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OVERVIEW

The Existing Buildings Energy and Water Efficiency (EBEWE) Ordinance is designed to encourage building
owners to reduce energy and water consumption through benchmarking and performance requirements.
These efforts will help building owners recognize opportunities for cost-effective improvements, while cutting
energy and water waste and reducing greenhouse gas emissions.

The EBEWE Ordinance was established by Los Angeles Municipal Code (LAMC) Division 97, Article 1,
Chapter IX, Ordinance No. 184674 and was amended by Ordinance Nos. 185198 and 185586. The EBEWE
Program is commonly referred as the EBEWE Ordinance. Additional information and updates can found at
www.betterbuildingsla.com.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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HOW TO COMPLY

The City (includes the Department of Water and Power, LADWP) and Southern California Gas Company have
partnered to create a comprehensive, step-by-step Benchmarking Guide to help you navigate the annual
benchmarking and reporting processes. The Guide will walk you through the entire process of benchmarking
and reporting your building, with screenshots and guidance for each step.

First Year Benchmarking?
If your building is 20,000 SF or greater and your first benchmarking deadline is June 1, 2019, refer to this
Benchmarking Guide for compliance steps.

Second or Third Year Benchmarking?
If your building is 50,000 SF or greater and June 1, 2019 is not your first year of reporting, please refer to
the Ongoing Reporting Guide for compliance steps.

Get started
Review the process below, and determine which steps apply to your building:

o Register your Building with LADBS and submit the annual disclosure compliance fee by completing
the steps in Section 1 of this Guide.
You must register your building, including paying the annual disclosure fee, no later than June 1st every
year.

Q Create a Portfolio Manager Account by completing the steps in Section 2 of this Guide.
If you already have an account, you can skip to Section 3.

e Create or update your Property Profile by completing the steps in Section 3 of this Guide.
Q Request whole-building electricity, water, and natural gas data for the prior calendar year to
complete your benchmarking report in Portfolio Manager.

Request LADWP and/or SoCalGas to upload the prior calendar year’s aggregated data by completing
Section 4 and/or Section 5 of this Guide.

LADWP and SoCalGas provide automated recurring data updates, so you only need to complete the
request process with each utility once.

e Submit your Benchmarking Report to LADBS by completing the steps in of this Guide.

Questions?
If you have questions throughout the process, refer to www.betterbuildingsla.com/contact.

NOTE:

This guide will be updated continually as policies evolve on the State and local level so please be sure to check

www.betterbuildingsla.com/benchmarking/how-to-comply or the latest version.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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BENCHMARKING IDS AND LOGINS

We recommend completing the fields below and saving/printing this page for future reference.

Property Address(es)

LADBS Building ID

Building AIN?

ENERGY STAR PORTFOLIO MANAGER Login

Username

Password

LA Department of Building and Safety Login

Username

Password

Portfolio Manager Property ID?

LADWP Property Admin ID*

© The LADBS Building ID is listed on the Notification Letter.
You may also look up here:
www.ladbs.org/docs/default-source/publications/misc-publications/finding-your-building-id-in-bio-(building-

information-online).pdf?sfvrsn=8

e The Building AIN may be obtained from LA County Assessor:
portal.assessor.lacounty.gov/

e The Portfolio Manager Property ID is listed under your property’s name and address in the top
navigation bar in ENERGY STAR Portfolio Manager.

© The LADWP Property Admin ID is assigned by email to during the LADWP data request process.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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REGISTER WITH LADBS

1.1. To register your building and submit the annual compliance fee, please login or create an account on the
LADBS website: www.ladbsservices2.lacity.org/OnlineServices/Login/Login.

NOTE:
You must register your building and remit the Annual Disclosure Compliance Fee
no later than June 1st every year.

0 Login if you have an existing account, otherwise click “Create an Account”:

Existing Buildings Energy & Water Efficiency
(EBEWE) Program

Welcome to the EBEWE Program.

The EBEWE Program was created by City of Los Angeles Ordinance No. 184674 — it is an annual reporting program that requires you to create an account
one time (may use it for multiple buildings), but you must register (includes paying a registration fee) with the Department of Building and Safety and
submit a benchmark report (using Portfolio Manager) for each building no later than June 1st every year.

The web address for the Guide to Adding Building ID(s) and Sending Reports to Portfolio Manager is https://www.ladbs.org/docs/default-
source/publications/misc-publications/ebewe-how-to-send-benchmark-to-ladbs-guide. pdf.

To register your building, please login if you already have an account or create a new account.

Login for Existing Users Create an Account
S Register now
example@gmail.com + Track the Efficiency of Your Building(s)
Password + Get Ranked by the EPA and LADBS
é + Create Strategies for Sustainability

= + Find Ways to Save
Login
Create an Account | €=
Forgot Password?

o If creating a new account, complete the page below:

Existing Buildings Energy & Water Efficiency
Program

Create an account to start the process

Organization / Company (optional} 2]
First Name
Last Name

Owner, Architect or Engineer [ Select an Option 3

Professional License Number [ 2]

Address

City

State CcA
Zip Code
Phone Number
Email / Username
Password
Confirm Password

For assistance, please email us at ladbs.ebewe@lacity.org.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Back to Conten
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https://www.ladbsservices2.lacity.org/OnlineServices/Login/Login

Register with LADBS

Once completed and submitted, you will receive a confirmation email from
LADBS regarding your login (see below).

2 Reply @ReplyAH £, Forward G.SlM
ladbs ebewe@lacity org

LADBS EBEWE Login and Building Registration

Thank you for creating an account with the Department of Building and Safety’s EBEWE program. Please proceed to
www.ladbs.org/ebeweregistration to login and register your building.

For more information regarding compliance of this ordinance, visit www.ladbs.org/ebewe or e-mail us at
ladbs.ebewe@lacity.org.

Then, proceed to www.ladbs.org/ebeweregistration to login and continue registering your building.

1.2. Register each assigned to you with LADBS (EBEWE Program) —
this includes paying the annual disclosure compliance fee.

A . . .
EBEWE: Register a Building
Please enter the LA City Building ID number assigned by LADBS to your property and communicated to you via an EBEWE Notification letter. You can also
locate the Building ID by following the instructions titled “Find you Building ID in BIO (Building Information Online)” at http://www.ladbs.org/EBEWE.

LA City Building ID le: 478000794837 Building Zip Code ie: 90012

Year Select... =

For assistance, please email us at ladbs.ebewe@lacity.org.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Back to Conten
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http://www.ladbs.org/ebeweregistration

Register with LADBS

1.3. On the next page, verify, complete, or edit the owner information.

» Then click “Save and Pay”.

EBEWE: Building Owner Contact Information

Below is the information we've associated with the LA City Building ID you provided. Please verify, and edit as needed.

LA City Building ID XXXXXXXXXX Year YYYY Building Address

Account Information Owner Information
Owner Name
Account ID

Name Mailing Address

City State
cA :

Zip Code Primary Phone Number

Email

| | am the Owner and | <
a. Have verimies a1 € owner Information is correct.

b. Will pay the registration fee for each buiding that | am registering.
Note: You will pay the registration fees from LADBS' payment site once you have clicked on the "Save and Pay” button.
el that registration is complete only after the appropriate fees have been paid.

| | am a representative of the Cwner, and my relationshipis (____ ¢) I (—

b. | will provide the Owner's Representative Contact Information.
. 1will pay the registration fee for each building | am registering.

Note: You will pay the registration fees from LADBS' payment site once you have clicked on the "Save and Pay” button.
d. Understand that registration is complete only after the appropriate fees have been paid.

>

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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Register with LADBS

1.4. You will then proceed with paying the annual disclosure compliance fee, in the amount of
$64.66 ($61.00 compliance fee + $3.66 surcharge).

» To pay online, click “Check Out”.
> If making a payment by check or cash, click “Print and Pay In Person” and proceed to Step 1.6.

NOTE:
You must pay the disclosure compliance fee each year.

4 Dackto LADDS

| & lAddress _ lPrice | |
Application: Crnergy Cfficiency Pregram (Decument ID: 11138) ey -
Address: ) s
Sub-Total : $64.66
lotal $64 66

Add Anather Bullding Energy 9

é Print and Pay In Person

1.5a Review your order to verify that all information is correct. If correct, click “Next”.

Billing Information

1. Raview Order

Application: Energy Efficlency Program i
Address: £61.66

Gales Total :  $ 64.66

rged by & third party for this transaction end iz non-refundable. You will hewve the sbility to confirm your payment or opt cut

Cancel é

2. Customer Dilling Information

3. Customer Billing Address

4. Payment Method

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020



Register with LADBS

1.5b Enter your billing contact information.

Elling Information

L. lenew Urder

2. Lustomer eilling Information

Company Name |

First Mame | 3 Gi‘%frlz ;\ :

Middla Mame

Redoadl Triage
Frlen lhe Toage lexl sbove:

Email

Last Namc |
Phonc Mumber |

3. Cuslomer Billing Ads e

4. Pryment Method

1.5c¢ Enter your billing address.

Billing Information

1. Review Order
2. Customer Dilling Information

3. Customer Billing Address

Acldiess

State

Gty |
Zlpcode |

Conmliy

United States

4. Payimenl Melhod

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020



Register with LADBS

1.5d Enter your credit card number and click “Calculate Service Fee”.
Be sure to retain your email receipt/confirmation. This step completes your LADBS registration.

Billing Information

1. Review Order
2. Customer tilling Informaton
3. Customer Billing Address

4. Payment Method

—
Credit Lard Number | E VISA . (o

é Calculate Service Fee

Sales lotal 1 § 64.60

1.6 After clicking “Print and Pay in Person”, you will see a PDF receipt of your purchase.
Print this page, and bring it with you to a Department of Building and Safety cashier located
at any of the Development Service Centers. For cashier locations and hours of operation,
go to www.ladbs.org/locations/all-locations.

FDRS ID: 33677

FDRS ID: 55677

Application: Eneray Efficiency Program (Document ID: 11138) 5 64.66
Address: e OO ¥TOK §7 2

Total : $ 64.66

To make the payment usng a check or cash, print this document and present it to the Department of Building and
Safety cashier located at any of the Development Services Centers, for locations and hours of operation, please
go hitp:/fwaww ladbs.org/locations/all-locations

Thank You

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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SECTION 2

HOW TO CREATE YOUR PORTFOLIO MANAGER ACCOUNT

NOTE:
If you already have a Portfolio Manager Account, you can proceed to Section 3.

2.1 Go to the ENERGY STAR® Portfolio Manager Login page www.energystar.gov/portfoliomanager and
click “Register now”. Be sure to note your user name and password for reference.

‘Owners and managers Service providers Program administrators Tenants Tools and Resources m

Existing buildings o = ENERGY STAR'

=4 PortfoliolManager

Gent started The mosi-used energy measurement and tracking toel for commercial buildings

Use Portfolic Manager iger

Note: Performance metrics in Portfolio Manager have been updated to reflect the

metrics ar Leam mol

How Portfolio Manager helps you
save

may notice a chang2 in your 1-100 ENERGY STAR store or other metrics. For more I
The benchmarking starter kit

infarmation, visit www.energystar.gov/scoreupdates.

most recent market data available. If you own or operate a building in the U.S., you

Identify your property type . Get help
Use Portfolio Manager

Enter data inte Portfolio Manager Loaking for Portfolio Manager

The data qualty checker You've heard it before: you can't manage what you don't measure That's why EPA technical support? Visit our helo
created ENERGY STAR Portfolio Manager®, an online tool you can use to measure center.

How Portfolio Manager ; %

calculates metrics and track energy and water as well as gas Use

it to benchmark the performance of one building or a whole portfalio
Interpret your results

in & secure online environment. ENERGY STAR®

PortfoliolManager®

ERA's online energy management and
tracking tool enalies you to measure
Updates to ENERGY STAR® and track the energy and water
metrics with new market data performance of any tuilding over time.

Gerienes [ Pton et |
Get help accessing your utility

Verify and document your
savings

Benchmark any type of building

You can use Portfolo Manager to manage the energy and water use of any building

Share and request data

Al you need are your energy bills and some basic information about your building to

sta Are you designing a new commercial building? You can also use Fortfolio Manager Lagin
Track waste awd materials o set your energy use target and see how your estimated design energy stacks up L
against similar existing buildings nationwide.
Save energy password
ppr — T —

T B Pl S Fortl Forgot password?

ind financing - — LOGIN

= —] rorgot semame:  EE

Earn recognition s — — = -

NOTE:

If you do not already have access to the prior calendar year’s whole-building data, you will need to
request LADWP and/or SoCalGas to upload aggregated data by completing Sections 4 and/or 5 of
this Guide.

o It is strongly recommended that you submit your data request(s) no later than March 1st to allow
sufficient time for data upload and review.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
Back to Conten



http://www.energystar.gov/portfoliomanager

SECTION 2 How to Create Your Portfolio Manager Account

2.2 Fill out the required information (fields marked with red asterisk) and be sure to select “Yes”
under Searchability in ENERGY STAR Portfolio Manager

» Then click “Create My Account”.

TIP:
Make sure to note your Username, Password and Security Questions for future reference.

g ENERGY STAR® Heip | Login

PortfoliolManager® Lo o

Craate an Account Alraady hava sn ancnunt? Slgn In Here
Accessing Your Account n Getting Started
Username: ! Plaase complete and submit this

form to register for &n account with
Portfolic Manager. After submission,
. you i receive an email
confi rmatf on. If your email pr;;'iuar
3 i actively filters spam, please add
Create a password that s at ‘sast 8 characters norep yBENEmgySianao: 10 your
leng and includes at least three of the following: address book to ensure delivery.
lowercase latters, uppercase letiers, numbers
andior special characters (such as *, #, %, etc).

Pessword:

Canfirm Pazswned:

Atout Yoursalf n Accounts for Organizations

¥ If you are creating an account that
you intend o uss as your
Zaton's account, then
. may want to consider entaring vour
Lest Name: olg%nzatm name in the ﬁr‘srt'galid
ast name fieids in crder to make it

*) easier for othar Portfolic Manager
Job Title: users to find your organization.
Exampie: First Name: Company
ADC, Las: Hame: Web Servicez

First Mama:

Division
Email: "
Gonfirm Emait: i
Mote: \We never share your email address with
third partes.
Prane: 4l
" Country:
[ Sebect Country 3
Language: |: English :]
Reporting Linits: & Conventional EPA Units [a.g., kBtufs
Metric Units (e.g., G/m?)
Steat Agdress: il
Ciy/Municipality:  *
State/Provinca: '|:--- Select - - -:]
Pestal Code: 1
Aboust Your Organization n Primary Business or Service
Organ * If you have more than one *pe
e businass.” just pick the bost cption.
Portiolio Manager will deiaming
- . category for & $00n8 ased on
Primary Business e *[ Select Primary Business er Senvice D] Ylgﬁnhe:ﬂga:ron. Iike squie focage.
Serviee of Your hat you enter for each of your
Ovganizaton: progery uses,

Is your organization Yes
an ENERGY STAR = No

Partner?
. " Connecting with Others in
Soarchab .y.nPorrfaloMnr\/ gwmoﬂom»wm
Can other pecple « Yas m_gn CONNECt WIth Other peopie in
ol M &r 10 85y share
search for you Ne Afermazon, Yout aceou MU 62
and sendyou a searchabe in order for others 10
CONNECLON s8nd you & CoNNection request.
request?
Confirm Your Identity
Plaasa confirm
hat you ane & I'rm vt a robot f_‘!;E_F'TC
| Jese
@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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SECTION 2 How to Create Your Portfolio Manager Account

2.3 On the Portfolio Manager login page at www.energystar.gov/portfoliomanager,
enter your Username and Password and click “Log In”. You will be brought to the My Portfolio tab.

NOTE:
For guidance on how to add a property, please proceed to Section 3.

h ®
ENEHGY STAR. Account Settings | Motifications | Contacts | Help | Sign Out.
&= Portfolio\anager®
= I OITTONO g
‘ MyPortfolio Sharing Reporting Recognition
Properties (0) You currently do not have any properties within your Portfolic Manager account. You can set up
your first property or add up to five sample properties with pre-populated data to your portfolio. If
this is your first time using Portfolio Manager, you may want to add sample properties to your
portfolio in order to test out available features and see the lock of a complete property.
Manage Portfolio I *. ".
: £
l._.‘ Upload and/or update multiple
properties at once using an Excel N
e T e Set up your first property: Add up to five sample properties
be done to create new properties, add
use details, create meters and add
meter consumption data.
% Download your entire portfolio to Excel
or create a custom download.
Set a portfolio baseline and/or target
to help measure progress.
Add sample properties to your account.
Up to five sample properties with pre-
populated data will be added to your
portfalio for testing purposes.
Follow Us [ n m m Contact Us | Privacy Policy Browser Requirements ENERGY STAR Buildings & Planis Website
h 4
Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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How to Create a Property Profile
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HOW TO CREATE A PROPERTY PROFILE

In order to benchmark your property, you will need to create a profile with basic information about the
property itself, how it is used, and the energy and water meters serving it. Before you get started, refer
to the Data Collection Worksheet at portfoliomanager.energystar.gov/pm/dataCollectionWorksheet,
and select your property type from the drop-down list to see what information you will need in order to
create your Property Profile. If you are not sure how to classify your property, refer to list of property
types at www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-
definitions-and-use-details.

NOTE:

If you already created a profile for your property, you do not need to create a new one for benchmarking.
However, if any information has changed, please update property information as needed. Once you have
reviewed and updated your property, proceed to Section 4 and then Section 5 to request data and
complete your benchmarking report.

m ENERGY SIARl" " f“""mﬂ_i“En "
Portfoliollanager® e

Portfolio Manager: What data is required to benchmark your property?

You can benchmark almest any type of property in Portfolio Manager! The information required varies depending on the type of property and whether or not the
property is eligible for an ENERGY STAR Scora.

What Metrics Are Available?

All properties are eligible to receive metrics such as

Pick your country and property type to get started.

Country: * [ United States 4| Why s this needed? Source EUI by providing Gross Floor Area and 12
months of enery usage. The ENERGY STAR Score is

Property Type: || o - - - Select - - - 6 available for specific property types and requires
additional information. Leam more about eligibiliy for

Banking/-inancial Services
Bank Eranch OB ERCY SRR Goohy
Financial Office duse type if

Education dh o use
Adult fducation jgue vour
CollegajUniversity
K-12 School
Pre-school/Daycare
Vocational School
Other

Entertainment/Public Assembly

3.1 After completing the data collection worksheet, log into Portfolio Manager and add a property
by clicking “Add a Property” on the My Portfolio tab. You can also upload multiple properties by
clicking the hyperlink at the bottom of the screen.

®
h. ENEHGY STAR Account Settings | Notifications | Contacts | Help | Sign Out.

Portfolio/\Vlanager®

MyPortfolio Sharing Reporting

ecognition

PI’ODSI‘[ISS (0) You currently do not have any properties within your Portfolio Manager account. You can set up

your first property or add up to five sample properties with pre-populated data to your portfolio. If
Add a Property this is your first time using Portfolio Manager, you may want to add sample properties to your
portfolio in order to test out available features and see the lock of a complete property.

Manage Portfolio L*. ".
£

[£9) Upoad and/or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
he done to create new propertias, add
use details, create meters and add
meter consumption data.

Set up your first property Add up to five sample properties

¥ Download your entire portfolio to Excel
or create a custom download

Set a portfolio baseline and/or target
to help measure progress.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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How to Create a Property Profile

3.2 From within the Your Property Type section, select your property’s primary function
from the dropdown menu.

> Within the Your Property’s Buildings section, select “One: My property is a single building”.
> Within the Your Property’s Construction Status section, select “Existing” for construction status.

» Then click “Get Started!”.

PN ENERGY STAR®

PortfoliolVianager®

Account Settings | Contacts | Help

Sign Out

Set up a Property: Let's Get Started!

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

Your Property Type —
Fis ﬁ Tip
We'll get into the details later. For now, overall, what main purpose does your property serve?
To set up a property, you'll need
é information such as gross floar area and
operating hours.

Q-

Your Property's Buildings

Not sure what kind of property you are?

Because we focus on whole building

. o benchmarking, you want to select the
dypropeny-iep aripuiiding property type that best reflects the

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

e witiple buildings (Campus Guidance) Don't warry if you have other tenants with

different business types, just select the
How many? erent ou types, |
main activity.

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

>

Your Property's Construction Status ﬁ Test Properties

Is your property already built or are you entering this property as a construction project that has not Yol may want do entar s roparty nfn
Portfolio Manager that isn't actually a

yat been completed? ¥

“real” property, either to familiarize

y property is built, occupied andfor being usec. | will be using Portfolio Manager to e faatule.s e o
" other people. By telling us this a "Test"

= gy/water consumption and, perhaps, pursue recognition,
©) Design Project: M sinth tual d hase (i truction). | wil b property, we can give the option of
© Design Project: My property is in the conceptual design phase (pre-construction). | will be including this property in your portfolio-
using Portfolio Manager to evaluate the energy efficiency of the design project level metrics, charts and table or nat,
(O Test Property: This is not a real property. | am entering itto test features, or for other depending what your needs are. This
purposes such as training. can be configured on your Account

Settings.
é Get Started! [

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020



How to Create a Property Profile

3.3 Enter the property’s name, address, and other general information.

Set Up & Property: Basic Property Information

Tall us & little bt meore sbout your proparty, inciuding & neme that you will use to ook up your property and its addresa.

About Your Property uy Tie

Name: The name you choosa for your

property does not have to be

e unigue. But, it may meka it easiar

Country: | ---Salect--- | fior you to work with proparties in
your portfolio if you do not use the

Streat Address: % =ama (or similes) names.

Ciny/Municipality:

Stata/Province: - - Select---% |

Postal Code:
Year Built:
Gross Floor Area: i |m| Temporary Value
Gross Floor Area [GFA| s the total property floor area, measured from the

principal exterior surieces of the building(s). De not include parking. Datalls on
what to include.

Irrigated Area: |:_Sq. FL& ]
i e
= i
Oecupancy: lil The property photo that you upioed
here zan be used on the Haglstry of

Proparty Proto - ENERGY STAR Qualiiad Buildings it
[optonal: Cheoose File | Na file chosen you submit the photowith your

Select an image fie on your computer with the format type of _jpg, jpeg. .ong application for ENERGY STAR

or .gif; photos will be resized to fit a space of 2.78 inches wide x 2inches tall. certification. Once a photo has been

approved with an application,
cannot be changed until the next
time thet the property receives
EMERGY STAR cenification.

Do any of these apply?

My prooerty's energy consumption includes parking aness

My praoerty has a Diata Canter that requires & constant powar load of 75 KW or more
My prooerty has one or more retal stores

Py prooerty has one or more restaurants/cafeterias

NOTE Re: Parking:
The City requires that the square footage and utility data for subterranean and/or structured above ground
parking that is physically attached to a building be included with that building’s data.

If your property includes subterranean and/or structured above ground parking that is physically attached
to the building, click “My property’s energy consumption includes parking area”. You will then be
prompted to enter the square footage of the parking area as a separate property use type.

» When you request data (Section 4), LADWP will upload the parking area data along with the rest.

> If a parking structure is not physically connected to a building and it is above the minimum size, it
should be benchmarked and submitted separately, as a stand-alone building with its own Building ID,
following the process outlined here. Contact LADBS at ladbs.ebewe®@lacity.org, if you need them to
provide a Building ID for your stand-along parking structure.

Click the appropriate boxes if your property contains a data center (>75kW constant power), retail store,
or restaurant, and be sure to add those Use Types (Section 3.5 below).

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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How to Create a Property Profile

3.4 Enter the specific information on how your building is used. The fields required will depend on the
selections made in Sections 3.2 and 3.3 for your Property Type and characteristics.

For example, if you indicated your building’s property type is Office, you would be asked to supply the
Gross Floor Area, Weekly Operating Hours, Number of Computers, Number of Workers on Main Shift,
Percent that can be Heated, and Percent that can be Cooled.

If you indicated that your building had a Data Center or Parking, additional fields pertaining to these uses
would also be required. Some space attributes, like “Gross Floor Area,” are always required. You can also
rename the primary function by clicking “Edit” next to Property Type, on the Details tab.

To view detailed descriptions of each space and its space attributes, refer to the list of Portfolio Manager
property types, definitions and use details: www.energystar.gov/buildings/tools-and-resources/list-
portfolio-manager-property-types-definitions-and-use-details

W Office Use Edit Mame

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices.

Gross Floor Area (GFA, should include all space within the building(s) including offices, conference rooms and auditoriums, break rooms, kitchens, lobbies,
fitness areas, basements, storage areas, stairways, and elevator shafts.

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

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

If it is a vacant/uneccupied Office

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

Mora on this rule.

Property Use Detail Value Current As OF \ngmg‘“a’y
¥ Gross Floor Area * (Sq.Ft %) MDD YY @
* Weekly Operating Hours "I Use a default MADDIYYYY ﬂ
#r Number of Workers on Main Shift "1 Use a default MMDDVYYYY @
#r Number of Computers | Use a default MDY @
W Percent That Can Be Heated [ % [ Useadefault wworvyyy | B
# Percent That Can Be Cooled & 1 Useadefault MADDYYYY @

# Thiz Use Detail is used to calculats the 1-100 ENERGY STAR Score.

Adding Another Type of Use

Portfolio Manager uses the term “Type of Use” to characterize the various spaces within a building.

Your building may have one or more space types. For example, an office building might have occupied
office space, a data center, and parking. Each of these should be entered as a separate “Type of Use” and
will require different information.

NOTE:

If more than 10% of a building’s gross floor area is vacant, the vacant square footage should be described
as a distinct space type.

To view detailed descriptions of each space and its space attributes, refer to the list of Portfolio Manager
property types, definitions and use details: www.energystar.gov//buildings/tools-and-resources/list-
portfolio-manager-property-types-definitions-and-use-details

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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How to Create a Property Profile

3.5 To add another space to your facility, click “Add Another Type of Use” and select the type of space you
would like to add. Complete the required fields as you did in Section 3.4.

( Add Another Type of Use = )

W Tenants 1 through 4 Edit Name

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices.

Gross Floor Area should include all space within the building(s) including offices, conference rooms and auditoriums, kitchens used by staff, lobbies, fitness
areas for staff, storage areas, stairways, and elevator shafts.

Property Use Detail Value Current As Of ::':‘:IT“W
Gross Floor Area 3 sq. Fi.[x] oDy | B
Weekly Operating Hours Use a default ooy | B
Number of Computers Use a default MMDDYYYY %

NOTE Re: Parking:
The City requires that the square footage and utility data for subterranean and/or structured above ground
parking that is physically attached to a building be included with that building’s data.

> If your property includes subterranean and/or structured above ground parking that is physically attached
to the building, click “My property’s energy consumption includes parking area”. You will then be
prompted to enter the square footage of the parking area as a separate property use type.

» When you request data (Section 4), LADWP will upload the parking area data along with the rest.
» If you need to make any adjustments, simply click the Back button at the bottom of the screen.

> If a parking structure is not physically connected to a building and it is above the minimum size, it
should be benchmarked and submitted separately, as a stand-alone building with its own Building ID,
following the process outlined here. Contact LADBS at ladbs.ebewe®@lacity.org, if you need them to
provide a Building ID for your stand-along parking structure:

3.6 Continue with the procedure described in Section 3.5 until your building’s total gross floor area is
completely accounted for. Make sure the sum of all spaces is equal to the total gross floor area of the
facility. To finalize your entries, click “Add Property”.

W Parking Use Edit Name m

Parking refers to builcings and lots used for parking vehicles. This includes open parking lots, parking structures that may be only partially enclosed, and fully-
enclosed (or underground) parking structures. Parking structures may be free slanding or may be physically connected 1o another building

Property Use Detall Value Current As Of ;:::Eorery
Open Parking Lot Size I Sq. Ft[=] MMDDYYYY ﬁ
Partially Enclossd Parking Garaga Size ; Sq. Fi [= MWDDIYYYY 551
Completely Enclosed Parking Garage Size i Sq. Ft '- MW/DDAYYYY @
Supplemental Heating =] Use a default MMWDDIYYYY £

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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How to Create a Property Profile

3.7 After saving your entries, you will see a green bar at the top of the Summary tab, confirming you have

successfully created your property. The next sections (Sections 4 and 5) will cover how to request data
and complete your benchmarking report.

PN ENERGY STAR®

, A & ® Welcome Account Settings | Contacts | Help | Sign Qut
=1 PortfolioManager

MyPortfolio Sharing Reporting  Recognition

Congratulations! You have successfully created your property.

Next, you can®

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

0 It is strongly recommended that you submit your data request(s) no later than March 1st to allow
sufficient time for data upload and review.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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SECTION 4

HOW TO ENROLL IN LADWP WEB SERVICES

4.A. How to Add Virtual Meters for Aggregated Data

» You will need to create what’s called a “Virtual Meter” in order to receive the aggregated data for each
service type.

» Aggregated data can only be uploaded to a Virtual Meter, so if a Virtual Meter is not added for a particular
service type (electricity or water), aggregated consumption data cannot be uploaded to your property.

> Create only ONE virtual meter for each service type you are requesting (i.e. one virtual meter for
electricity, one virtual meter for water).

LADWP will provide data for the past five calendar years and ongoing recurring data uploads, so you
will not need to repeat the data request process for future reporting.

If you have an existing Portfolio Manager account tracking common area usage, you still need to create
a Virtual Meter to receive aggregated whole-building data (i.e. common area + tenant data). Please see

. for guidance on adding a Virtual Meter for aggregated data while maintaining existing
historical common area data.

If you are not already tracking historical common area data in ESPM, that’s ok — the same process applies.
In this case, there is no need to upload your own common area data.

The Test Building below is currently tracking common area electricity data only, whole-building natural
gas, and no water data. In this example, we will be creating Virtual Electricity and Water Meters to receive
the aggregated whole-building electricity and water data, since the current electricity meter only covers
common areas and they do not have any water data entered.

NOTE:
If you created a Virtual Meter to receive 2016 or 2017 data, LADWP will provide recurring updates to your
existing virtual meter. Refer to the Ongoing Reporting Guide for instructions on viewing your data.

0 It is strongly recommended that you submit your data request(s) no later than March 1st to allow
sufficient time for data upload and review.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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SECTION 4

How to Enroll in LADWP Web Services

CREATE A VIRTUAL METER: ENERGY

Follow these steps to create a virtual meter to receive aggregated energy data.

4.1 Click “Add a Meter” under the Energy tab as shown below.

Watrr Wante & Maternaiy Goaly Dernign

Mater Surmmany I

2 Enevgy Meters Tolal
2 = Usad o Compute Metrics

figd A Mater

Curreait Enengy Date

Enter Your Bills

Four Ways 1o Enter
Bill Drata

1 Marnualy

2 Ush owr simgle speeadhost (one
marte] 1o upload or CogyfPaste

3 Use our Com .
(g matary - mutiohl Maters - Usad 1o Compube Malncs (2)
Eropeies]

ST

Energy Lse by Calendar Month

o Hatufel G == Ebbttric - Grid

4.2 Select “Electric” and “purchased from the grid” and enter “1” for the number of meters

» Click “Get Started!” to continue.

Get Started Setting Up Meters

data. And finally, you can 1ire an organization that exchanges data to update your energy data autornatically.

Sources of Your Property's Energy
What kind of energy do you want to track? Please select all that apply.

¥ Electric

# | purchased from the grid (

How Marty Meters? 1

et it oo o doanels

generated onsite with my own wind turbines

Drstrict Steam

Destrict Hot Water

Digtrict Chilled Water
Fual Qil (No. 4)

Fusl Qil (Na. 5 and No. 6)
Caal (anthracite)

Caal (biturninous)

There are four ways to ender meter data. First, you can enter manually, starting below. Second, you can set up your meters below, then upload a specially
formatted spreadsheet with just your bill data. Third, for advanced users, you can use our upload tool that allows you to set up all of your meters and enter bill

J&J Tracking Energy

To track your snergy, Creats an enengy
meter for each source of energy from a
utility, 2 neighaering building, or an
onsite solar or wind panal. If you
purchase & raw fuel (e.g. gas) and
preduce your own fuel (e.g., electricity or
chilled wazer]. you cniy need a meter for
the fuel you purchased (e.g. gas), and

Matural Gas not for the fuel you produce.

Propane

Fual Qil (No. 2} | Two Meters Needed for
Onsite Solar/Wind

Digsel

If you've got onsite Solar (or Wind}, you
still need 1o enter an Eleciric Grid Meter.
Learn Mors.

| Automate Your Meter
Entries

There are many orgenzatans tat w
electronically anter your wility data into
Portfolio Manager. Marny Ut ties provide
this sarvice for free. Sarvice providers

Cake integrate this sanvica into their cwn
sofrware and value-added offerings.

e Learn more.

Keosene

Fual Qil {No. 1)

Other:

Cancel

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 4 How to Enroll in LADWP Web Services

4.3 Rename your meter under Meter Name to “Electric Aggregate — Whole Building”.
> Select “kWh?” for the Units.

» Enter “January 1, 2015” for the Date Meter Became Active.
(LADWP will provide data for the past 5 calendar years).

» Make sure that the “In Use” box is checked.

» Select “Create Meters”.

ENERGY STAH: ® Welcome Account Settings | Notifications @ | Contacts | Help | Sion g
“Z! PortfoliolVianager

About Your Meters

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

Other = Date Metes Date Meter Enter as
?
LEETL Type Type i became Active s became Inactive | Delivery?
Electric Aggregate = 5 kWh (thousand
Whole Bulding Electric - Grid Watthour) MMDDAYYY v &=

X Delete Selected Entries
Add Another Entry

é | Create Meters [ReEnt

4.4 Click “Continue” — do not manually enter any data.
LADWP will upload aggregated data directly to your Property Profile
once you have completed the set-up and requested the data (Section 4B below).

1 Energy Meter(s)

W Electric Aggregate- Whole Building

Start Date  End Date Total Cost (§) | Estimation = Green Power | Demand (kW) Demand Cost ($)

sage
kWh (thousand Watt-hours)

Click to add an entry

¥ Delete Selected Entries
Add Another Eniry
@ Learn how to copyipaste

Upload data in bulk for this meter

"#' ‘You can copy/paste info the fable above (instructions in this
FAQL). or upload an Excel spreadsheet using our simple
spreadsheet template

Choose File | No file chosen
9 Cance!
@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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CREATE A VIRTUAL METER: WATER

Follow these steps to create a virtual meter to receive aggregated water data.

4.5 Click “Add a Meter” under the Water tab as shown below.

Ssnmary Dhetasy Energy Waber Wiaate & Mhateialy Goaly Dwaagen
o i Ll Water Use by Calendar Month =
400
Current Score: MIA 5 =
Baseling Score: H.’A f
& o
Meter Summary s > > o & & A 2 ]
1 Water Metors Total o F P F P F T PP
1 - Used to Compube Matrics -8 Potable; Maed IndoonOuidoor
A A Meder
Curment Water Date & Expodt Data by Calondar Month
Water Meters - Used lo Compute Metrics (1) 9
Ch Whailar Salechion
Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 4 How to Enroll in LADWP Web Services

4.6 Select “Municipally Supplied Potable Water” and “Mixed Indoor/Outdoor” for your property’s water
usage, enter “1” for the number of meters

» Click “Get Started!” to continue.
LADWP will upload aggregated mixed indoor/outdoor water data directly to your Property Profile

NOTE:
If your property does not have any outdoor water use, you should still select
“Mixed Indoor/Outdoor” for type of water.

PZ==N ENERGY STAR®

PortfoliolVlanager®

Welcome: Account Seffings | N)tiﬂ:alioma" Contacis | Help | Sign Out

Get Started Setting Up Meters for
There are four ways to enter meter data. First, you can enter manually, staring below. Second, you can set up your meiers below, then uploac a specially formetted

spreadsheet with just your bill data. Third, for advancad users, you can use our upload tcol that allows you to s2t up all of your meters and enter bill data. And
finally, you can hire ar organization that exchanges data to update your energy data autematcally.

1| Two Meters Needed for

Your Property's Water Usage Cnsite SolarWind
What kind of water de you want to rack? Plzase select all that apply. If you've got onsits Salar (or Wind), you

« Municipally Supplied Potable Water still need to enter an Eectriz Grid Meter.
Lezm More.
Irdoor
Qutdoor e
¥ Nixed Indeor/QOutdoor i | Automate Your Meter
Entries

How Many Mewers? |1

There are many organizations that wil

MursciallyiSuppliad Recamadiialer electroncally enter your utility data into

Well Water Portfolia Marager Many uliifies provide
s service fur fie. Senvice oviders

Otrer. integrate this senice into their own
software and valuz-added offerings
Leam more.

S [Get started!J ceonce

4.7 Rename your meter under Meter Name to “Water Aggregate — Whole Building”.
» Select “ccf” for the units.

» Enter “January 1, 2015” for the Date Meter Became Active.
(LADWP will provide data for the past 5 calendar years).

» Make sure that the “In Use” box is checked.

» Select “Create Meters”.

About Your Meters

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

1 Water Meter

Other e Date Meter = Date Meter became
Meter Name Type e Units [ERlietra In Use? e
Water Aggregale Potable: Mixed ccf (hundred cubic s
Whole Building Indoor/Outdoor feet) BN " (‘

X Delete Selected Entries
Add Anather Entry

= | Create Meters |[Eese

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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4.8 You will see a green bar at the top, confirming you have successfully created your meter.
> Click “Continue” — do not manually enter any data.

LADWP will upload aggregated data directly to your Property Profile once you have
completed the set-up and your request has been processed (Section 4.B. below).

“Your meters have been created! If you have your energy consumption information for these meters, you can enter it below. Or, you can confinue with setting up
your meters and enter your energy bills later.

Your Meter Entries

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

1 Water Meter(s

W Water Aggregate — Whole Building

Usage S
Start Date End Date cef (hundred cubic feet) Total Cost (5) Estimation

Click to add an entry

X Delete Selected Entries
Add Another Enfry
@ Leam how to copy/paste

Upload data in bulk for this meter
[} ‘You can copylpaste info the table above (instuctions in this

FAQ). or upload an Excel spreadsheet using our simple
spreadsheet femplate.

Choose File | No file chosen Upload

—
e 3 Continue [foR

Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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4.8. Online Benchmarking Application, Requestor Authentication & Meter Verification

Before initiating the LADWP Benchmarking Application process, review the table below to determine the
documents you will need to gather based on the number and type of utility accounts at your property.

Number/Type of Required Authentication Tenant Consent
Tenant Accounts Documents Required?
Building has 5 or morg actlye Ut'l|lty accounts Self-Certification Letter No
at least one of which is residential
Building has 3 Qr morg Self-Certification Letter No
commercial active utility accounts
Building has fewer than 3 Letter of Authorization,
. . - . Yes
commercial active utility accounts Proof of Ownership

Building has fewer than 5 o
. g. . Letter of Authorization,
active utility accounts and at . Yes
L . . Proof of Ownership
least one of which is residential

o Gather Documents

> Self-Certification Letter:
Letter indicating the requestor is authorized to request data on behalf of the owner.

» Proof of Ownership:
An electronic copy of the current deed, title report, or property tax statement.

> Letter of Authorization
Letter of Authorization to indicating that ownership authorizes the Requestor to act on behalf of owner to
obtain aggregated building usage data from LADWP for benchmarking. The same letter can be used for
multiple buildings as long as it lists each building address; however, an online benchmarking form
must be submitted for each property. Download the Letter of Authorization template at:
www.betterbuildingsla.com/_images/content/Template_Letter_of_Authorization.docx
(You may also download under “Links” at: www.betterbuildingsla.com/resources/fags-and-videos)

» Tenant Consent(s):
If required, please complete and submit a Tenant Consent for each tenant.

NOTE:
In lieu of the Tenant Consent, the requestor may provide a copy of the building owner’s lease with the
tenant that includes a term granting the owner permission to access the tenant’s utility usage information.

In addition, prepare:

» Building information:
Address, square footage, and Assessor’s Parcel Number.

> List of Meters serving the property:
You will need to verify this against the list of meters provided by LADWP. The list should include any
meter(s) serving subterranean and/or attached parking areas.

o Complete Application

Once you have gathered the required documents, complete the LADWP Benchmarking Application at:
www.ladwp.com/ladwp/faces/ladwp/commercial/c-gogreen/c-gg-bewb/commercial
buildingbenchmarking

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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SECTION 4 How to Enroll in LADWP Web Services

e Post-Application
After the Requestor has submitted the complete LADWP online Benchmarking Application:

» You will receive a confirmation email from LADWP. LADWP will work with the Requestor to authenticate
the ownership and building information submitted with the Benchmarking Application.

» Next, LADWP will send a follow-up email to the Requestor with the service address(es) and an attachment
with the list of meters associated with the building.

» The list should include any meter(s) serving subterranean and/or attached parking areas.

» The Requestor is required to verify the building profile, list of service addresses, and meters for the
building by replying back to this email. LADWP will not begin processing your request until they have
received your reply.

NOTE:

If you do not already have a list of electricity and water meter numbers and locations, it is recommended
to create one as soon as possible to avoid delays.

» Once the Requestor has validated the meters, LADWP will notify the Requestor of the Property Admin ID
number via email from usagedata@ladwp.com. This is different than the Building ID issued by LADBS.
Please make note for future reference.

» Once you have received your Property Admin ID, proceed to Section 4.C.

TIP:
Be sure to check your email regularly, and reply promptly to avoid delays. It's also a good idea to check
your SPAM folder, to make sure you don’t miss an email.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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4.c. Connect with LADWP

Please note that before connecting with LADWP, you must first complete the online Benchmarking
Application and receive an email stating that your application has been approved (See Section 4.B.).
Be sure to check your email and respond as needed to avoid delays.

4.9 To set up Web Services, the first step is to connect with LADWP as a contact.
Click on the “Contacts” link in the top right corner of the page.

’\'i" ENERGY STA H.. Welcome Account Settings | Nol\ﬂuuunspiggn Cut
MyPortfolio Sharing Reporting Recognition
Properties ; Welcome to Portidlio Views!
Mow you can see an overview of your porifolio's performance right from this page by using a

"view". We have set up one view to get you started, Energy Highlights. If you would like to see
these metrics, please Refresh Metrics or, you can set up your own customized views. Views
need to be refreshed to see your most recent metrics.

Source EUI Trend (kBtuift?) Clear Message

&0
Dashboard Search by 1D or Name

Please refresh to see your current metrics

4.10 This takes you to your My Contacts list.
» Type in “Los Angeles Department of Water and Power” in the text box.
» Click the “Search for new contacts” button.

TIP:
Do not use any abbreviations; type out the full name, exactly as shown.

’\'*' ENEHGY ST"H. Wecome Ac:ou'vl’_femgyHo(l!cmons® Confacts | Help | Sign Out
=4 PortfolioManager®
ortfolioVlanager
MyPortfolio Sharing Reporting = Recognition
My Contacts - | I

This is where you keep track of your comacts andior organizations (i.e. pople or companies assceiated with your propariss such as Frofessional Engineers,
Registered Architec's or others wth whom you shae infarmation’. Vou can add anvenz as a contact regardiess of whether they have a Fertfolio Manager accoun:
and you can share your proparties & rederts with any of your connected cortacts. Yeu can "cornzct’ to other Portfolio Manager usars by searching for their
accounts and sending & connecton request.

Add Contact | Add Organization

ﬂ Name ¢ Organization ®

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020



SECTION 4 How to Enroll in LADWP Web Services

4.11 A list of available contacts will be returned. Click on the “Connect” button for the
Los Angeles Department of Water and Power LADWP Portfolio Manager Web services
Account with Los Angeles Department of Water and Power.

GY STAR" e ¢ ®
m ENER ¥ N Welcome Accoun! Settings | Molifications | Contacts | Help | Sign Dut
®
== PortfoliolVianager
MyPortfolio Sharing Reporting  Recognition

Search Results
The results of your search are listed below. Clicking "Cornezt” will send 3 requast to *he person asking them to confirm your reguest to add tham as your confact If
they acceot, you will s2e them listed as a conected confact in your address boolkc If they do not eccept, or have not accepied yel, you will see them as an

unconnected contact in your address bock Connectirg with contacts wil make it easier ‘o chare property information within Portfolic Manager I
3 . = ) @ Los Angeles Departmen: of Waler and Pcwer LADV/P
Your Search Criteria | Portfolo Manager Webservices Account with Los Angeles Dept of Water and Power I | I
Narre: Page || of 1 EIEd 1-10f1

4.12 Enter all required information and a valid email address for the individual authorizing
the connection with LADWP.

» Next, read and agree to LADWP’s Terms of Use.
» Click “Send Connection Request”.
TIP:

You will receive the Property Admin ID from usagedata@ladwp.com after your
Benchmarking Application has been approved.

NOTE:
The LADBS Building ID can be found on your Notification Letter.
If you have questions about your Building ID you may email LADBS at ladbs.ebewe®@lacity.org.

P ENERGY STAR Welcome Account Sefiings | Nolificatons | Confacts | Help | Sign Out

=2 PortfoliolVlanager® e

Send a Connection Request io Los Angeles Department of Water and Power LADWP to
Begin Exchanging Data

Los Angeles Department of Water and Power LADWEF requires the following information in order to exchange data with your property(ies). If you have any
quesions about how to cemplete this inormation, please contact Lcs Angeles Deaartment of Waler and Power LADWP. Once your connection request has been
accepted, you can share individual properties and/or meters with them to get started exchanging data.

Building Data Aggragation:  * [y Example: v
ndicate "Y' if request is for whole building cata aggregation, indicate ‘N’ if reguesting for single meter data; 1- 1 Chamcters
o 3
LADWP Property Admin ID / X Example: 1224567580
Account ID:

For whole building data aggregation. enter your LADWP Property Admin D. For single meter data requests, enter your LADVIP Ascount ID; 1- 20
Characters
LADBS Building ID. Example: 1221557320

For whole building data agaragaticn, entar any one of your LADES 3uilding ID. For single mater data requests, entar any meser number from any of the
properties assaciated with this acoaunt (e.p. FOD0R-12345670); 1-24 Charasters

Contact Emai: Example: brian.folks@yahoo.com
Email address; 1 - 150 Characters Mare Inormation
Terms of Use: None Provided
Agreement: * @ | agree tomy provider's (Los Angeles Department
of Water and Power LADWP) Terms of Use.
% Send Connection Request | [&inE]
Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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SECTION 4 How to Enroll in LADWP Web Services

4.13 The top of the next page will show a green bar, confirming your connection request was sent to LADWP.

NOTE:
You are not yet connected to LADWP. LADWP must first accept your request.

m ENEHG\" STA H. . ‘Welzcme Account Seffings | Ncrtilcations@wontmslﬂgl Sign Cul
3 ®

=2 Portfoliol\lanager

MyPortfclio Sharing Reporting  Recognition

You have successfully sent a connzction requast o Los Angeles Depariment of Wate- and Powe: LADWP. When Los Angeles Department of 'Water and Power
LADWP has &ccepted vour recuest, you will be able fo shase properfies and, therefore, authcrize this providar to begin exchenging cata wih your
property(ies).

Search Resulis

Tha "esults of your search are listed oelow. Clicking "Cennect” will send 3 rejuest to the person zsking them to confirm your request to add them as your omazt. If
they accapt, you will e them listed as a connected contact in your address boek If they do nct accept, or have nof acceptad ye:, you will see them as an
unconnected contact Inyour address book Connecting with confacts wil make i easiar to share property information within Fortiolio Nanzger

Your Search Criteria

NOTE:

If a Connection Request is created between 8 AM and 12:59 PM,
LADWP will process and accept the connection by 1:30 PM.

If Connection Request is created between 1 PM and 7:59 AM,
LADWP will process and accept the connection by 8:30 AM.

4.14 Once LADWP has accepted your connection request you will receive a connection accepted notification.

PPN ENERGY STAR® Welcome ccount Setings | Notfcations ® | Contacts | Help | Sign Out
== Portfolio!\!
ortonolvianager
MyPortfolio  Sharing Reporting  Recognition
View All Notifications (16) 4
Incoming Requests (0) Qutgoing Requests (2) I Notices (14 I
W Clea
Type Notification s Date -
< Los Angeles Department of Water and Power LADWP has accepted your request to connect because Your CUSTOMER 2162018
request has been verified by LADWP.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020



SECTION 4 How to Enroll in LADWP Web Services

4.15 After you have received notification that LADWP has accepted your connection request, the next step is to
share your property (ies) with LADWP Portfolio Manager account. Click the “Sharing” tab.

TIP:
Check your ESPM Account home page for Notifications regularly.

m ENEHGY STAH : Welcome Accouni Szifings | NUI\ﬁl:aholvs@l Contacts | Helg | Sign Out

Portfolio/Vlanager®

My’:r[fnlin Reporting  Recognition

LI CE LTSS Weather-Normalized
msiial ENERGY STAR ay Yy not
e e — Source EUI (kBtufft’) x>
Maol: Current EUI: N/A
Baseline EUI:  N/A
7 Eat
Summary Details I Energy ! water Weste & Materials. Goals Design
/ Change Metrice
Property Profila (Futura enhancamente] # Cange Tine Pepgs
This sedion will be dzleted in 2018, except for the
property photos which will remain. More information Metrics Summary
Create Profilz .
Nt Avallable [Energy Not Availabla. Change
wetic # Baseling) F |Energy Current) 7/ [7]
ENERGY STAR Scare (1-1C0) Mot Availsbie Mt Avsilsble WA
Source EUI Trand (KBtufft?) Source EUI (KELHF) ot Avsilsbie Dt Avil WA

4.16 Click “Share (or Edit Access to) a Property” on this screen.

m ENERGY STAR Welcoms hesount Satings | Hotiicaions © | Cortacs | Help | Sin Cut

PortfolioVlanager®

MyFortfolio | Sharing Reporting  Recognition

Sharing Notifications [13) View Al

My Shared Properties
(10) < \NEISS -239 3. Manhatten Pl: 239 S. Menhatian P! - Share sccepred

Share {or Edit Access o) zqig:rtliw;nulﬁlﬁllg;ua Ges Compary beceuse Property shere e
a aProperty
Set Lip Web Services/ & | Elestiic Acgregate- Whels Buiking - Sharing request sent to
Data Exchange Southern California Gas Company Clear
Download Sharing Report i

Overview of Shared Properties Leam more about Sharirg Fropertiss

Cancel

By Contact By Property
Fite By [
Name = Organizztion L] Pmpse;:':;:w + Action
LABaC
L Lage 1t
Southern Califcrnia Gas Company _
(5CE) SCG 1 | wantto... v
Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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How to Enroll in LADWP Web Services

4.17 First, go to Select Properties to share. Depending on your selection, a drop-down window or button will

appear to choose the specific buildings you would like to share with LADWP.

Next, go to Select People (Accounts) and choose “Los Angeles Department of Water and Power
LADWP?” as the Account with which you would like to share.

Then, go to Choose Permissions and click on “Personalized Sharing & Exchange Data” radio button.

Click “Continue”.

Share (or Edit Access to) Properties

Sometimes its really important to be able to share your property with somecne else. Maybe trey need to help monitor your property, enter energy information
) or process applications for recognition. If this sounds like what you need, start out by selecting the property(ies) that you'd like to share and

(perhaps automatie:

who you'd fike to $ with them. If you have already shared properties, you can also use this form to edit people's acoess to your properties.

Select Properties u Sharing with Accounts

Well get into the details of the level of access later. For now, which properties do you want
to share and/or edit sccess 07

In orde- to share proparties with cthers (aithar
individuals or organizations), you nesd to be

4 with them. To make a connection. go to the
*Add Contaet” or “Add Organizstion’ page and search
for then within Portfolic Manager (they need 10 have 2
Portfolis Manager aceount). Once you find them, send a
*Connection” request. After they accept your connaction
reques, they will show up on the st to the left

[ Ore Property ¥ .

Select People (Accounts)

Whch pecrle (accounts) do you want fo share these properties with (ar madify their
curent aceess to)? The access for sach can be different and youl be able o spaciy that

on fhe next page. u Exchanging Data

Select contacts from my contacts book: To get started, first connect w t
= sxchanges dats. Once you are connected. their name:

will appear on the sslection list on the left. Note: you
I can now share in bulk for exchinging data.

Los Angeles Department of Water and Power LADWF (LADV
P S

\Wegowise Wegowise (WEGOWISE)
ww Who gets to Share Forward?

Full Access - Autematically includes "Share Forvard’
rights

Read Only - Automstically doss HOT includs “Share
Forward rights

Custon - You decide. along with the individuz
permissions for proprty, meter, goals and recognition

yaur Control (CTRL) key and dick on each selection. Only your

Choose Permissions

f you anly need fo chaose tne permission {because you are doing a single shars or you
want o give the same permssians for all of your shares), select "Bulk Sharing." If you
need fo assign different pemissions or share with Dsta Exchangs providers, select the
2nd option

* O Bulk Sharing ("Cne-Size-Fits-All") - | aniy reed to choose ane permission (gither
because | am doing a single share OR | want to choose the same permission for all of

@ Personalizad Sharirg & Exchange Data {"Custom Orders”) - | naed to give
different permissions for dfferent share requests, and/or | nesd to give Exchange Data

permission,
% | Continue | Cancel

permissions.
Exchange Data You decids, along with the indvidual
permissions for property. meter, goals and recognition
permissions

4.18 Select the “Exchange Data” radio button as the permission level to grant LADWP.

Sharing

Share Your Propery(ies)

mw WHE gati 15 Share Farward?

Top Bt s, 18 i A R O BCCHEE TV D00 wind T SR SN Pt B B OF TG DO ooy oo o iy abviies “Bnars Penward

e

s {107

IRt i Fres debectad Tha oppbon o exchangs Aale i Grfy By bio S sulhoned acoounts

Select Permissions for Each Co

imci

T axcoess bevats vou seiec do not hawe 10 be B sams for sach propedy o sech
N

S0t by | Pavpaty Narma *

Fead Oniy
Ha Accaus A

Full Accesn

-
Finad ity - Aufoealicaly Soes HOT moude "Shase
Formas e

Cunaom Vo decice. slong el e indevicus
ARG i OpTy Seer (A Rl SCOgIOn
PR

Enchargn Ciale oy izl s vl B s
poranior ot seoparty seler goaiy snd mosgrdon
pamanann

Cusbom Accons

Exch Data

Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 4 How to Enroll in LADWP Web Services

4.19 When the “Exchange Data” radio button is clicked, a pop-up window will appear.

> Enter “Y” for Building Data Aggregation,

» Enter the LADWP Property Admin ID and the LADBS Building ID (See TIP in 412 above).
> Leave the Meter Number (single meter data only) field blank.
>

Click the “Full Access” radio button(s).
You will not receive data from LADWP unless “Full Access” has been selected.

Select Accass Permissions to for Loz Angalzs Departmert of Water and Power LADWR.
The following infermation is required by Los Angeles Department o” Water end Power LADWE in order to provice sarvice ‘o your property(izs). Ifyou .
have any cuzstions ebout how tc complete this information, slease contact them directly.

g etz sggregaton, indicate N f requesting for single meter dats; 1- | Characters

P e (—
Accourt D 2 ’ug ample: 1234667500

T T O ST ST S e your LACWP Fraperty Adnin 1D. For single melter data requests. enter your LADWP Acseunt
I, 1 - 20 Charactzrs

LADES Bullding 10 % | - llarpls 1234567600
= = your LACBS Buikling ID. For single merer cats requests. enter any meter numbsr from e

propa-ty baing shared (s.g. S(008-12345673€); 1 - 24 Characiers

Seledt the permission level below fhat you wold liks to grant _es Angeles Department of Water and Power LADWE for 2ach catagaory.

ltem Hcne | Read Only Access | Full Access Illeiael Number single meter data only)1
Property Information @ =] e ® I

Al Metzr [nformation

4.20 Scroll down and click “Apply Selections & Authorize Connection”.

NOTE:
Share Forward option is not required and is at the discretion of the customer and will not impact the
upload of aggregated data to the virtual meter.

Water Meters
Woen— | 0 | © D —
® The provider with whom you are sharing does not support this meter type.
* Meter Number (single meter data only): Example: FO009-123456759; Enter the meter number for which you wish lo Hol needed for

data aggregztion; Between 1 and 24 Characters

Additional Options:

Item Yes HNo

* Share Forward
Allow Los Angeles Department of Water and Power LADWP to share this property with others and give them any permissions @ -

: 3 : 2 @

that he/she has, including the right to share with more people.

+ I Apply Selections & Authorize Exchange *ance\ -

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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SECTION 4 How to Enroll in LADWP Web Services

4.21 Click “Share Property(ies)” to complete the data exchange request.

PN ENERGY STAR®

=< PortfoliolVlanager®

MyFortfolio Sharing Reporting  Recognition

Welcome Account Seflings | Noficaliors & | Contacis | Help | Sign Out

Share Your Properiy(ies)

To finish up, tell us what type o™ access the people you have selectec should have for eech of the properiies

ww Who gets to Share Forward?

thal you have selectzd. The option to exchange data is cnly available for authorized accounts. ;:::cce” - Automaically inc udes " Shars Foward
Read Orly - Automaticaly dces hOT indude “Share
e 3 Forvward” rights
Select Permissions for Each Contact Custom - You cecidz, aleng with the individual
o a The access levels you s2lect co not haveto ke tha samsa for eadh oroperty of each permissions far propery, meter. goals and recogniiion
£ persen permissions.

ﬁ Exchange Datz -You deside, along with “he individual
permissions far propery, meter. goals and recognition
permissions.

Sort by-| Propery Name ¥
Rzad Only
No Access Full Access
Name (ID) 5 ACCeSS Custom Access = Exchange Data

Los Angeles Depariment of Valer and Power @ Edit
LADVIP -

% Share Property(ies] [Eeee]

4.22 A green bar will appear at the top of the Sharing tab confirming the request was submitted.

PN ENERGY STAR®

. Welcome Account Seftings | Notiﬁcatians®| Contacts | Help | Sign Out
== Portfolio/\! I
&2 rortrohiolvianager
MyPortfolio sharing Reporting Recognition
You have access 1o your If you shared properties, you will receive a nofificatien when your contact has accepted the

shars. If you edited access to current permissions, the edits have bsen made, no acceptance is required

If you edited web services Custom ID fields, read this.

Ny Shar et Erone e Sharing Notifications (18) view Al
(1 U) Cancel

o < snanng request
Share {or Edit Access to) sent to Los Angeles Department of Water and Power LADWP Clear
a Property
Sct Up Web Services/ Canel
Data Exchange < Electric Aggregate- \Whole Building - Sharing request sent to Los

Angeles D of Water and Power LADWP

Glear
Download Sharing Report >

Overview of Shared Properties Leam more about Sharing Properties

By Contact By Property
Filler By. [ Al Sharing Cortlats - [ searcn |
Name -~ Organization ® R #+ Action

Share

NOTE:
If a Connection Request is created between 8 AM and 12:59 PM,
LADWP will process and accept the connection by 1:30 PM.

If Connection Request is created between 1 PM and 7:59 AM,
LADWP will process and accept the connection by 8:30 AM.

Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020



SECTION 4 How to Enroll in LADWP Web Services

After LADWP accepts your share request, LADWP will upload the aggregated electricity and/or water data
to your Property Profile and send a confirmation email.

From: usagedata@iadwp.com

Tao:

Sent: 4/18/2017 11:30:41 AM Pacific Standard Time
Subject: LADWP Building Benchmarking Request - Acceptad

Dear

The total energy usage data for building :is available through ENERGY S
Portfolio Manager account.

Building ID:

Property Admin ID:

Portfolio Manageri and may be accessed through your

Thank you for benchmarking

NOTE:
Once all whole-building energy and water data for the prior calendar year has been uploaded to your
account, you must proceed to to review and submit your report to LADBS.

o It is strongly recommended that you submit your data request(s) no later than March 1st to allow
sufficient time for data upload and review.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020



SECTION S5

How to Enroll in
SoCalGas Web Services

Los Angeles LAENERGY & WATER
LA Department of m SoCalGas

RESOURCE
CENTER

DWP Water & Power

=)
A % Sempra Energy utiity”
)

POWERED BY

Better Buildings
QehALENGE
Us ERGY
| LOoS ANGELES]




SECTION 5

HOW TO ENROLL IN SOCALGAS WEB SERVICES

5.A. Connect with SoCalGas

Follow the instructions below to request SoCalGas to upload the prior calendar year’s aggregated data

to your Property Profile. Prior to requesting gas data, be sure to register for an Account and set up your
Property Profile in ENERGY STAR Portfolio manager. Please see Section 3 for guidance. If you requested
aggregated data in 2016 or 2017, SoCalGas will provide automated, recurring updates to your data in
Portfolio Manager and you do not need to repeat the data request process for ongoing reporting. See the
Ongoing Reporting Guide for instructions on how to view your data.

Once you have set up your property, follow the steps below to request aggregated whole-building
gas data.

NOTE:
You do not need to create a Virtual Meter for your aggregated gas data — SoCalGas will create one for
you after you have completed Steps 5.1 — 5.17 below.

o It is strongly recommended that you submit your data request(s) no later than March 1st to allow
sufficient time for data upload and review.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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SECTION 5 How to Enroll in SoCalGas Web Services

CONNECT AND SHARE WITH SOCALGAS

5.1 To set up Web Services, the first step is to connect with SoCalGas as a contact.

Log into ENERGY STAR Portfolio Manager and click on the “Contacts” link at the top right hand corner
of the page.

PN ENERGY STAR® Welcome Account Settings | Mofifications elp | Sign Out
=2 Portfoli i
== PortfoliolVlanager -
MyPortfolio Sharing Reporting Recognition
E Not eligible to apply for Weather-Normalized
ENERGY STAR P
s Source EUI (kBtuft?) .
Mapt Current EUL: N/A
Baseline EUL:  N/A
/ Edt
Summary Details I Energy I water Waste & Materials Goals Design ‘

5.2 This takes you to My Contacts list. Click “Add Contact”.

ﬁ ENERGY STAR

A A = Welcoma Account Settings | Notifications 2 | Contacts | Halp | Sign Out
=< Portfolio\anager®

MyPortfolio Sharing Reporting  Recognition

My Contacts

This is where you keep track of your contacts and/or % (i.e. people or ¢

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

accoun: and you can share your properties & reports with any of your cannected contacts. You can "connect” to other Portiolio Manager users by searching for
thair accounts and sending a connection requast

(S ok s [ o] s rpanimior
Name ¢ #  Organization .

Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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5.3 Search for SoCalGas by entering “Southern California Gas” as the Name and click “Search”.

'\'__‘ ENERGY S!’P\H. i Welcome Account Settinge | Nc-_.l.ca—_.one'a|<:omam|m|sgn Out
=< Portfolio//
== Portfolio\anager

MyPortfalio Sharing Reporting  Recognition

Add Contact

There ara two ways to add a contact. First, search below to see if the contact you would like to add has a Portfolio Manager account. If you find the person, send
a Connection Reguest, and when they accept the request, they wil be added to your Contacts. Second, if the contact you would like to add does net have a
Portfolio Manager account, then you can create an entry within your personal contacts.

Find Contact in Portfolio Manager “ Connecting with Other Users

‘Search using any of the criteria beow. If you think your contact aready has an account in
Portfolio Manager, search for them. If you find the

Name: é Soeuthern California Gas person, sand a Connectan Raguest, and f they accept
they w be added to your Contacts. You can easily

o share your property information with your conacts.
Orgavization

Username: w Keeping Personal Contacts

If the contact you want to add does not have a Portfolio
Emait Maneger account, you can still add them as your

WI"SDF\N conact.
- |4

| '/ | Organizing Personal Contacts by
Organization

5.4 After the page refreshes, “Southern California Gas Company, Program Advisor with SCG” will appear on
the right-hand side of the page. Click “Connect”.

NOTE:
If you are already connected with SoCalGas, this search will not yield a result.
Click on “Contacts” to view your current connections.

MyPortfolio Sharing Reporting Recognition

Search Results

The results of your search ane listed below. Clicking "Connect” will send a reques! 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 then as an
unconnected contact in your address book. Connecting with contacts will make if easier to share property information within Portfolio Manager.

Your Search Criteria o ?,gg‘;ﬂ i:u’l‘:;'::‘.ﬁfggg'“pa"*' é m
Mame: Southern Califormia Gas Page 1 of 1 lE 1-1oft
Organization:

Usermname:

Email Address:

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.

Updated: 2/21/2020
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()

How to Enroll in SoCalGas Web Services

5.5 Next, read all of SoCalGas’ Terms of Use. Scroll down, read everything carefully.
> Click on “l agree to my provider’s Terms of Use”.

» Then click “Send Connection Request”.

m EN E HGY STA H : Welcome Account Settings | Molifications | Contacts | Help | Sign Out

Portfolio/\lanager®

Send a Connection Request to Southern California Gas Company to Begin Exchanging
Data

Seuthern Califomia Gas Company requires the following information in order to exchange data with your oroperty(ies). If you have any questions about how to
complete this information, please contact Southern Californiz Gas Company. Once your connection request has been accepted, you can share individual properties
and/or meters with them to get starfed exchanging data

Terms of Use:

AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGE S
DATA TO ENERGY STAR @ PORTFOLIO MANAGER INTERNET
APPLICATION

AND
NON-DISCLOSURE AGREEMENT

This AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER
USAGE DATA TO EMERGY STAR® PORTFOLIO MANAGER
INTERNET APPLICATION AND MOMN-DISCLOSURE AGREEMENT
(“Agreement”) is an agreement between the owner or operztor
(“Owmer/Operator’) of the building(s) identified hy Owner/Opearator (sarh
a “Building”) in the Envircnmental Protection Agency’s ("EPA”) Enegy
Star® Portfolio Manager aoplication (“Portfolio Manager’) and Southzm
California Gas Company (“Utility"), and govemns the release of Utility data v
tn the FPA and tn OwneriOnerator  As usad hersin | ity and

At é = | agree to my providers (Southern California Gas
Company) Terms of Use.

% Send Connection Request

5.6 The top of the page will show a green bar confirming your connection request was sent to SoCalGas.

Note:
You are not yet connected to SoCalGas until they accept your request. You will receive a notification in
Portfolio Manager when your request is accepted. This process takes 24 to 48 hours.

MyPortfolio Sharing Planning Reporting Recognition

You have successfuly sent a connection request to Southern California Gas Company. When Southern California Gas Company has accepted your
request, you will be able to share properties and, therefore, authorize this provider to begin exchanging data with your property(ies).

Search Results

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

Your Search Criteria

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020
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How to Enroll in SoCalGas Web Services

5.7 After you have received notification that SoCalGas has accepted your connection request, the next step is
to share your property(ies) through your Portfolio Manger account. Go to the Sharing tab.

@ ENERGY STAR
2

mPnrtfglioManagerﬁ
MyPortfoho Reporting  Recognition

Properties (1)

Welcome focount Sattings | Mot fsetiona® | Contagts | Help | Sign Cut

‘-: Welcoma to Portfolio Views!

Mow you can see an overview of your portfolio's performance right from this page by usinga
“view". We have set up one view to get you started, Energy Highlights. If you would like to see
these meftrics, please Rafresh Metrics or, you can set up yourown i

wigws. Views
need to be refreshed to see your most recent metrics.

Source EUI Trend (kBtu/ft?) Ciear Message
Dashboard

Search by ID or Name

5.8 Click “Share (or Edit Access to) a Property” as shown on this screen.

MyPortfolio Sharing Planning Reporting Recognition

My Shared Propsr‘tias Sharing MNotifications (0)
(0) ¥ou have no new notifications.
>
a Property

More About Shari
Download Sharing Report = s

No properties are currantly shared between you and your contadts. Sharing can be helpful

if you want to allow other pecple to view your property or help maintain or update

information about it (e.g. property use details or meter data). You may also want to

consider sharing with an ization wha data to aut tically update your meter
inf tion. Learn more about ing data.

Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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How to Enroll in SoCalGas Web Services

5.9 Next, make your choices under Select Properties to share. Use the drop-down windows to choose the

number of building(s) you would like to share with SoCalGas, and then indicate which specific buildings.

» Next, under Select People (Accounts), highlight “Southern California Gas Company (SCG)”
as the Account with which you would like to share.

» Lastly, under Choose Permissions, select the setting for “Personalized Sharing & Exchange Data”.

» Click “Continue”.
m ENERGY STAR® Welcome s Account Setings | Notiications © | Contacts | Help | Sian Out
==! Portfoliol\/ »
mman | OFUONOIVIANAGET
MyPortfolio Sharing Reporting  Recognition

Share (or Edit Access to) Properties

(perhaps ) or process ications for

Select Properties

e'll get into the details of the level of access later. For now, which properties do you
ant to share and/or edit access to?

] [ & v

One Property

Select People (Accounts)

Which people (accounts) do you want to share these properties with (or modify their
current access t0)? 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:

Alex Estrada (SCG_TEST)
Finally Launching (scguat)
J; dh Selvaraj (j )

To select multiple contacts, hold down your Control (CTRL) key and ciick on each selection. Only your
connected contacts appear in this list

Choose Permissions

If you only need to choose one permission (because you are doing a single share or you
want to give the same permissions for all of your shares), select "Bulk Sharing." If you
need to assign different permissions or share with Data Exchange providers, select the
2nd option.

* O Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either
because | am doing a single share OR | want to choose the same permission for all of
S)

lized Sharing & Data ("Custom Orders”) - | need to give
different permissions for different share requests, and/or | need to give Exchange Data
permission

Cancel

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

“ Sharing with Accounts

In order to share properties with others (either
individuals or organizations), you need to be
“connected” with them. To make a connection, go to the
“Add Contact" or "Add Organization” page and search
for them within Portfolio Manager (they need to have a
Portfolio Manager account). Once you find them, send a
“Connection” request. After they accept your connection
request, they wiill show up on the list to the left

@ Exchanging Data

To get started, first connect with an organization that

data. Once you are their name
will appear on the selection list on the left. Note: you
can now share in bulk for exchanging data.

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward™
rights

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

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

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

Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 5 How to Enroll in SoCalGas Web Services

5.10 On the next screen, select the “Exchange Data” radio button as the permission level to grant SoCalGas.
When you do, a pop up box opens, as seen in the next screen shot.

m ENERGY STAR® Welcome s Account Setiings | Notifcations © | Contacts | Help | Sian Ouf

Portfolio\anager®

MyPortfolio Sharing Reporting  Recognition

Share Your PrOper‘ty(ieS) new Who gets to Share Forward?

To finish up, tell us what type of access the people you have selected should have for each of the Full Access - Automatically includes "Share Forward"

properties that you have selected. The option to data is only available for authorized accounts. rights
Read Only - Automatically does NOT include "Share
Select Permissions for Each Contact Forvardnghts N
Custom - You decide, along with the individual
o S The access levels you select do not have to be the same for each property or each permissions for property, meter, goals and recognition
‘m person. permissions.

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

Sort by: | Property Name|v|
Read Only
Name (ID) No A(;cess A Full ‘80955 Custom Access | Exchange Data

(0]

- a Al b

Southern California Gas Company (0] e E
Share Property(ies) JEEeEeE

5.11 Enter either capital “Y” or capital “N” depending on your reason for requesting the data exchange, and
whether you need monthly bills or not going forward. For Property Information select “Full Access”.
All other options can be “Read Only Access”.

Note:
This window is longer than it appears here. To see all fields you must scroll down.

Select Accass Permissions
Tha fislioweng information i mgquind by Sounem Cakiomia Gas Comoany in order 1o provide Senvece 1o your seoparylias). If you have any guistions .
about how s complete this information, plesse contact them direcsy

ol e AP I—
benchmarbed becavie of
ABE0ET W]

Anwa [v] f yu sre segusating dats for Sun propetty B comply with ARSI - 1 - 1 Charscirs ors Inormanicn

Do you flduife: Moty .
mader upilas? [YiN]

Arpwn [V] 4 row s 500 e wpdae e metes B P roeentyc 1+ 1 Chanacien

Select the perrmission kel belgw that you would bke 1o grant Soufhern Caldrnia Gas Comeany for each category

Read Only [Full =
foem Nene | pccess a Access || Bl Account Nismbur Last Bl Amouny
Prigssty niermation
Al Meter Information
Additional Options: ¢
Item Yes | No

* Share Forward
Allow Seutnern California Gas Company to share this property with others and give them any permissions that he/she has, ol &
including the right te share with more people. = i

Apply Selections & Authorize Exchange [oEli=ll

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 5

How to Enroll in SoCalGas Web Services

One the next page, click “Share Property(ies)” to share your property with SoCalGas.

m ENERGY STAR"® " Welcome s Account Settings | Notifcations | Gontacts | Helo | San Ouf
== PortfolioManager
MyPortfolio Sharing Reporting Recognition

Share Your Property(ies)

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

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward"
rights

Read Only - Automatically does NOT include "Share
feai Forward" rights
Select Permissions for Each Contact Custom - You decide, along with the individual
permissions for property, meter, goals and recognition

o £t The access levels you select do not have to be the same for each property or each
person. permissions.

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

permissions.

Sort by: |Property Name | v|
Read Onl
Name (ID) No ASGESS Access‘y Full Access Custom Access = Exchange Data
O
.T1eTY
Southern California Gas Company (@ @ Edit

9 Share Property(ies) Cancel

You should see a message in the green banner noting you have successfully shared
your property and your newly shared property in the Sharing Notifications box.

PN ENERGY STAR®

=2 PortfolioManager®

MyPortfolio Sharing Reporting  Recognition

Welcome sugmn Account Settings | Notifications @ | Contacts | Help | Sign Out

YYou have ited access to your i If you shared you will receive a notification when your contact has accepted the
share. If you edited access to current permissions, the edits have been made, no acceptance is required.

If you edited web services Custom ID fields, read this.

My Shared Properties Sharing Notifications (98) view Al

) Cancel R

< . - Sharing request sent to Southern California Gas
Share (or Edit Access to) Company Clear
a Property

Set Up Web Services/ . Cancel
Data Exchange <» o - Sharing request sent to Southern California Gas
Company Clear v
Download Sharing Report

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
Updated: 2/21/2020



SECTION 5 How to Enroll in SoCalGas Web Services

5.8B. Online Data Request Form
Prior to completing the online data request form, follow the steps in Section 5.A. to connect with

SoCalGas and share your property in Portfolio Manager.

NOTE:
The requirements below are subject to change based on updated regulations at the State level.

5.12 Gather the information you will need in order to complete the online usage data request from SoCalGas:

» ENERGY STAR Portfolio Manager Property ID — This can be located under your property’s name and
address in the top navigation bar in ENERGY STAR Portfolio Manager.

=== ENERGY STAR

PortfoliolVlanager®

MyPortfolio Sharing Reporting Recognition

IPort‘foIio Manager Property ID:

A Edit

Summary Details Energy Water Waste & Materials

» All addresses associated with the building(s) — you will receive incomplete data if you do not provide all
addresses associated with the building

» Number of utility accounts serving the buildings address, and how many of the accounts are in the
building owners name.

» Tenant Consent
If there are less than five active gas accounts not in the owner’s name (e.g. in tenants name), then you
must provide SoCalGas with signed authorization in order to receive customer information or act on a
customer’s behalf. The account holder(s) must sign the Customer Information Standardized Request
(CISR) Form: www.socalgas.com/1443740417415/CISR_Form_8206.pdf

» Through the online form, you will attest that you are authorized to request data on behalf of the owner -
Proof of Ownership and a Letter of Authorization are no longer required.

Once you have gathered this information, follow the steps below to request data from SoCalGas.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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5.13 STEP @

» Navigate to the Benchmarking Usage Request form: eebenchmarking.socalgas.com/ab802/

» Enter ENERGY STAR PM username, Property ID, and requestor information,
select “Aggregated” under report, enter number of accounts.

» If you indicated that there are less than five active gas accounts not in the owner’s name (e.g. in tenants
name), you will be prompted to download and complete the Customer Information Standardized Request

(CISR) Form before moving to the next step.

» If you are not prompted to complete the CISR form, click “Next”.
BE» 0000

Submit a Request
Step 1 of 3. Requestor information

Pleass provide the following information aboutthe reguestor and'or
e

ERERGY STARG' Portfolio Manager {FM) account in order 1o request
benchmarking usage data

ENERGY STAR Portfolic Manager Information

“k this request for = Yes = No
your ENERGY
STAR PM?

" ENERGY STAR
PM Username  Don't have an EMEACY STAR PM account?
) Vit ENERGY STAR™ to create an account, @ Rieac step-by-step instructions
on how to benchmark your
building. Read Now.

“Property 1D

Aequestor

“First Namae:
* Last Nama:

“ Emall Address:

9 * Confirm Email

Address:
* Phone Numbser:
Business Name:

‘Requester Type: Please Select H

Request Information

‘Report Type: | Aggregatad. El 6

*Mumber of gas
utility accounts at
the glven
address{es)?:

*How many gas
utility accounts

ara |m bullding
owner's name?:

- =3

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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5.14 STEP ©
> Enter Building Type from the drop down list.

» Add any additional addresses associated with the building. A list of addresses will be suggested if the
address entered cannot be found in the database, as shown in the example below. You must have a match
to move to Step 3. Note that meter number is not required to complete the request.

> Click “Next”.

M SoCalG socalgas.com Home | Energy Efficiency Benckmarking| Instructions
olLalbas
M Seimpen By v Benchmarking Usage Request

Submit a Request
Step 2 of 3. Add Building Address(es)

Please enter the building type and address{es) associated with 2 single building
" Required

Building Type

Buildings can have different types and they should reflect the use for a majority of the
building They incude Commercial, Industrial, Mixed Use and Multi-family Please note
Mixed Use is both Commercial and Residential types

é * Building Type: Muki-F mily/Mox

Building Address 1 X

Matching address:

™

“ Street Address : 2000 N Tustin St

Apartment or Unit
Number:

“City: Orange

Meter Number:
Add Meter

Add Another Address

. >3

>
@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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5.15 STEP ©
» Be sure to have your required document(s) ready for uploading.
» Review the Terms and Conditions.
» Click on the Terms acknowledgment checkbox.
» Click on the “Submit” button.
NOTE:
If you have indicated there are less than five active gas accounts not in the owner’s name

(e.g. in tenants name), this step will provide an option to upload the Customer Information
Standardized Request (CISR) Form: www.socalgas.com/1443740417415/CISR_Form_8206.pdf

Step 1 Step 2 Step 3

Submit a Request
Step 3 of 3. Provide Authorizations

Hawve your required document(s) ready for upload.
* Requirad

Terms and Conditions

AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGEDATATO  /\
ENERGY STAR ® PORTFOLIO MANAGER INTERNET APPLICATION

AND
NON-DISCLOSURE AGREEMENT

This AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGE DATA TO
ENERGY START PORTFOLIO MAMAGER INTERNET APPLICATION AND MON-
DISCLOSURE AGREEMENT (“Agreement”) is an agreement between the owner or
operator (“Owner/Operator”) of the building(s) identified by Owner/Operator (each, a ‘v

9 E clicking the checkbox, you acknowledge that you have fully reviewed and agree to Terms of
golc= and Privacy Policy.
s >

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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5.16 After clicking “Submit”, you will receive an email from SCGBenchmarking@semprautilities.com.

o Click on the link within 7 days to verify your email to complete the submission of your request.

NOTE:

Your request will be fulfilled within 28 days of a complete request submittal. A complete request
submission constitutes building ownership verification/attestation and 3rd party & party & customer
authorization, when applicable.

NOTE:

3rd party is a requestor who is not a building owner (i.e. building manager/operator, facilities personnel,
benchmarking service provider, owner’s agent, etc.). Customer is account holder or tenant within the
requested building.

m Sﬂcalﬁas A g’&:mpm Energy sy

Email Verification

Energy-Efficiency Benchmarking

REQUEST_NO:226

Dear test test,

Thank you for submitting your request for energy usage data with SoCalGas®. Please
verify your email by clicking on the link now:

You must complete this process within 7 days of receiving this email before the link
expires. If your email is not verified, your request will be cancelled and must be
resubmitted.

5.17 SoCalGas will follow up via email to clarify any issues with the request. You will receive an email from
SCGBenchmarking@semprautilities.com with a list of meter for your review.

5.18 Once any issues with your request are resolved, SoCalGas will create a virtual meter and upload data
directly to your account.

NOTE:
Once all whole-building energy and water data for the prior calendar year has been uploaded to your
account, you must proceed to Section 6 to review and submit your report to LADBS.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 6

HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

6.A. Add Your Building ID to Your Property
This section will guide you through the steps to review and submit your report to LADBS. Please be sure

to complete all steps in this section.

NOTE:
If you benchmarked your building for past reporting, you do not need to enter your Building ID again, so
please proceed to Section 6.B.

6.1. Go to portfoliomanager.energystar.gov/pm/login and login with your Portfolio Manager account.

PN ENERGY STAR® Help

Portfoliol\lanager® EERPR .

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of properties Buildings Homepage
Password

L 2 4 Learn More About
Lforgot my username. m E Portfolio Manager
These links provide more information from

Create a New Account ENERGY STAR and are not available in French.

6.2. Click the address or name of the benchmarking report you will be assigning the
LA City Building ID to.

- N ENERGY STAR: Welcome Atcount Seftings | Contacts | Help | Sign Out
== PortfoliolVianager®
g
MyPortfolio Sharing Reporting  Recognition
Properties (1) Notifications (0)
Add a Property You have no new notific ations
Source EUI Trend (kBtu/ft) Properties (1)
7= Filter by: [ View All Propertes (1) B Search |
Create Group | Manage Groups
L]
= Name = Action
= : e
[ v
0 Page | of 1 200 v View 1-10f1
2006 2008 2010 2012 2014 2015 :l -

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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6.3. Click on the “Details” tab.

PN ENERGY STAR®

‘ MyPortfolio Sharing

PortfoliolVlanager®

Reporting

Summary | Details I Energy

Welcome

Recognition
Not eligible to apply for
NERGY STAR
Map I Certification
Water Waste & Materials Goals Design

Account Seftings | Contacts | Helo | Sign Out

Current Score: 100

Baseline Score: 100

6.4. Click the “Edit” button under the Unique Identifier (IDs) section.

e ENERGY STAR'_‘
Porﬂollol\flanager®

Wilcoma J

= =

Unigue Identifiers (IDs)
Portfolio Manager|D:
E7IBEDD

Custom IDs: None
Standard IDs: None

) You can seiect fom Porthollo Managers
‘Standard IDE te: peovide Infomatin b ofers
L L]
mome Cuclom IDE 50 St you can cross
redzrence your prOperty In ofher Systems

- Acooun Setings | Comtacts | Help | Sian Out

.Pmpen,- Fy

250,000 {us=d o caleulzte EUI

| MyPortlulic sharing Heporting Hecognition
ﬁ Noteligiblemagpmbr FNFRGY STAR Seore (1-
Map b DS Soréfation 100)
Current Score: 100
= Baseline Score:
100
summary Drulalls Enangy water WaBTe & Matenas [ELET] usEgn
- : P u d Use Detail
Basic Information ropertitises Andiiss Detils
B i gl Add
G * Viewas Diagram Add Another Type of Uss e
Test property that is ane single building . . S |
Property GFA - Seff-Reported: Name Property Use Type are=hoat [ acaon
250,000 3y, FL 12 1 1
oy P Buikling U Ol 250,000 IT

Property GFA (Parking): 0

) 7o 200 mutipee wses and Dulidings b tis property, ¥ou Can wS s Spsssn

oo Iapeccan your ImRcTTARC,

Property GRA Dy Use =

Frupeily Type
Froperty Type - Self Selecied:
Officee o Eulit

Property Type - EPA Calculated:
Cfice.
[ The EEA-Cacuaien Fuesy Tyoe s

et for your metics. Loam mees sbout
ovmesty tioes

Users are responsible for properly following instructions and ensuring compliance with City regulations.
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SECTION 6 How to Submit a Benchmarking Report to LADBS

6.5. Select “Los Angeles Building ID” from the Standard IDs drop down menu.
» Type in your LA City Building ID Number found at the top of the Official Notification letter from LADBS.
» Once entered, click “Save”.
NOTE:

The LADBS Building ID can be found on your Notification Letter. If you have questions about your Building
ID you may email LADBS at ladbs.ebewe®@lacity.org.

After Clicking “Save”, your LA City Building ID will be linked with your Energy and Water Benchmarking
Report in Portfolio Manager.

Custom IDs (] custom 0
“You mn add up o th IDs a5 long as they Onlypeople whe have Tha Custam ID% ars far you 10.USa 36 you wish. In addiion
mmeupmperwdmmubeablebxeﬂnxmmID: wyor ——
Cuactern 1N intarna youuseIn your ot
¥ou1 WA 40 ArRs-retnancs in faitate oty
M. | | ID. | | e i e Ao b B Rty dala wil e s
ot thooo ouctom IDG.
Custom D 2:
Mame: | | |
Custom 1D 3:
Mame: | | o |

Standard INs a Standard ID Typos

Standard IDs arc those typically uscd [such a5 a Stoic or The lict of ctandard IT types bk maintained by ENA.

(=
local government, or LEED). if & it your prapany 5 10 b= paMof 3 4313 r=qUest you
el ?LP n)n P Perv geing pal TEQUESL you may ‘Standard IDs are for national arganizatans and stk and

Starndand ID{x).

o —
District of Columbia Duilding Unique ID -

istrict of Cohimbiz Real Propery Lniqus 1N

Bueen Ghubres CIEB Frujedt ID
Girean Rinhas N Project I

HUD Fropeity REMS ID

Wansas City Rusikfing Reparfing IN
LCLD Canada Project ID

Lo Angeles Duikding ID

Minneapoiia Property ID

Menigomery County. MD Building 1D (MBID}

HY'C Dorough, Dlock and Lot {DOL}

Y Buikding identmeaton Number (BIN)

Philadelphia Duikiing ID

Fortiand Buikiing I

REALFa0 Encrgy Benchmarking Program Building Mam
San Francisco Huikiing 1L

Ecattic Building Encrgy Benchmarking Reporting 1D

Users are responsible for properly following instructions and ensuring compliance with City regulations.
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Confirm Meters & Run the Data Quality Checker

Once you've added the aggregated electricity, water, and gas data for the prior calendar year into ESPM,
and added your LA City Building ID to your Property Profile ( ), the next step is to run the Data
Quality Checker.

The Data Quality Checker will help you identify possible typos, incorrect meter readings, missing
information, incorrect units of measure, and other common data entry problems, and will also look at
metrics like Source EUI, Number of Workers (compared to your Gross Floor Area), and Weekly Operating
Hours to see if anything appears out of the normal range relative to your property type.

NOTE:
Before you run the Data Quality Checker, be sure to select the meters that reflect your actual whole
building consumption data by clicking “Change Meter Selections” under Energy tab.

Summary Datails [ Watar Waste & Martarials Goals Design

Meter Summary Energy Use by Calendar Month
5 Eneegy Matars Tatal

4 - Used to Compute Metrics
1 - Mot Used i Matrics

Acicl A Mo

Current Enorgy Lato o o \l\
Mot Avallable
- — e e

Entar Your Bllla

-# Natural Gas -+ Clectric - Grid

Four Ways ta Entar
' Bill Data

1. Manualiy | Export Uata by Calendar Month

2. Uge our timplo sarsadshost [one
ompute Metrics (4) m

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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How to Submit a Benchmarking Report to LADBS

The Test Building below has two electricity meters, one for the common area and one for the
aggregated data. Since the consumption of the common area meter is included in the aggregated data
in this example, you must deselect the common area electricity meter to avoid double counting and
hurting your EUL.

Ensure that the common area electricity meter radio button has been deselected.

Then click “Apply Selections”.

NOTE:

Though not shown in this example, aggregated water consumption data must also be included, and the
aggregated water data meter should be included in the metrics. This example will be updated in a future
version of this Guide.

NOTE:
If you benchmarked 2016 aggregated data, deselect the 2016 electric and water meters, and only select
2017 meters.

Summary Energy Meters

Seluct all melers o be included in your Ensigy mebics. (Hinl All meters should be included unless Uiey ars

: ! sub-metare.)

Name S
Matars rapresanting tha Meter 1D yp
total cnorgy consumption
tor Lozt building (a single w | Elecirc Agaragats - Whols Bullding Meciric - Grid
building)
é Elcetric Submeter  Gommon Arcas St i
1| About Sub-meters ral Cas Agaregate - W ildlis
"7 & | Mstursl Gas Aggragat hole Bulding | vl Gas
If you have sub-meters to measure

encray or water consumpton 101 a F ssenis
sspearific: puurposes, and you slso lave i
a macter meter (which measures 9 " @ lhese meter(s) account tor the total energy consumption for st Building (& single building).

Wlal consumplion), counting bolh of ).
those meters would double count

your consumption and skew your

metricz (2.0.. artificially increase

your Slte Energy Uss Intensity)
1 fore ahout confi

o d | Apply Selections | [N

Users are responsible for properly following instructions and ensuring compliance with City regulations.
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SECTION 6 How to Submit a Benchmarking Report to LADBS

6.6. Run the “Data Quality Checker” after selecting the meters that reflect the whole-building data.
> Click the “Summary” tab for your property.

> Then click “Check for Possible Data Errors” at the bottom right.

MyPortfolio Sharing Reporting  Recognition

. R RIS S Weather-Normalized
s ENERGY STAR Source EUI mlmﬂg
Map It Cartification score?

CurrentEUL:  N/A

# gd Baseline EUL:  N/A
Summary Details Erergy Water Waste & Materials Goals Design
Property Profile (Changes coming Fall 2017} Metrics Summary
This section will be deleted in the Fall of 2017, except Metric Kot Available (Energy Mot Available Change
for the property photos which will remain. Mora Baseline} (Energy Current}
information.
EMERGY STAR score (1-100) Not Available Not Available MiA
Lirgate Frofie
Source EUI (kBtw'hiH ot Avallable Mot Available NiA
Site EUI (kBtu'f?) Hot Available Mot Availaible Nid
Source EUI Trend (kBtu/ft?) Energy Cost (8} Mot Availablie ot Available N/A
Taotal GHG Emissions (Metric L " "
Tans COZe) ot Avallable Not Available NiA
Water Use (Al Weter _— -
Sources) (kag) ot Avallable Mot Available NiA
Total Waste [Disposed and s .
Divertsd) (Tons) Mot Avallable Mot Availsble N
2008 2008 2010 202 2014 2016 Check for Possible Data Errors

Run a check for any 12-month time period to see if there are any possible ermors
found with your data.

‘gg:le}GHG Emissions Trend (Metric Tons 9 Check for Possible Errors

6.7. Enter Year Ending December 31 of the prior calendar year as the Timeframe, and
click “Run Checker” to see possible data issues. Portfolio Manager will check data for a full year
(12 months) of meter consumption and Property Use Details.

MyPortfolio Sharing Reporting  Recognition

Data Quality Checker

The Data Quality Checker will help you find polential errors and unusual data within a given year. Select your year of interest, review your alerts, and follow the
links to view or cormect your data as needed.

Select Timeframe & Run Checker n Soout Timeframen
We check data for a full year {12 months) of meter consumption and Property Use Details (called a The Data Quality Checker needs one ful calendar year
Metric Year). Select a Year Ending Date and click "run checker” to see possible data issues. of Proparty Lise Detalls and meter informetion for most
= E . chacks. Otherw 38, we will show you basiz alerts to et
Year Ending: MMDD 3] [(YYYYE) you now what's missing
Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 6 How to Submit a Benchmarking Report to LADBS

6.8. Review your alerts and follow the links to view or correct your data as needed. If you receive the error
message below, stating that “Property has no waste or material meters”, please disregard as waste and
materials meters are not required for your benchmark report.

MyPortfolio Sharing Reporting  Recognition

Data Quality Checker

The Data Quality Shecker will help you find potential errors and unusual data within a given year. Select your year of interest, review your alerts, and follow the
links to view or comect your data as needed.

Select Tirmeframe & Run Checker n fbout Timeimmes

We check data for a full year (12 months) of meter consumption and Property Use Details (called a The Cata Quality Checker needs ona full calendar year

Metric Year). Eelect a Year Ending Date and click "run checker” to see possible data issues. of Property Use Detalls and meter information for most
S chacks. Otherw'se, we will show you basic alers to &1

earEncing: e vou koo v s

n About Alerts

v “ Property has no waste or material meters.
o Ind cates data is incomplete or masng. Mos:

If you need help troubleshooting, or if you would like to have your data reviewed confidentially,
submit an inquiry to www.betterbuildingsla.com/contact

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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How to Submit a Benchmarking Report to LADBS

Submit Your Benchmarking Report to LADBS

To report data for calendar year 2019, go www.ladbs.org/benchmarking2019 and login
to your Portfolio Manager account.

If you are submitting a late report for a past reporting year, select the correct link below:

To report data for calendar year 2018, go to www.ladbs.org/benchmarking2018

To report data for calendar year 2017, go to www.ladbs.org/benchmarking2017

To report data for calendar year 2016, go to www.ladbs.org/benchmarking2016

NOTE:
Please note that you must login from the correct, specific link to submit your report

m ENERGY STAR® Help
"
o] P rt[ I M ® Language: Englis | Erancais
ortololviandager
Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolic of properties. Buildings Homepage

Password

Learn More About
m Portfolio Manager
I} These links provide mere information from

Create a New Account " ENERGY STAR and are not available in French.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 6 How to Submit a Benchmarking Report to LADBS

6.10.Generate a Response Preview.

There are 2 options to follow depending on the number of properties you have:

oPTION @
Applies when one (1) single property is being reported.
> Select “One Property” in the Your Response section.
> Then select the registered building or report name you are going to send.

» Once complete, click “Generate Response Preview”.

ENERGY STAR® Welcome * Acoount Semtings | Comacts | Help | Sin Cut
PortfolioManager®

MyPortfolio Sharing Reporting Recognition

Camplata thic farm ta mepand tn tha "IN1A City of | oz Angalaz NDapartmant nf Ruilding and Safaty” far Dapartmant Of Ruiding And Safaty City nf | o
Angeles. This response has also been added to your "Templates & Reports” list on the Reporting tab

Respond to Data Request: 2016 City of Los Angeles Department of Building and Safety
from Department Of Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)

Responding to Data
About this Data Request Requesls

. 4 Vrui e viewing this soresn harsise
Data Requested By: Dspartmant Of Buikling And Safety City of Los Angsles 3 P PR T e
For help, contact: Department Of Buliding And Safety City of Los Angeles at ladbs.ebeweydlaciy.org or te them in the form of o data request. To
213-402-0478 respond, simply fill out the information on
this scresn and select what properties
you wish Lo e (e decisione ey
e Lt 1 Ly U s sl )

Also see the How to Hespond to Usta
Hequests guds.

Submitting Data for

About Your Response Somaone Else
s A . Sometimes people delegsts their
?
Who is Lhis dala being submilted un behalfl of? o shilities for resy in to data
requests to other people. If you are
@ mysel responding on behalf of someane eise.
0 eomanna aka plaaca <alarnt thair nama fram yrur

Contacts Book £o that they will ba
sttributed ta the response.

Previewing Reports
Your Response u

Making zcleotionz here will include
Select Information to Include: =peoific propertics. and timeframes in your
response. You may preview your
*[Singie vear v][Desa1__*|[2a76 7] respn e befure you zed il Huweve,
Punlluliv WM sger will reed Lo prepure L
preview In arder for you to view It. Large
rRSpONEes May 18Ke Mare tme 10
| prepare. Your respanse preview wil b

Timeframe:

n Hihe data requestor has speaified a imeframe for the request, you will notbe able to shange it

Fruperties Select Propery - avsilable from the "Templates & Reports’
e - 6 ‘'section on the Reporting tab when it is
information. Make sure you have ener Y g wme nding ready.
your response.
9 I Generate Response Preview Ican:e\
@ Users are responsible for properly following instructions and ensuring compliance with City regulations.

The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 6 How to Submit a Benchmarking Report to LADBS

OPTION ©
Applies when multiple properties are being reported to LADBS at the same time.
> Select “Multiple Properties” in the drop down menu.

> Then click “Select Properties”.

Requests quide.

) Submitting Data for
o About Your Response Someone Else

Sometimes people delegate their
respansibilities for respanding to data
requests to other people. If you are

@ myseif responding on behalf of someonz else,
) someone else please select their name from your
‘Comacts Book so that they will be
attributed to the response.

Who is this data being submitted on behalf of 7

u Previewing Reports

Mzking selections here will includs

Your Response

Select Information to Include: specific properties and timeframes in
your response. You may preview your
Timeframe: * Single Year ] | Dec3t =+ | response before you send it. However,
Portfolic Manager will nesd to prepare
i data raquastar nas specitad 3 Smatamea for M2 raquest you will notba able b changa it the preview in order for you to visw it
N z Large responses may take more time to
prepare. Your response preview will be

Properties: [ [\ijiigia Propariies 5 Selected Froperties: 0 available from the “Templates &
Repors” ssction on the Reporting tab

"The data requasiar may have asked B one or mare saNGard (D510 be INcudad Wi Me property wihen it is ready.

Information. Make surs you have enterad fe requesied sendard IDs for 2ach property betore

Sending your rEsponse.

Generate Response Preview =)

> Next, select the check box for all the properties you want to report.

> Then click the “Apply Selection” button.

Select Properties
Sewch | |
1 | Name «  Property Types State/Provinces Filter Properties (2)
Filter by Property Type
-] — Cffice CA |0 office 2) |
7] a — Office CA Filter by Construction Status

| O Test (2 |

'P Page 10f 1 @ Filter by State/Province

Selected Properties:0 (View Selection)

| 0 caimornia (2) |

Filter by Shared from

| () Mone - My Properties (FDA) (2} |

é Apply Selection || #=l4]

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 6 How to Submit a Benchmarking Report to LADBS

> Click the “Generate Response Review” button.

ENERGY STAR® Wklcome o Azount Settings | Contscts | Help | Sian Out

PortfoliolVlanager®

MyPortfolio Sharing Reporting Recognition

Complete this form to respond to the "2016 City of Los Angeles Depsriment of Buiking and Ssfety” for Department OF Buikding And Safety City of Los Angsles.
This response has also baan added to your Templates & Raports” fist on tha Reporting tab.

Respond to Data Request: 2016 City of Los Angeles Department of Building and Safety
fram Department Cf Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)

Responding to Data
About this Data Request Requests.

You are viewing this screen because
someans has asked you to provide
data to them in the form of & data
request. To respond, simply fill out the
information on this sereen and select
what properties you wish 1o inelude
(some decisions may have been mads
by the data requesior)

Data Requested By:  Dapartmant Of Building And Safety City of Los Angeles

For help, contact:  Department Of Building And Safety City of Los Angeles s ladbs. lesity.org or 213-
4820478

Also see the How to Respond to Data
Reguests guide.

Submitting Data for
About Your Response Someone Else

Sometimes people delegate their
responsibilties for responding to data
requests 1o other peopie. If you are
® myself responding on behalf of someone else,
O sameons slse please select their name from your
Contacts Book 5o that they will be
attributed to the response.

Who is this data being submitted on behalf of?

Your RESDCIHSE u Previewing Reports
Mzking selections here will include
Select Information to Include: specific properties and timeframes in
your response. You may preview your
response befors you send it However,
Portfolio Manager will need 1o prepare
n e data requesior has specified a tmeframe for fe requesl you will naibe able o change i the preview in order for you to view it.

Timeframe: [ c o vear v ][ Dec 21

Largs responsss may take mers time to
prepare. Your response preview vill be

perties: 'y itipke Properties v Ll Sekcted Propedies 0 uailzbie from the Terplates &
Reports” section on the Reporting tab
The data requestor may have askad fr one or mare standard 105 e Inciuded Wi M2 property wihen it i raady.

Infarmation. Make sure you have enterad Ma raquesied siandard IDs for 2ach proparyy befre

sending your respanse.
é Generate Response Pre W =R
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SECTION 6 How to Submit a Benchmarking Report to LADBS

6.11. In the Reporting tab, under Templates & Reports, in the Action column on the right,
select “Send Response” from the drop down list.

NOTE:
If you wish to preview your Benchmarking report before sending response,
then select “Preview Response”.

ENERGY STAR® Vikleoms izcoune Ssttings | Contasts | Help | Sian Out

g o ®
== Portfoliollanager
MyPortfolio Sharing Rccognition

Charts & Graphs ENERGY STAR
Performance Documents

"L Statament of Fnemy ISFP)

e, Statzment of Eneray Desian Intert
d&l (SEDI)

"I Dete Verification Checkiist

T Progress & Gosls Report

il ENERGY STAR Score camg

Weather Normalized Source EUI

How much total primary fucl would be required by my propertica, under average woather
sonditions?

Templates & Reports (10)
Eé) Your new preview(s) has been
& Name s Stams + Acfinn

- zmacnyufmsmwesnepanmmaumgwsm[mt Responsa Praview :
from Depsrtmant Of Building And Safety City of Los Angeles) @ U1T/2017 6:01 PM L

wanl L.

[
L

Cdit Mroperties and Timeframe

l_ Parfarmance Highlights. Mo Report Generated Sl
pr— Download Mreview in Cxcel
| Enargy Performanca Mo Report Ganarated RS Wy £2
IF Emissions Ferformance Mo Report Generated
™ | Vister Performance Mo Report Ganersted | | wart to... .
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SECTION 6 How to Submit a Benchmarking Report to LADBS

6.12. Confirm your response to LADBS’s data request by clicking the “I hereby certify...” checkbox.
» Complete the e-sign section by entering your username and password.

> Then click the “E-Sign Response” button.

> Lastly, click “Send Data” button to send your Benchmarking Report data to LADBS.

E ENERGY STﬁH‘: Wsleome Acecunt Sattings | Contsets | Halo | Sian Out
é ®

Portfolio\lanager

MyPartfalia Sharing Reparting  Recognition

Confirm Response to Data Request from Department Of Building And Safety City of Los
Angeles (Los Angeles Department of Building And Safety)

Hy choking Send Usts, you will relesse dats to Uispartment Ut Building And Setety Uty of Los Angeles |Los Angeles Uspartment of Suiiding And Setety). You wil
recelve a confirmation emall with a receipt and a copy of the data attached.

o Who (besides you) should we send a confirmation email to? About Heleasing Your
Select contacts from your contscts book: Data

Onee you have chosen to releass your
i Gl ol - datla, Uit in 1 wiay (o stiae il

Plaass preview your report to identify
any data issues before sending 1o
avoid incomplete or incorrect data being
released.

- About Signing Your
Response

i dov Control (CTRL 3 L n. o) A Sy
To selectmuitiple contacts, hokd dewn your Comiral {CTRL) kay and cck on 2ach selacton P
Ouptional- Additional Email Addresses: {usemame and password) 1o
electronically Sign Your response:

‘Deparate muMiple emalis by 8 comma or semicalon.
o Whiadl formal would you like your dala in for the email allachimenl?
& Excel

0 XML

° E-Sign your Data Responsc

| NEreDy CEMMy that | &M MEleasing 4sts SDOLT MMy Propermies, o ON DENSM Of SOMeone Sise, 10 ﬁ

D linvenl OF Buikding Arnd Sufely Sily of Lus Angeles will Los Argsies Depmbnenl of Buiking Ard
S ooty

Your usermame: 2

d I [ k=
= J | send Data | B
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How to Submit a Benchmarking Report to LADBS

Once completed and submitted, you will receive a confirmation email from ENERGY STAR (see below):

From: donotreply@energystar.gov [mailto:denotreply@energystar.gov]
Sent:

To:

Subject: Receipt for Data Reguest Submittal

Dear:
This is to confirm the receipt of the following Data Request:
Response sent:
Response includes:
Response sent to:
Department Of Building And Safety City of Los Angeles
Los Angeles Department of Building And Safety
201 Morth Figueroa Street
5Sth floor
Los Angeles, CA 90012

Response sent by:

Response sent on behalf of:

Sincerely,
ENERGY STAR Commercial and Industrial Program

LADBS downloads benchmarking report data nightly.

To verify that your benchmarking report was received by LADBS:

Sign on to your LADBS Account at www.ladbsservices2.lacity.org/OnlineServices/Login/Login to check
the status of your report. If LADBS received the report, it will show “Benchmarked” and the date received.

Visit LADBS’s EBEWE site at www.ladbs.org/services/green-building-sustainability/existing-buildings-
energy-water-efficiency-program and click on “Building Compliance Status (Check Your Building”. On the
next page click “Benchmark All Years” and on the next page use the CTRL+F function on your keyboard to
search for you building’s Building ID. Compliance status will be listed in the right most column.

If your building status is “Not Complied”, verify that you have registered your building and paid the annual
compliance disclosure fee ( ) and navigated the correct steps in this guide to complete and
submit your Benchmarking Report.

Report submission questions:

Please contact LADBS at ladbs.ebewe@lacity.org if you have questions about your report submission,
and make sure to include the building address and ID in your email.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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SECTION 7

QUESTIONS? CONTACT US!

Please review the information below to determine the best contact for your inquiry. Please be sure to include
the address of the building and the Building ID associated with your inquiry in your correspondence.

Contact the LA Department of Building and Safety

' LA . DBS with questions related to your Building ID, notification
v L letters, deadlines, registration (including changing
< contact information), payment of fees/fines, and

DEPARTMENT OF BUILDING AND SAFETY ) ’
non-compliance notices.

Email: ladbs.ebewe@lacity.org

Contact the LA Energy and Water Efficiency

LAENERGY & WATER'| 1= Resource Center for questions on benchmarking.
EFFICIENCY -
‘ Better Buildings

CHALLENGE www.betterbuildingsla.com/contact

U.S. DEPARTMENT OF ENERGY

RESOURCE
CENTER

Contact LADWP with questions regarding status of

LA LOS Angeles electricity and water data requests, or issues with
Department of electricity or water data provided by selecting the form for
DWP Water & Power “Building Benchmarking” from the drop down menu.

www.ladwp.com/ladwp/faces/footer/globalcontactus

Contact SoCalGas with questions regarding status of

gas data requests, or issues with gas data provided.
S 0 c a I G as www.socalgas.com/for-your-business/energy-savings/
)

benchmarking

E-mail: SCGBenchmarking@semprautilities.com

A g Sempra Energy utility”
Phone: 800-508-2348

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
The LA Energy and Water Efficiency Resource Center/LABBC does not assume any liability in connection with the use of guidance materials.
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