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MDE Draft Guidance for Benchmarking in ENERGY STAR®

Portfolio Manager®
September 2024

This guidance explains how owners of covered buildings under the Maryland BEPS can benchmark their
properties and share data with the Maryland Department of the Environment (MDE) using the
Environmental Protection Agency’s ENERGY STAR Portfolio Manager® no-cost benchmarking tool.

ENERGY STAR Portfolio Manager helps building owners to measure and track their buildings' energy,
water use, waste generation, and greenhouse gas emissions, all in a secure online environment. You can
use the results to identify underperforming buildings, set investment priorities, verify efficiency
improvements, and receive EPA recognition for superior energy performance.
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1. Create an Account in Portfolio Manager

ENERGY STAR

PortfolioManager®

To gain access to the benchmarking tool, property owners can create an account
at Portfolio Manager Login | ENERGY STAR at no-cost.

== Portol

The name of the Portfolio Manager account does not have to be associated with >
the property entity. However, MDE requests than an active email address and =
organization name are entered so MDE may reach out for data validation. f

|
—

NOTE: The username of the account cannot be changed so it is highly & Usemame
encouraged that the username is related to or associated with the
property/organization.

& Password

Flowchart

Benchmarking Process for Maryland BEPS Covered Buildings

No ENERGY STAR Portfolio Manager (ESPM) Current User of ENERGY STAR Portfolio Manager
account (ESPM)

Create an account in Portfolio
Manager Start from Step #2: add property to ESPM

Add property to ESPM

Connect with MD-BEPS Account

Connect with MD-BEPS Account

Receive approval from MD-BEPS Account

Receive approval from MD-BEPS
Account Share data with MD-BEPS Account

Share data with MD-BEPS Account



https://www.energystar.gov/buildings/benchmark/portfolio-manager-login

2. Add a Property to Portfolio Manager
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1. After logging into your Portfolio Manager account, Click Add a Property on the MyPortfolio tab.

2. Complete the Set up a Property page.

a.
b.

Set up a Property: Let's Get Started!

ENERGY STAR®

5)

Properties (3)

Add a Property

Refresh to see Source EUI Trend

# Change Meric

Select Property Type.

== PortfolioVlanager®

MyPortfolio Sharing Reporting

Please refresh to see your current metrics.

Add/Edit/Delete Groups.

Welcome Account | Notifications | ENERGY | Contacts | Help | Sign
BM_Processor: Settings ST/ out

Notifications

[Search by ID or Name

i Refresh Metrics

Site EUI . Source EUI
(kBtufft’) ~  (kBtu/ft’)

Input the number of physical buildings you consider to be part of your property and

construction status. Click 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!

ACME
BANK

Your Property Type /'S

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

| Select a property type

Your Property's Buildings )

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

O None: My property is part of a building (e.g., a Tenant Space)

O One: My property is a single building

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

How many?

Your Property's Construction Status

Is your property already built or are you entering this property as a construction project that has not

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-censtruction); | 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

Get Started!

purposes such as training.

Qe
To set up a property, you'll need

information such as gross floor area and
operating hours.

a Tip

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.

a Test Properties

You may want to enter a property into
Portfolio Manager that isn't actually a
"real" property, either to familiarize
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 can
be configured on your Account Settings.
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3. Enter Basic Property Information and select the boxes next to the statements that apply to your
property. Note the following important point:

a. Select appropriate boxes under “Do any of these apply?” section. Click Continue.

Do any of these apply?

[CJ My property's energy consumption includes parking areas

[J My property has a Data Center that requires a constant power load of 75 kW or more
[C) My property has one or more retail stores (that are eligible for a Retail score)

[J My property has one or more restaurants/cafeterias

4. Onthe next page, “Set Up a Property: How is it used?”, enter building use details such as Gross
Floor Area (GFA), operating hours, and number of workers for each property use type. Avoid
using default or temporary values and enter accurate data for your property. NOTE: Hover the
mouse over blue font section names to see a definition of that field.

5. Click Add Property. Once you have successfully added your property, you will see the property’s
Summary tab.

W BuildingUse ~ Edii Name

Office refers to buildings used to conduct commercial or govenmental business activities. This includes administrative and professional offices

Gross Floor Area (GFA) should include all space within the building(s), including but not limited to offices, conference rooms and auditoriums, break rooms
restrooms, kitchens, lobbies, fitness areas, basements, storage areas, stainways, and elevator shafts

If you have restaurants, retail, or services (cry cleaners) within the Office, you should most ikely include this square footage and energy in the Office Property
Use. There are 4 exceptions to this rule when you should create a separate Property Use

« Ifitis a Property Use Type that can get an ENERGY STAR Score (note: Retail can only get a score if it is greater than 5,000 square feet)
« If it accounts for more than 25% of the property’s GFA

« Ifitis a vacant/unoccupied Office

« Ifthe Hours of Operation differ by more than 10 hours from the main Property Use

More on this rule

Property Use Detail Value CurentAsOf  jemeorany

# Gross Floor Area B o — s & O

# Weekly Operating Hours ) Use a defaut i o

#r Number of Workers on Main Shift 250 () Use adefault i o

# Number of Computers () Use a defauit & o

# Percent That Can Be Cooled S0%ormore | [ Use a defauit i o
Percent That Can Be Heated 50%ormore v| (J Usea default i o

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

Add Prop: Chhce

If your Building has additional types of uses on the property, you can add them at any time using the
following steps:

1. Click the property’s Details tab, and then select a Property Use Type from the Add Another
Type of Use dropdown menu. Click Add.
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2. Enter Use Details for the property and then click Save Use.

Properties with Multiple Use Types

Some properties include multiple-use types, such as restaurants in hotels, salons in senior living
communities, and cafeterias in hospitals. As a general rule, if a certain use commonly occurs in the type of
property being benchmarked, do not break it out as a separate Property Use Type. Simply include its square

footage with the building's primary use.

If a building meets the definition of a campus under the MDE regulation, they can submit a BEPS
Campus Level Compliance Pathway Selection Form to benchmark as a campus. Even if benchmarking as

a campus, if building-level data is available, the individual buildings can be benchmarked and linked
together into a campus for reporting to MDE. See the How to Benchmark a Campus | ENERGY STAR
guide to learn more. NOTE: While building-level reporting for campuses is not required by MDE,
adding individual buildings allows owners to compare the energy use intensity of each building on

their campus, providing valuable insights for optimization.

3. Exclusions

a. Food Service Facilities

If your building has a Food Service Facility space, enter it in the “Property Uses and Use Details” box. See

screenshot below.

1. On the Details tab, locate
“Custom Use Details” in the
“Property Uses and Use
Details” box and select “Edit
Use Details” from the
dropdown menu adjacent to it.

2. Enter “Commercial Kitchen”
as the name of Custom Use
Detail 1 and select the units
“Sq. Ft.”.

3. Enter the “Current As Of”
date, the value that represent
the square footage of the
Commercial Kitchen space, and
leave the “Temporary Value”
box unchecked.

4. Click Save.

Edit Custom Use Details (Learn more about this NEW feature.)

These values represent how your Preperty Use has changed over time and are used to provide you with the most accurate metrics possible for your property for

Use Name " |Custom Use Details

Custom Use Detail 1~ Commercial Kitchen SqFt =

D Current As Of Value Temporary Value? Revised By Revised Date
I
O 01/01/2020 [=] 3000 [ —
Add a New Row to update with new information (to correct mistakes click the value above that you want to correct and make nacessary edits)
Delete Selected Entries

Custom Use Detail 2 Mame Uniits: -

D Current As Of Value Temporary Value? Revised By Revised Date
|:| 01/01/2002 (to present) - No e
Add a New Row to update with new information (to correct mistakes click the value above that you want to correct and make necessary edits)
Delete Selected Entries

E Caneel



https://www.energystar.gov/buildings/tools-and-resources/how-benchmark-campus
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When you report energy data for the food service facility, you will exempt the energy used by this space
by creating a negative meter in Portfolio Manager. There are two options:

b. Subtract actual metered consumption (if metered separately)
c. Subtract calculated consumption, per the formulas in A.2.1.4.1 of the TM 24-01.

To create a negative meter, navigate to the Energy tab and click Add a Meter. On the next page, select
the type of energy that the space consumes. Next, select the units and the date that the meter became
active. NOTE: Consider renaming this meter to “Food Service Facility Excluded Energy.”

On the next page, enter meter entries as negative values.

e If you have monthly consumption values, enter this data with actual start and end date. Enter
the usage value as a negative number.

e [f you have an annual consumption value, divide the total consumption by 12 and enter the
calculated values as negative monthly entries.

In order for ENERGY STAR Portfolio Manager to calculate weather-normalized values, all meters must
cover periods no longer than 65 days, hence the requirement for monthly data. All consumption values
should be marked with a (-) so that the meter(s) function as negative meters.

A warning box will appear indicating that negative values have been entered. Select the third
justification option, “l am subtracting energy that | produced at my property...”

Usage e Green Demand Demand Cost
Start Date End Date KWh (thousand Watt-hours) Total Cost ()  Estimation [ =~ (KW) )
O 1/1/2024 1/31/2024 -250 O O

Negative Consumption Justification

You have entered negative usage values for this meter, which is unusual. Please provide the reason for which you are reporting negative meter
usage values. Depending on your situation, you may not be able to simply enter negative readings off your meter — additional calculations
may be required. If your meter is negative for more than one reason, or for a different reason entirely, please select “Other” to provide an
explanation of your negative meter.

[[J My utility bill shows negative values. Please check another box below to explain why.

[CJ Iam subtracting energy that | purchased from a utility (such as grid electricity).
o Energy being sent to another building
o Energy being used for part of my property that | want to exclude (e.g., cell tower or parking garage)

| am subtracting energy that | produced at my property using a central plant on site (such as chilled water, hot water, or steam generated
on site, or energy from an onsite CHP/cogeneration system).
o Energy being sent to another building
o Energy being used for part of my property that | want to exclude (e.g., cell tower or parking garage)

Additional calculations must be performed before entering negative consumption values in this case. Please read the
Technical Reference on Negative Energy Consumption and download the Negative Energy Consumption Calculator.

If you are excluding space from your building, please consult EPA's guidelines regarding excluding property uses from my
building.

(] Subtracting Solar/Wind energy is NOT a valid reason for a negative meter entry. Enter Solar/Wind energy exported in the Solar/Wind
meter. See this FAQ for details.

() Other

If you are applying for ENERGY STAR certification, all negative values must be based on actual meter/sub-meter readings.
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a. Parking

When you report energy data for parking areas, you will exempt the energy by creating a negative
meter. There are three options:

a. Do not report the consumption (if metered separately)
b. Subtract actual metered consumption (if metered separately)
c. Subtract calculated consumption, per EPA guidance, noted below.

Before creating a negative meter, you will need to adjust the Metrics Summary table on your property’s
Summary tab to include Parking metrics.

1. Locate the Metrics Summary /' Change Metrics
table in on the right hand side of / Change Time Periods
the property’s Summary tab. Click

Metrics Summary
Change Metrics.

Dec 2024 / Mar 2024 (Energy/ Change
Metric # (Other) Current) (7]
2. In the Selected Information &
Metrics list, deselect “Total Waste ENERGY STAR Score (1-100) Not Available 78 N/A
7
(Disposed and Diverted) (TOI’IS)." Source EUI (kBtu/ft?) Not Available 118.6 N/A
Site EUI (kBtu/ft2) Not Available 431 N/A
3.1n the Property Use DEtalls Energy Cost ($) Not Available Not Available N/A

section, scroll down and select _ _
Total (Location-Based) GHG Emissions

. . : Not Availabl 38 N/A

“Parking — Portfolio Manager- Intensity (kgCOZe/ft?) S

Estimated Site Energy (kBtu).” Parking - Portfolio Manager Estimated 0.00
Site Energy (kBtu) 224,196.4 224,196.4 (0.00%)

Click Apply Selections.

4. The Metrics Summary table will now present an estimated value for both the “Energy
Baseline” year and the “Energy Current” year. Ensure that the “Energy Current” year reflects the
appropriate reporting timeframe. This value can be changed by clicking the pencil icon next to
“Energy Current.” Select Other Year and “Dec 31” and “2024"” from the dropdowns.

5. The “Parking — Portfolio Manager-Estimated Site Energy (kBtu)” value for the “Energy
Current” year will be used when entering data for the negative meter.

To create a negative meter, navigate to the Energy tab and click Add a Meter. On the next page, select
the type of energy that the space consumes. Next, select kBtu for units and the date that the meter
became active. NOTE: Consider renaming this meter to “Parking Excluded Energy.”
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On the next page, you will enter meter entries as negative values. Using the “Parking — Portfolio
Manager-Estimated Site Energy (kBtu)” annual consumption value from the Metrics Summary table,
divide the total value by 12 and

enter the calculated values as

1 Energy Meter(s) for MDE Sample Office + Retail

W Electric Grid Meter

negative monthly entries.

. Start Date End Date ':;f&‘?thwsa" o Total Cost(s)  Estimation Brocr aew“‘)""d (Dsi'“"“c“‘

In order for ENERGY STAR Portfolio = e A R = T
Manager to calculate weather- 0 2o anr2024 1868 0 0
normalized values, all meters must Sl il il = &
. 0 4/1/2024 5/1/2024 -18,683 O (]

cover periods no longer than 65 - . -
5/1/2024 6/1/2024 -18,683 O

days, hence the requirement for ) [— 712024 18,683 {
monthly data. All consumption 712024 8172024 18,683 0 o
. 8/1/2024 91/2024 -18,683 O

values should be marked with a (-) = :

. O 91112024 10/1/2024 -18,683 ) O

so that the meter(s) function as vy Pom— P o - i
negative meters. O 11112024 121172024 18,683 O 0

A warning box will appear indicating that negative values have been entered. Select the third
justification option, “l am subtracting energy that | produced at my property...”

Usage L Green Demand Demand Cost
Start Date End Date kWh (thousand Watt-hours) Total Cost ($) Estimation Power (kW) )
0 1/1/2024 1/31/2024 -250 O O

Negative Consumption Justification

‘You have entered negative usage values for this meter, which is unusual. Please provide the reason for which you are reporting negative meter
usage values. Depending on your situation, you may not be able to simply enter negative readings off your meter — additional calculations
may be required. If your meter is negative for more than one reason, or for a different reason entirely, please select “Other” to provide an
explanation of your negative meter.

(] My utility bill shows negative values. Please check another box below to explain why.

[C] 1 am subtracting energy that | purchased from a utility (such as grid electricity).
= Energy being sent to another building
o Energy being used for part of my property that | want to exclude (e.g., cell tower or parking garage)

| am subtracting energy that | produced at my property using a central plant on site (such as chilled water, hot water, or steam generated
on site, or energy from an onsite CHP/cogeneration system).
= Energy being sent to another building
o Energy being used for part of my property that | want to exclude (e.g., cell tower or parking garage)

Additional calculations must be performed before entering negative consumption values in this case. Please read the
Technical Reference on Negative Energy Consumption and download the Negative Energy Consumption Calculator.

If you are excluding space from your building, please consult EPA's guidelines regarding excluding_property uses from my,
building.

() Subtracting Solar/Wind energy is NOT a valid reason for a negative meter entry. Enter Solar/Wind energy exported in the Solar/Wind
meter. See this FAQ for details.

(] Other

Ly If you are applying for ENERGY STAR certification, all negative values must be based on actual meter/sub-meter readings.

\ J

Review the ENERGY STAR Portfolio Manager Parking and the ENERGY STAR Score Technical Reference
for more information.



https://www.energystar.gov/sites/default/files/tools/Parking%20Adjustment%20Technical%20Reference_508.pdf
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b. EV Charging

When you report energy data for an EV charger, you will exempt the energy by creating a negative
meter. There are two options:

a. Actual metered consumption (if metered separately)

b. Calculated consumption following the steps below.

Energy use from Electric Vehicle Charging Stations can be excluded. If the Electric Vehicle Charging
Stations are separately metered (not submetered), then the usage can be left out of the data entered
into Portfolio Manager altogether. Otherwise, it can be excluded following the steps below:

1. On the Details tab, click the “Add Another Type of Use” dropdown and select “Electric Vehicle
Charging Station.” Click Add.

2. Enter the number of EV chargers by type, referencing the definitions provided for Level One,
Level Two, and DC Fast Chargers.

3. Click Save Use.

MyPortfolio Sharing Reporting Recognition

Add Property Use For MDE Sample Senior Living Community w/submeter

Many commercial buildings have Electric Vehicle (EV) Charging Stations, and many of them are not separately metered. Since the purpose of Portfolio Manager is
to access the energy efficiency of the building, we want to exclude the energy used to charge sleciric vehicles when benchmarking the building. If your EV chargers
are not separately metered, you can apply an energy estimate for your EV charging equipment which will be subtracted from your total energy use (similar to how
parking is handled).

The following information is used to estimate a building’s EV charger energy:

« The number of Level One EV Charging Stations. Level one chargers are smaller charging units that usually come with the vehicle itself, and plug into a
standard 120VAC outlet. Qutlets that are specifically dedicated to EV charging may count as a Level One EV charger. Level One Charging Stations can be
counted as the number of vehicles which can be simultaneously charged with a property's Level One Charging infrastructure.

The number of Level Two EV Charging Stations. Level two chargers are higher voltage chargers that must be purchased separately from the vehicle,
which must be plugged into a 240VAC outlet. Most public charging stations are level two. Level Two Charging Stations can be counted as the number of
vehicles which can be simultaneously charged with a property’s Level Two Charging infrastructure.

The number of DC Fast EV Charging Stations. Level three chargers are the highest voliage chargers available, and not typically found in most locations
given the demand of electrical infrastructure  These offer the quickest way to charge an electric vehicle, and as opposed to level ane and level two chargers
which utilize AC (alternating current), DC Fast charging uses DC (direct current). DC Fast Charging Stations can be counted as the number of vehicles which
can be simultaneously charged with a property’s DC Fast Charging infrastructure.

Name: " [Electric Vehicle Charging Si

Property Use Detail Value Current As Of ;:'I‘:I';‘”a”
Number of Level One EV Charging Stations [ | O Usea default @ 0O
Number of Level Two EV Charging Stations |1 | (7] Use a default % ]
Number of DC Fast EV Charging Stations [1 | O usea default # o

Save Use et

4. Next, create a negative electric meter to exclude the EV charging station’s energy use. Enter
consumption values for the EV charging station(s) based on:

a. Metered consumption (in at least monthly intervals)
b. Calculated consumption, following the steps below.
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Before creating a negative meter, you will need to adjust the Metrics Summary table on your property’s

Summary tab to include EV
Ve Change Metrics

Charging metrics.
ging /ChanueTime Periods

1. Locate the Metrics
Summary table in on the

Metrics Summary

. . Dec 2023
right hand side of the . Dec 2024 Change
g ' Metric # ‘g‘:gi’fw] (Other) 4
property’s Summary tab.
Click Change Metrics. ENERGY STAR Score (1-100) 100 Not Available N/A
ource u/ -5. ot Available |
2. In the Selected S EUI (kBtu/ft?) 5.3 Not Availabl N/A
. In the >electe
Information & Metrics Site EUI (kBT 1.9 Not Avalable NIA
list, deselect “Total Total (Location-Based) GHG Emissions ) ) ;
4 Intensity (kgCO2e/ft2) 0.2 Not Available N/A
Waste (Disposed and - _ _ _
Electric Vehicle Charging Station - Portfolio 428750 42.875.0 0.00

Diverted) (TonS).” Manager-Estimated Site Energy (kBtu) (0.00%)

3. In the Property Use Details section, scroll down and select “Electric Vehicle Charging Station —
Portfolio Manager-Estimated Site Energy (kBtu).” Click Apply Selections.

4. The Metrics Summary table will now present an estimated value for both the “Energy
Baseline” year and the “Energy Current” year. Ensure that the “Energy Current” year reflects the
appropriate reporting timeframe. This value can be changed by clicking the pencil icon next to
“Energy Current.” Select Other Year and “Dec 31” and “2024"” from the dropdowns.

5. The “Electric Vehicle Charging Station — Portfolio Manager-Estimated Site Energy (kBtu)”
value for the “Energy Current” year will be used when entering data for the negative meter.

To create a negative meter, navigate to the Energy tab and click Add a Meter. On the next page, select
the type of energy that the space consumes. Next, select the units and the date that the meter became
active. NOTE: Consider renaming this meter to “EV Charging Station Excluded Energy.”

on the neXt pagel you WI” W Electric Grid Meter
enter meter entries as

Start Date End Date Usage Total Cost (§)  Estimation Green Demand Demand Cost

negative values. Using the kBtu (thousand Btu) Power (kW)  (§)
”Park'ng _ Portfollo O | 1/1/2024 2/1/2024 3573 1 O O
\ . O | 21172024 3/1/2024 3573 1 O O
Manager-Estimated Site
O | 3/1/2024 4/1/2024 3573 ! a O
”
Energy (kBtu) annual O | 4/1/2024 5/1/2024 3573 ! O @]
consumption value from the O S04 6/1/2024 3573 ! 0 0
Metrics Summary table, O | 6172024 71112024 3573 ! O =)
divide the total value by 12 5 || AR a5 | S =
0O | 8/1/2024 9/1/2024 - ! O O
and enter the calculated o
. O | 9/1/2024 10/1/2024 3573 1 O O
values as negative monthly
O | 10/1/2024 11/1/2024 3573 ! O @]
entrles' O | 11172024 12/1/2024 3573 1 @] 0
O | 12/1/2024 1/1/2025 3573 ! O @]

10
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In order for ENERGY STAR Portfolio Manager to calculate weather-normalized values, all meters must
cover periods no longer than 65 days, hence the requirement for monthly data. All consumption values
should be marked with a (-) so that the meter(s) function as negative meters.

A warning box will appear indicating that negative values have been entered. Select the third
justification option, “l am subtracting energy that | produced at my property...”

Usage L Green Demand Demand Cost
Start Date End Date KWh (thousand Watt-hours) Total Cost($)  Estimation [ = (kW) )
O | 1/1/2024 1/31/2024 -250 O O

Negative Consumption Justification

You have entered negative usage values for this meter, which is unusual. Please provide the reason for which you are reporting negative meter
usage values. Depending on your situation, you may not be able to simply enter negative readings off your meter — additional calculations
may be required. If your meter is negative for more than one reason, or for a different reason entirely, please select “Other” to provide an
explanation of your negative meter.

() My utility bill shows negative values. Please check another box below to explain why.

[J Iam subtracting energy that | purchased from a utility (such as grid electricity).
o Energy being sent to another building
o Energy being used for part of my property that | want to exclude (e.g., cell tower or parking garage)

| am subtracting energy that | produced at my property using a central plant on site (such as chilled water, hot water, or steam generated
on site, or energy from an onsite CHP/cogeneration system).
o Energy being sent to another building
o Energy being used for part of my property that | want to exclude (e.g., cell tower or parking garage)

Additional calculations must be performed before entering negative consumption values in this case. Please read the
Technical Reference on Negative Energy Consumption and download the Negative Energy Consumption Calculator.

If you are excluding space from your building, please consult EPA's guidelines regarding excluding_property uses from my
building.

(] Subtracting Solar/Wind energy is NOT a valid reason for a negative meter entry. Enter Solar/Wind energy exported in the Solar/Wind
meter. See this FAQ for details.

() Other

L If you are applying for ENERGY STAR certification, all negative values must be based on actual meter/sub-meter readings.

.

Review the ENERGY STAR Portfolio Manager EV Charging Technical Reference for more information.

4. Add Meters and Enter Utility Data

To meet the BEPS requirements, you must tell Portfolio Manager how much energy your building
consumes. Follow the steps below to add meters and enter energy data for your building.

a. Web Services Entry By Electric and/or Gas Company

1. Click on your property on the MyPortfolio tab, then, select the Energy tab.
2. Click Add a Meter.
a. If your building is located in a utility company territory that is required to use
Portfolio Manager web services (automated data exchange services), a note at
the top of the Energy tab, similar to the snapshot below, will appear. Follow the

instructions to learn more about how to set up this connection with your utility
company.

11


https://www.energystar.gov/buildings/benchmark/understand-metrics/score-details/ev-charging?_gl=1*br2aif*_ga*MTMwMTE0NTEyMy4xNzEwMjc0NTE4*_ga_S0KJTVVLQ6*MTcyMjI3Nzc4OS4yMzguMS4xNzIyMjc3NzkxLjAuMC4w
https://www.energystar.gov/buildings/benchmark/find_utilities_provide_data_benchmarking
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Your utility, Pepco, may be able to send energy data directly to this building record, using Portfolio
Manager web services. Click here for additional information and to see if this option is right for
you. If this is what you would like to do, you can connect with Pepco to get the process started.

Remind me Later

Don’t show me this again

b. Or, use ENERGY STAR's interactive map to see if your building is located in a

participating utility company territory. Enter a zip code or click on the map to

see if a utility provides their customers with access to the data needed to
benchmark in ENERGY STAR Portfolio Manager.
Note: if your utility is providing aggregated data from multiple meters/tenants in your building and

something changes with the arrangement, building owners should ensure all energy use is still

accounted for.

b. Manual Entry

1. Click on your property on the MyPortfolio tab, then, select the Energy tab.

2.
3.

Click Add a Meter.

Select the type of utility used and the number of meters to create and click Get Started!

a. Make sure to include all fuel types for your building. For example, if you have a diesel

generator that has delivered fuel, you will record this as a “Meter” to track your

deliveries over time. All energy

On the About Your Meters
page, click to select the type of
units your meter uses and the
date the meter became active.
a. If this meter reflects a
bulk fuel purchase for
an energy meter,
select the Enter as
Delivery? checkbox.
Click Create Meters.

types used in your building must be entered.

About Your Meters for MDE Sample Office 1

Enter the information below about your new meters. The meter's Units and Date Meter became Active are required. You can also change the meter's name.

1 Energy Meter for MDE Sample Office 1 (click table to edit)

|l Meter Name

[ Electric Grid Meter

4

Type

Electric - Grid

Other
Type

Date Meter In Date Meter

s became Active Use?  became Inactive

kWh

(housand - o110112024

hours)

Delete Selected Entries
Add Another Entry

Custom Mett|
ID 1 Name

Enter as
Delivery?

Create Meters [eeits]

Click the blue arrow next to each meter to expand the section on the Your Meter Entries page.
Click Add Another Entry under the meter and enter the Start Date, End Date, and Usage. You
may also choose to record the cost here, too. Once you’re finished adding entries, click

Continue.

Select the boxes of the meters that total your property’s energy or water use on the Select

Meters to Include in Metrics page. Click Apply Selections.
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c. Spreadsheet Uploads

If energy consumption data is provided to you by your utility, it will likely be in spreadsheet format. It is

a requirement of Maryland utilities that the format of these spreadsheets align with what is necessary

to upload to Portfolio Manager. To upload an energy usage spreadsheet, follow the steps below.

1. Confirm that the spreadsheet you received matches the Portfolio Manager formatting

requirements.

c

A B D
Start Date (Required) \ End Date (Required) | Usage (Required) \ Cost (Optional) \

E

F

(Optional) | Demand (Optional)

G
‘ Demand Cost (Optional) ‘

2. Navigate to the Energy tab of the property you would like to upload data for. Select the meter

that the data corresponds to.

3. On the meter entries page, click Choose File. Select the file you would like to upload from
your computer library. Then, click Upload.

Start Date End Date Easue
O | 121172023 1/1/2024 73,000
0O | 112024 21112024 77,000
O | 21112024 3/1/2024 50,000
3/1/2024 41112024 81,000

Delete Selected Entries

Add Another Entry
@ Learn how to copy/paste

Delete **ALL*** Meter data for
this meter

Upload data in bulk for this meter:

Use this single-meter spreadsheet to

« Upload the completed file below
« Copy and Paste the data info the table above

‘ | Choose File \N'file chosen

kWh (thousand Watt-hours)

@

Display Year(s)

Total Cost
(s)

Estimation

(3

(]

2024 x

Green Demand Demand Cost

Power (kW)

O

O

$)

Last Upda

4/25/2024
ACME
Company

4/25/2024

4/25/2024
ACME
Company

O Download to Green Button XML & Download to Excel

4. The table will populate with the data from your spreadsheet. Confirm that start and end
dates, usage values, and units are correct.

13
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5. Connect and Share Property with MDE

To share a property with MDE in Portfolio Manager, you must first be “connected” with MDE as a
contact.

a. Connect

1. Tosend a connection request, go to the Contacts page in the upper righthand corner of Portfolio
Manager. The directory shows the current list of contacts, including those you are currently
“connected” with.

2. Click Add New Contacts/Connections.

Type MD-BEPS (dash & no spaces) account name in the username area and click Search.

4. Once the username is found on the Search Results pane, click Connect to send them a

connection request.

Search Results

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

@ Maryland MDE (MD-BEPS)

Your Search Criteria Air and Radiation Administration with Maryland Department of the Envir
onment
Name: | |
Pageofl 50 v 1-10f1

Organization: | |

Username: | MD-BEPS |

Email Address: | |

When a connection request is sent, the MDE account will receive a Notification. Once MDE accepts the
connection request, confirmation will be received on your Portfolio Manager Contacts page. NOTE:
Owners must receive MDE’s confirmation in their account before proceeding to the next steps.

Contacts Organizations

md-beps Q ' Add New Contacts/Connections

() Name (title) ~  Organization ¢ Connection Status ¢ Username

*»

O Maryland MDE

i =Web Services Connection -
Air and Radiation Administration Maryland Department of the Environment L g MD-BEPS

Page 1 of 1 25 v 1-10f1

|y Download all contact information

14
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b. Share

Once the connection between the two accounts is established, users can share the property(ies) with

MDE’s account. To start sharing, go to the Sharing tab.

1.

After you share your property, you will

On the Sharing tab, click share with Share with your
Utility or Service Provider for exchanging data.

Under Select People (Account) section, select the MD-
BEPS contact. If you do not see MD-BEPS listed in this
dropdown, confirm that you have connected with
them and that they have accepted your connection

request on the contacts page.

Select the properties you want to share by clicking the
Select Properties button. You can select a single
property, multiple properties, a group of properties or

MyPortfolio Sharing Reporting

My Shared Properties
(0)

Share (or Edit Access to)
a Property

Share with your Utility or

Service Provider for exchanging
data

Download Sharing Report

all properties in your account. Click Apply Selection.

Under Choose Permissions section, select Personalized Sharing & Exchange Data ("Custom

Orders") option and click Set Permissions.

a. On the next Select
Permissions for Each
Contact page, check the
Read Only Access and
Exchange Data radio
buttons.

b. On the next Choose
Permissions screen,
select Exchange Data
Read Only Access (with
read only access to all
properties and meters)
option and click Apply
Selections & Authorize
Exchange.

MyPortfolio Sharing Reporting  Recognition Admin Processing

Share Properties for Exchanging Data

Check Existing
Permissions

View Results/ Confirmation

Sometimes its really important to be able to share your property with someone else. Use this option to set up automatic exchange of data with your utiity or service

provider.

If you only need to choose one permission (because you are giving the same permissions

e 3 for all your shares), you can choose that permission here. Otherwise, you may assign
¥5)  different permissions for different properties andlor contacts on the next screen

Select Web Services Provider (Account)

Which web services provider (account) do you want to share these properties with in order
to exchange data? You can share multiple properties at once with a single provider.

Select web services provider from my contacts book

Maryland MDE (MD-BEPS) v

Select Properties

Which Properties do you want to share? Note that while you can share properties that
nclude unsupported meter types, those specific meters will not be shared

Select Properties

Selected Properties: 4

Choose Permissions

O Bulk Sharing (Simple Option) - | want to give all my properties and meters the same
permissions
@ Personalized Sharing ("Custom Orders") - | want to give different permissions for

each property and/or meter.
Set Permissions

Cancel

receive two (2) alerts in the Notification section:

1.

When a share request is sent to MDE (See screenshot below) and

Incoming Requests (0) Outgoing Requests (1) Motices (5)
Cancel [ Clear
Type Notification + Date - O
<! Electric Grid Meter - Sharing request sent to Maryland MDE 5/16/2024 O
Page[l ri View 1-10f 1

Cancel [l Clear

Unlike "regular sharing,” when you "bulk share”
ﬂ# with a Web Service Provider, you can only pick
one provider. This is because the bulk share depends
on the requirements/settings of the provider.
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2. When the MDE account has accepted your sharing request (See screenshot below).

View All Notifications (6)

Incoming Requests (0) Outgoing Requests (1) Notices (5)
W Clear
Type Notification 4+ Date - O
< You are connected to Maryland MDE. 51572024 O
< SAMPLE TEST - Share accepted by Maryland MDE 5/16/2024 O
< SAMPLE TEST - Share accepted by Maryland MDE 5/16/2024 O
< Electric Grid Meter - Share accepted by Maryland MDE 61672024 O
< TEST 2 - Share accepted by Maryland MDE 61672024 O
Page[l___ Jor1 100 View 1-5of 5
W Clear

| Want to see your ENERGY STAR Motifications? View all of the histerical ENERGY STAR Notifications here.
Once the MDE account has accepted your sharing request, compliance with the BEPS regulation will be
determined based on the information in your Portfolio Manager account on June 1.

c. Transfer a Building into Another Portfolio Manager Account

This step is only applicable if you recently acquired a building that is already benchmarked in Portfolio
Manager and would like to acquire the historical data. The building can be transferred in Portfolio
Manager. If you would like to start benchmarking your building from scratch (start from Section 1
above), this step can be skipped.

To transfer a building into another account, the owner will need to work with the prior owner (property
data administrator in Portfolio Manager) to transfer the property into your account. To transfer a

building into another account, click the Transfer Ownership link under MyPortfolio tab, select the
building(s) to be transferred, select the new account owner (new building owner) and click the Transfer
Property button.

6. Manage Shared Properties
Review the properties you have shared. On the Sharing tab:

e View sharing requests in the Sharing Notifications section.
Ensure that all data shared with MDE has Read Only Access.
e View your sharing contacts and the properties you have shared in the table at the bottom of the
page.
o Click on a contact’s name to view their account information and the list of properties
that you both have access to.

O Click on a property name to go to the property’s Summary tab. The Sharing this Property
table, located at the bottom of the Summary tab, shows a list of all users with access to
the property. NOTE: everyone who has access to a property will be able to see the
names of all others who have access, regardless of their permission levels.
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7. Third Party Verification of Benchmarking Data

In 2026 and every 5 years thereafter, verification of accuracy of the data entered into Portfolio Manager

is required. This verification must be performed by a third-party verifier meeting the qualifications

outlined in Appendix A: TM 24-01. This process ensures the credibility of your building's energy

benchmarking data.

a. Adding a Licensed Professional for Data Verification

2. To add the verification professional’s information to a property, navigate to the Details tab in

Portfolio Manager
and scroll to the

bottom of the page to

the Verification
section.

Verification

If you must comply with a state or local benchmarking law or other third-party program, you may
also be required to verify your information. See your local or state law for details.

3. Click Add Verification

Information.

4. Enter the information for the verifying individual, including the license number, and click Save.

Period Ending Date for Year
Verified

Date of Verification

Verified By

Name:

Title:

Organization:

Phone:

Email

Postal Code:

Professional Designations

xl

Verification Information for Midrise Multifamily test

If you must comply with a state or local benchmarking law or other third-party program, you may alse be required to verify your information. If
required, use the fields below. See your local or state law for details.

T~
| —

‘ Select from Existing Contacts V‘

Or, enter information directly in the fields below.

* Professional Engineer (PE/PEng)

() US. License () Canada License

Add Anather
[_] Registered Architect

] CEM
[] ASHRAE Building Energy Assessment Professional
[] Other

Mo Professional Designations

@ Cancel

NOTE: If you are unsure of where to find a Licensed Professional, please review the Licensed
Professional Finder | ENERGY STAR page.
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8. ENERGY STAR Portfolio Manager Resources

ENERGY STAR offers training on a range of topics, including Portfolio Manager guidance as listed below.

Basic Functionality
e Benchmark Your Building With Portfolio Manager | ENERGY STAR
e Training | ENERGY STAR
e An Overview of Portfolio Manager | ENERGY STAR
e Portfolio Manager Quick Start Guide | ENERGY STAR

Data Entry
e How to Get Utility Data into Portfolio Manager | ENERGY STAR
e Demo Videos | ENERGY STAR
e Portfolio Manager Data Collection Worksheet | ENERGY STAR
e What constitutes a campus? (site.com)

e How do |l benchmark a campus? (site.com)

e How do | benchmark a campus of buildings that receive energy from a shared heating/cooling

system? (site.com)

Upload Templates
e How do | use the simple spreadsheet upload? (site.com)

e How do | add properties in bulk using spreadsheet upload templates? (site.com)

Sharing Data
e How to Share Properties with Other Users in Portfolio Manager | ENERGY STAR

Onsite Renewable Energy Tracking
e How to Benchmark Onsite Renewables in Portfolio Manager | ENERGY STAR
e How do | enter onsite green power (solar/wind)? Part 1- Create Meters

e How do | enter onsite green power (solar/wind)? Part 2 - Enter Data

e How do | enter onsite green power (solar/wind)? Part 3 - Net-Metering

e How do | enter onsite green power (solar/wind)? Part 3a - Net-Metering without the needed

data
e How do | enter onsite green power (solar/wind)? Part 4 - Net-Metering for utility updated

meters

Water Use Tracking
e How is water tracked in Portfolio Manager? (site.com)

e How do | enter my water bills that | only pay quarterly (or bi-monthly)? (site.com)

e Whatis irrigated area? (site.com)

Greenhouse Gas Emission Tracking
e How Portfolio Manager Calculates Greenhouse Gas Emissions | ENERGY STAR

e Portfolio Manager Technical Reference: Greenhouse Gas Emissions | ENERGY STAR

e Tracking Greenhouse Gas Emissions in Portfolio Manager | ENERGY STAR
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https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-benchmark-a-campus-1600088534782
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-benchmark-a-campus-of-buildings-that-receive-energy-from-a-shared-heating-cooling-system-1600088534780
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-benchmark-a-campus-of-buildings-that-receive-energy-from-a-shared-heating-cooling-system-1600088534780
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-use-the-simple-spreadsheet-upload
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-add-properties-using-Spreadsheet-upload-templates-1600088544351
https://www.energystar.gov/buildings/tools-and-resources/how-share-properties-other-users-portfolio-manager
https://www.energystar.gov/buildings/tools-and-resources/how-benchmark-onsite-renewables-portfolio-manager
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-1-Create-Meters-1600088543993
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-2-Enter-Data-1600088544683
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-3-Net-Metering-1600088545435
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-3a-Net-Metering-without-the-needed-data
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-3a-Net-Metering-without-the-needed-data
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-4-Net-Metering-for-utility-updated-meters
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-onsite-green-power-solar-wind-Part-4-Net-Metering-for-utility-updated-meters
https://energystar.my.site.com/PortfolioManager/s/article/How-is-water-tracked-in-Portfolio-Manager-1600088536253
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-enter-my-water-bills-that-I-only-pay-quarterly-or-bi-monthly-1600088545053
https://energystar.my.site.com/PortfolioManager/s/article/What-is-irrigated-area-1600088527708
https://www.energystar.gov/buildings/benchmark/understand-metrics/how
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-technical-reference-greenhouse-gas-emissions
https://www.energystar.gov/buildings/tools-and-resources/tracking-greenhouse-gas-emissions-portfolio-manager
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