Then connect with them and share
your properies, 12
Leamn more about exchanging data 3.11 Test
876
a
asd N

pted by Lansdowne Borough

Permissions

Full Access

Full Access

Full Access

Full Access

Full Access

Lansdowne- 20th Century Club - Share accepted by Lansdowne

Action

Clear

Clear

e Frovety S

If the contact you would like to
share data with has approved
your connection request (see
Add Contacts on page 28),
you will then be able to share
data with them. Click the
“Sharing” tab.

Then, click “Share a Property.”

Tip: The buildings you have already shared will appear here. If
you would rather view the contacts you have shared buildings
with, select “Contact Name” in the drop-down menu.
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Data Reports and Sharing

Share Data With Contacts

MyPortfolio

Share Your Property(ies)

Sometimes it's really important to be able to share your property with someone else. Maybe they need to he
(perhaps automatically) or process applications for recognition. If this sounds like what you need, start out by
and who you'd like to share with them.

Select Properties to Share

We'll get into the details of the level of access later. For now, which properties do you
want to share™?

- Select Number of Properhy(ies) - ;’

Select People (Accounts) to Share With

Wthich people (accounts) do you want to share these propedies with? The access for each
can be different and you'll be able to specify that on the next page.

Select contacts from my contacts book:

Fe
| pd
~

o -l

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

your connected contacts appear in this list.

This page will let you choose which
buildings you would like to share and
which contacts you would like to share
them with.

Select how many buildings you would like
to share: one, multiple, or all. If you select
“One Property,” a drop-down list will
appear. If you select “Multiple Properties,”
a blue button will appear, which opens a
pop-up window to select buildings.

Then, select which contacts you would
like to share the data with. To select
multiple contacts, hold the CTRL key and
click on each selection.

Then, click “Continue.”
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Data Reports and Sharing

Share Data With Contacts

Share Your Property(ies)

To finish up, tell uswhat type of access the people you have selected should hawve for each of the properies that you have selected. The option to exchange
data is only available for authorized accounts.

Select Permissions for Each Contact

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

[SY  Sortby:| Property Name e |

Name (1D) None Riziec;:y Full Access Custom Access = Exchange Data
v 12 (2645049)
(" v & &
v 3.1 Test(2644621)
) v - C
v 214Test (3060969)
L) « C o

This page will allow you to select which level of access each of your contacts will have to each
of your buildings. Hover your mouse cursor over each option to view detailed descriptions. If
you select “Custom Access,” a pop-up window will appear with additional specifications.

When you are finished, click “Share Property(ies).”
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