Instructions for Using the EPA’s
Portfolio Manager

The EPA Portfolio Manager is an energy management tool that allows users to track and asses their resource
consumption. Efficiency gains or losses can be tracked in individual buildings as well as all buildings on all properties.
This allows users to monitor their progress and to identify where they can continue to improve. The EPA will rate
the efficiency of users and change this rating as improvements are made. The Petal Project requires participation
in this project, but does not require a specific rating. It is the hope of the Petal Project that as participants become
certified, their ratings will increase. This document was developed to serve as a guide for new users, but it is not an
exhaustive list of all the features available.
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How to create an account

Figure 1.1

1. Go to the EPA Portfolio manager website: https://www.energystar.gov /istar/pmpam/.
2. Click on “Register” (Figure 1.1)

3. On the next page, fill out the necessary information. The last section will ask if you
want your account to be a master account. Do not create a master account unless you plan
on using your portfolio to track several of your own sites. For example if your business/ Password: - |
organization is composed of several buildings.

Forgol Your Paseword?

Figure 1.2

(Optional) Master Account Feature (for Sharing Facilities )

By selecting the checkbax below, you will add your usemame and organization name to the Portfolio Manager Master Account registry. Master Accounts are intended to help users who need ta track a large numbar
of facilities managed by gthes Portfalio Manager users. Examples of appropnate use of the Master Account designation inclhede

= An association unning an energy eficiency campaign might use a Master Account to track the progress of its members
® Alocal or state government running an energy efficiency campaign might use a Master Account to track the progress of s constituents.
= A company of ofganization that is benchmarking a large number of facilities might create a Master Account 1o track the performance of its entire orgamzational portfalio.

By identifying your account a5 a “Master Account™, your user and organization name will display for ALL Portfalio Manager users wha wish to share facilities. Users who want to share facilities with you will be able
to wew and select your user and organization name dunng this process

Those neading to shame only a small number of buddings are encouraged 1o use Ponfolio Manager's reqular shanng feature and are asked NOT to set up & Master Account. Learn more abowt Master Accounts.

[ Display my user and erganization name to ALL Portfolio Manager users who wish ta share facilities with my account.

m‘ SAVE PROFILE

4. Click “Save Profile”. (Figure 1.2)
5. Retrieve the login name and password that was sent to the designated email.

By following these steps, your business/organization will now have created a registered account with the EPA’s
Portfolio Manager. All properties that are monitored will be listed here.



Adding Properties

1. When at the “My Portfolio” page, click on “Add a Property”. (Figure 2.1)
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2. Fill in the necessary information about a property your business/organizations uses in its operations.

Add General Facility Information

Uze the form balow 1o prowde general misemation concarning your facility
[=] requiren
“Type of Faciity
® A single facity for which my organization owns or manages 30% or more of the floor area.
(o) A portion of a single facility for which my organization owns or manages less than 30% of the floor area
O A hospaal compesed of a sangle tacibty or collection of facilities
O A municipal wastewater treatment plant or water treatment and distribution wliity

"Is this facilty owned, operated of laased by the Federal govemment?: (what i shis®)

® HNo

[o) Yeos
“Country [United States v
*Facility Name

3. At the bottom of this screen, click “Add/Edit Contacts and Organizations” to add the organization that
owns the facility that is being described. (Figure 2.2)

Figure 2.2

0 *his facility: '-de__Org__a@mm v

* 1s there an energy efficiency Service and Product Provider assisting with benchmarking this bullding? | Select SPP |
If no SPP is managing data for this facility, select "None™. If this facilty's
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MNotes:

This field is optional and can be used to record any infarmation (up to 1000
characters) pertaining o this faciity.




4. On the next page, click “Add New Organization”. (Figure 2.3)

Figure 2.3

Contact Name Organization

Na Contacts Found

5. Fill in the required information about the owner of the facility. If your business/organization is the owner, fill in
that information. Click “Save” when done. (Figure 2.4)

Figure 2.4
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6. Click “Done” on the next page. (Figure 2.5)

Figure 2.5
Add Mew Qrgamzation
Drganization Address
Dubuque, 14, 52001 Edit Org
Delate Org
Add Mgw Contact
Contact Name Organization
No Contacts Found




7. You will be returned to the page where you need to select who owns the facility. Click “Select Organization”
and select the organization that was just added. (Figure 2.6)

Figure 2.6
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8. Next click the “Select SPP” and select “None”. (Figure 2.6)

9. Click “Save”. The property has now been added to your portfolio. (Figure 2.6)

10. After saving, the created property’s page will be loaded. If you wish to add another property click “My
Portfolio”. (Figure 2.7)

Figure 2.7

PORTFOLIO MANAGER

Home Ky Porfalic > Sample Facility

Facility Summary: Sample Facility
How do | use this page®

Building ID: 1941420
Level of Access: Building Data Administrator

Electric Distribution Utility. Dominion - Virginia Electric & Power Co
Regional Power Gnd: irgini [
to calculate my electric emissions rate

Electric Emissions Rate (kgCOe/MBtu). 151.7 (what s this?)

Generate 3 Statement of Energy Pedformance for uses other than applying for the ENERGY STAR.

11. Clicking this will bring you back to your portfolio. Repeat the “Adding Properties” instructions to add as many

properties as needed.

Each property that is added will have its own page where it can be managed separately.




Defining the Property

Now that the property has been listed with the EPA, the type of property, size, and other features need to be
described.

Figure 3.1

1. On the “My Portfolio” page, click on a @
. . PORTFOLIO MANAGER

listed property. (Figure 3.1)
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2. After you click on a property, you will see that property’s page. Scroll down to “Space Use” and click “Add
Space” (Figure 3.3)

Figure 3.3

Space Use

Floor
Space Name Space Type Area % Floor Area Alerts
[Sq. FL)

e = = =

Total 15,000

Because more than 50% of your building is Office, your building is designated as Office within Partfolio Manager. This building may be eligible for a rating
If ywou can see a rating for this bullding, please note that the rating takes into account all of the space types you have hsted.  you
cannot see a rating for this building. you can be compared to the national average for Office (Chck to learn more)




3. Fill in the required information and click “continue”. (Figure 3.4)

Figure 3.4

Add a Facility Space
Thas facility must have at least one defined space and all defined space(s) must account for 100'% of the facilitys floor area combined. Define more than one space i

1} A portion of the facility is uniqus (e.g . a restaurant within a building pradomanantly used as an office bullding). Doas not apply to hospitals.
2] Usage pattems are unique (2.9 . ona tenant uses the facility much langer hours than others) Does net apply to hospitals.

Mate: i your space is not lsted below, pleass select "Other.” You will have an cpporunity to funther define your “Other” space on the following page.

[=] requirep

Enter a Nama lor this Space:

“Select a Space Type: ;.Svalect a Space Type -/

“Enter the Effective Date (MR/DDMYYYY) for this Space.
The Effective Date is usad by Fortfolio Manager to determine the staring date fior including this Space’s attrbutes in the overall
calculation of the facility's energy periomance rating

CANCEL CONTINUE

4. Enter the required information and click “Save”. (Figure 3.5)

Figure 3.5

Required for Be king vhat i th

Space Attribute Space Atribute Value Uz Default Effactive Date
[Temporary values should only be used Value {when this

if an Actual value is not currently known) Artribute Value

it s thin? weas first true)
. 7

“Gross Floor Area e L2 [Sa.F1 ¥ a0 |
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“What percent of this space is air-conditioned? [ Select > O Na Units 12192000 |
[ For Temporary Use?

“What percent of this space is heated? [ Select v 0 No Units 21192000 |
[J For Temporary Use?

5. To add more properties, repeat steps 1 through 4.




Tracking Resources
Energy Meter

1. On the “My Portfolio” page, click on a property.

Figure 4.1
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2. On property’s page, click “Add Meter”. (Figure 4.3)

Figure 4.3

Energy Meters
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3. Enter a name for the meter and then select what type of energy the meter is tracking by finding it under
“Select an Energy Type”. (Figure 4.4)

4. After selecting the energy type, enter the unit of measurement. Search for it in the “Select Units” bar. You may
have to look at old energy bills to find the unit or check your meter. (Figure 4.4)

Figure 4.4
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6. Enter all of the data that is available. Click “Save”. (Figure 4.6)

Figure 4.6
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7. Repeat 1 through 6 to add all meters at site.

Water Meter
1. On the “My Portfolio” page, click on a property.

Figure 5.1
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2. Scroll down to the “Water Meter” section and click “Add Meter”. (Figure 5.3)

Figure 5.3

Vater Meters

Last Meter Entry
Meter Name (End Date)

Mo Meter Defined

3. Name the meter and fill out the required information. Look at the meter or old water bills to determine how
usage is measured and then select the appropriate units in the “Select Units” bar. (Figure 5.4)

Figure 5.4

Add Facility Water Meter: Sample Facility

Use Portfolio Manager 1o track your facility’s water use. To view this information. select the Water Use view on the Facility Summary or Porfolio View pages
Mate that emenng water use information wall not affect your facility's energy performance rating
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Add Water Meter

“Meter Hame: |

“Select the type of water use:
Cindaor

I 0utdoer

Or

[ wastewater Sewer
“Um. | Select Units

“Add this meter to Total Facility Water Usa?
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4. Enter the earliest date and the number of entries that you have data for and click “Continue”. (Figure 5.5)

Figure 5.5
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5. Enter all of the data that is available. Click “Save”. (Figure 5.6)

Add Water Use:

Starn Dane End Date Water Use Cost - US Dollars

MWD MDD {cef (hundrod cubic foot)) (opbonal
e | ovieses | [ ] s
ovraross | (0211871989 s
021911989 | [or1anass [ | s
[0319r1989 | [o4r1811989 | : i 5
[osr191009 | [osr1e98s | [ | El
[osr1aroee | (06181989 [ | s
061911989 | [oriterags | : | s
LATHE N 0/18/1989 | L | s
[oeriaioes | [oortgrioes | ) | s
(09191989 | [1o181989 | : | s
[10rariess | [111ai1a8s | [ ] s
[1119r989 | [1znaeas | ; | s

6. Repeat steps 1 through 5 to add another water meter.

Updating Meters

1. On the “My Portfolio” page, click on a property. (Figure 6.1)
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2. A list of the old entries will pop up. Right above the entries you will see “Add Meter Entries”. Click on this.
(Figure 6.3)

Figure 6.3
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3. Enter thenumber of new entries you will make and the date that they start. (Figure 6.4)

Figure 6.4
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4. Fill in the new data and click “Save”. (Figure 6.5)

Figure 6.5
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The meters are now up to date. Both energy and water meters have the same process for updating.




