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Using Portfolio Manager in Manitoba -

Overview

This guide was designed to help Manitoba building owners use a free online program called Energy Star Portfolio
Manager® to report and monitor buildng related energy use/cost, water use/cost and greenhouse gas emissions.

Portfolio Manager® collects data about building and utility (energy and water) use. It provides information to
building owners, operators and financial officers so they can track building performance online and use reports to
assess the impacts of operation, mainteance, retrofits, installation of new technology and occupant education on
utility use and cost. Portfolio Manager users have access to:

e Anonline inventory of their organization’s buildings by address, building type and gross floor area.

e The types of energy (electricity, natural gas, propane, diesel etc) used in their organization’s buildings,
how much of each energy type is used and what it costs.

e  Water use in their organization’s buildings and how much it costs.

e Information that can be used to assess their organization’s building performance year-to-year.

e Their organization’s building related greenhouse gas emissions.

e Weather normalized metrics, degree days and other metrics that help building operators monitor and
compare the performance of their organization’s buildngs to each other and optionally compare their
organization’s buildings to other organization’s buildings and the National Median based on the
Commercial Bulding Energy Consumption Survey (CBECS).

To participate in Portfolio Manager organizations will enter their building information into the free program. Once
the account is set up, utility bill information has to be entered on a regular basis. In Manitoba organizations can
participate in Manitoba Hydro’s utility bill auto upload program. If you participate in the program Manitoba Hydro
will automatically upload building electricity and natural gas records (aproximately 10 years of historical data and
all current and future data) into the organization’s Portfolio Manager account. Participating in the auto upload
does not interfer with regular invoicing processes. The Manitoba Hydro bill will continue to be sent to your
organization for payment. Information on how to participate in the Manitoba Hydro upload is outlined in this
guide. Other utility information (water, propane, diesel etc) has to be entered from the utility bills. Refer to
section 2 for instructions on how to enter data from a utility bill.

ENERGY STAR® Portfolio Manager® is a free online service created by the U.S. Environmental Protection Agency
(EPA) to track energy consumption of facilities and compare them to similar buildings (a process called
benchmarking). In 2012, Natural Resources (NRCan) adopted the service as a standard for benchmarking building
energy consumption in Canada. MB Hydro Web Services makes it easier to use this tool by uploading electricity
and Natural Gas meter data automatically to Portfolio Manager subscribers.
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DISCLAIMER

e ENERGY STAR® Portfolio Manager® is suited for monitoring, reporting and benchmarking the annual
energy/water consumption, cost and Green House Gas (GHG) emissions of buildings and should not
be considered a sophisticated energy management tool.

e Energy use data is pro-rated for each calendar month for each building. This means, the total use on
the bill is automatically divided by the total number of days in a billing period. The average daily
quantity is then multiplied by the number of days in the calendar month to determine monthly
energy consumption/use. For this reason the amount of energy used on the utility bill might not
agree with the reported monthly energy use from Portfolio Manager.

e Although MB Hydro Web Services facilitates the automatic upload of electricity and natural gas bills,
this data must be checked regularly for common issues such as duplicate uploads.

e Portfolio Manager does not separate electricity demand (KVA) charges.

e If you are participating in the Manitoba Hydro auto-uploads

o the cost of electricity and natural gas reported to Portfolio Manager excludes taxes.
o a meter number change will not affect the auto-upload function unless the meter’s physcial
location is changed (Service Point Change).

e Every reference to Portfolio Manager in this Guide is a reference to ENERGY STAR® Portfolio
Manager®

This guide explains how to enter information into ENERGY STAR® Portfolio Manager® use reports and other online
features to inform building owners about utility use and the effects of retrofits, improvements and education on
the costs associated with building performance.

A comprehensive glossary of all the terms used throughout Portfolio Manager® can be found at this link
https://portfoliomanager.energystar.gov/pm/glossary

If you have a question, comment or find a discrepancy, email greenbuilding@gov.mb.ca
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SECTION 1: INTRODUCTION

1.1  Getting Started

This document shows you how to set up your Portfolio Manager account, fix data, and create reports to monitor
building related energy, water, and GHG emissions

Your organization should appoint a Portfolio Manager/administrator to manage the account. Their responsibilities

will include:

Ensuring all an organization’s buildings are in Portfolio Manager

Ensuring buildings are connected with MB Hydro Web Services for auto-upload
Deciding who to share Portfolio Manager building information with

Regularly checking auto-uploads of the Manitoba Hydro bills and address errors
Entering water, propane, diesel (or other energy) bills into Portfolio Manager
Preparing and distributing building energy, water, and GHG emissions reports

Ny s wN e

Obtaining feedback from report users.

Before you open Portfolio Manager select a username and password for your organization’s account and record it
here.

Your username is

Your Password is

Administrator is

Tip — Use the name of your organization as a username

If you are comfortable using website applications use
Quick Start to navigate Portfolio Manager.
Quick Start is found in Section 7 in this Guide.
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1.2  Navigating Portfolio Manager

1. Go to http://www.nrcan.gc.ca/energy/efficiency/buildings/energy-benchmarking/3693

Natural Resources Canada Canada

T )

Energy v | Mining/Materials v Forests v | Earth Sciences v | Hazards v | Explosives v | The North v | Climate Change v

Home = Energy = Energy Efficiency = Buildings = Energy efficiency in buildings = Energy benchmarking = ENERGY STAR Portiolio Manager in Canada
=+ ENERGY STAR Portfolio Manager Access Page

Energy ENERGY STAR Portfolio Manager Access Page
Accessg

Join the building energy benchmarking movement!
Energy Sources and

Distribution Start using ENERGY STAR Portfolio Manager foday and catch up with thousands of Canadian
buildings that are already reaping the benefits of using this energy benchmarking tool. With ENERGY STAR Portfolio
Energy Efficiency Manager you can monitor, rate and optimize your building's energy use - all in a secure online environment.

L]
CIICk! on “Access Energy Star Portfolio Manager”
3. If you have a username and password enter it to sign in. After you sign in you will be at the Portfolio Manager
homepage (see step 7 in this section). If you don’t have a username and password you have to create a new
account.

PN ENERGY STAR®
22 Portfoliollanager®

Welcome to Portfolio Manager

Helping you track and improve energy efficiency across your entire portfolio of properties.

*
Usemname: | |

&
Password: I

| forgot my password.
| forgot my usemame.

Create a New Acc. unt

L]
4, CI|Ck! on “Create a New Account” and provide the requested information on the form.
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5. Thisis the Create an Account form in Portfolio Manager.

~ ENEIIGYSTAR: o
== Portfolio/Vlanager® e
Create an Account Already have an account? Sign In Here

Accessing Your Account n Getting Started

[ e I: Please complete and subt this form to register for an
account with Portfolio Manager After submission, you will

" receive an emai confirmation. If your email providr

Password: actively fiters spam, please add
"noreply@snergystar.gov' to your address book to

Create a password (a1 s al least § cnaracters long and ncludes at least three erpure devery,

of the following. lowercase leffers, uppercase leflers. numbers an/er special
characiers (such as- #. % efc )

Confirm Password: i

About Yourself n Accounts for Organizations

First Name: " y 9
your organization's account, then you may want to

consider entering your erganization name i the frst and

Last Name " Iast name fields in order to make it easier for other
Portiolo anager users to find your organization

- Example First Name: Company ABC, Last Name Web

[ Services Division

Job Title

Email i

Confirm Email:
Note: Ve Never Share your emall agdress wih Tird paries.

Phone: i ‘

Country “ [ Select Country

Language' Engish v |

Reporting Units: ) Conventional EPA Units (6.9 , kBuu/ft)

® Matric Units (e.9., GJ/m?)

Street Address ‘ \

GityMunicipality: I

SitoProuncs Sde ]

Postal Code: iy ‘

About Your Organization n Primary Business or Service

Organization Name: ‘ i 1f you have more than one "primary business " just pick
the best option. Fortolio Manager wil determine your

. category for a score based on the information, ke square

Primary Business or Service [ Select Primary Business or Service v footage, that you enter for each of your propery uses

of Your Organization

Is your organization an O Yes

ENERGY STAR Patner? ® No

&
Searchability in Portfolio Manager a‘;::;::i"g with Others in Portfolio
Can other people ® Yes You can connect with ofher people in Portiolio Manager to
search for you and send © No easily share information. Your account must be
you a connection searchable in order for others to send you a connection
request? request.

Follow Us [ i & @ Conlact Us | Prvacy Policy | Browser Requirements | ENERGY STAR Buldings & Planis Websita

6. Fill out the information. Required fields are marked with an *.
Tip: Make your username recognizable, it is best to use an abbreviation or your organization’s full name.

Tip: In the Reporting Units box, select Metric Reporting Units (GJ/m?).

o
7.  When you have finished Cth! on “Create my account” at the bottom of the page.

8. The Portfolio Manager homepage will look like this if no properties have been entered.
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MyPortfolio Sharing Reporting  Recognition

Mohamed:
Your account has been created. Here is how to get started:

+ Set up your first building. If you have any questions or run into trouble, please check out our support pages or contact our help desk for assistance.
= Learn about using Portfolic Manager and about ENERGY STAR recognition

Properties (0) Notifications (0)

Add a Property You have no new notifications.

Manage Portfolio You currently do not have any properties within your Portfolio Manager account. You can set up
wyour first property or add up to five sample properties with pre-populated data to your portfolio. If this
: . . is your first ime using Portfolio Manager, you may want to add sample properties to your portfolio in
% Doanload R — ol 10 Vi order to test out available features and see the look of a complete property.
all the information about your properties

and your meter entries in one Excel

spreadsheet
& Upload and/or update multiple l. ’Al

properties at once using an Excel

spreadsheet if you are a pro. This can ;

be done to creale new properties, add Set up your first property Add up to five sample properties
use details, create meters and add

meter consumption data

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

‘k Add sample properties to your account
il ith pre-

9. The Portfolio Manager homepage looks like this if properties have been entered.

m ENERGY STAR:' 5 Welcome ASDTraining: Account Settings | Contacts | Help | Sian Out
== PortfoliolVianager

MyPortfelio Sharing Reporting  Recognition

Notice the four tabs at the top of
Propertis (16) Notifeaions (10) vien 1 the Portfolio Manager homepage:

ey 1 You are connected to Green Building 4 Clear

e  MyPaortfalio
Source EUI Trend (GJim?) Properties (16) ° Shar‘ing
2 M Filter by: mﬁ S — s | e  Reporting
s o s G I,
o - eton e Recognition
o Sl 5 | _© The page tabs allow you to manage
Test Buiding 10 [fwanito.  [¥] | . L
o i e w2 | == = the information in your account.
Test Buiiding 11 [1want 1o, [~]
= The other boxes on your
. . Test Building 12 Iwant to. [~] .
;:::ggg;wssmns Trend (Metric $ ‘;;ig hﬂmElJEIQE contain IJFDIJEFTV
1 related information.
Test Building 3 Twant to ~
o Teisudng s E— The content of the boxes marked |-
TestBuidna fvaris[v] 3 are described below.
3 || restoums e TE
2006 2008 2010 2012 2014 2071
TestBuilding 7 [T want o [~]

Box 1: Indicates how many properties are entered in your account. You can find out more information about the
property by clicking on the property listed in Box 5.

Box 2: Source Energy Use Intensity (EUI) Trend (GJ/m* for all properties)
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NOTE: Source EUI includes transmission losses (Not to be confused with Site EUI which is the energy consumption
from your Hydro bills divided by the gross floor area).

Box 3: Total GHG Emissions Trend (the GHG emissions for all properties combined)
Box 4: Notifications (messages that you receive from MB Hydro or other Portfolio Manager users)

Box 5: The list of all the buildings entered into your portfolio. You may click on any building to get its detailed
information, energy, water consumption and GHG emissions. You may also filter your buildings by group names,
and create new groups based on any criteria (e.g. type, owners, location...etc.).
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SECTION 2: CREATING AN ACCOUNT

2.1 AddaProperty

This section provides guidance on how to add your properties and related information in order to track energy and
water use/consumption, costs, and GHG emissions using the Portfolio Manager program.

You need:
1. Building name
2. Full address
3. Gross Floor area in m2
4. Construction date (If you can’t find the construction date enter 1800, it will make it obvious that the

information was not available — if you find the construction date you can enter it later.)

You can add one property at a time, or multiple properties at once using a spreadsheet. The following section
explains how to add one property. For multiple properties, skip to section 2.1.2.

2.1.1 Adding one property at a time

On the “My Portfolio” homepage

L]
1. CI|Ck! “Add a Property”

MyPortfolio Sharing Planning

Properties (787

Add a Property

2. Select your property type, the number of buildings and your property’s construction status.
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N ENERGY STAR' e ASD | Coniacts | Help | Sign

= PortfolioManager®

Set up a Property: Let's Get Started!

Properties ccme in al shapes and 3zes, from aleased space in a large office auilding, to 3 K-12 schaol with a peol, o @ largs medical complex with lofs of

buildngs Sirce thers ars so many choices, Portfolio Manager can walk you through getting your proparty up and running. Whan youlra dons, you'lbs reacy to
start moritorng your enargy usage and pursua recogniton

= ‘Your Proper e >
ACME Perty TYpE Q-
ST e gt it the dotas e Fornow, cveral, what main pupose does your lgoety sanve?
Toset i a sty youtesd
Financil Ofics 7 ot o 23 g e s snd
Leam more about Progerty Tves. g

Your Property’s Buildings

© One: Ny property s asgi tuiang i e maory of your b
More tan O,y properly ncludes rlpls buikings {Cannpus Gusdence) 10 have stertenantswitdifered
usinss 265 it selct tra min
actuty.
[ Test Propertiss
m Your Property's Construction Status L/ P
You may vant o ener apropery o
15 your propetyaready bult orare you smering ths popety 2 a constucton pojectthat has ot
Froperty A 4 al B ok Portfolio Manager that isn't actualy a

yot boon comploted?

® Existing: My property is bult, occupiec and/or being used | wil be using Porfolio Menager to
rack enargy/waler consumption and, perhaps, pursue recogniion

Design Project My prepery s in the conceptual cesign phas (pre-consiruction), | willbe cluig this propery inyou portokc
using Portiolo Manager 1o evaluate thé energy eficiency f the design project level metrics, charts andtable ornot,
Test Propenty: This s Tt ¢ fezl property. |am entsring 1o test featu'es, of for other .

purposes such as traiing

1t | ENERGY STAR Buldings & Plants Wnsile

‘ Follow Us 13 B 3 Contcts

Note: A building can have more than one meter for each energy or water source. If several buildings share one
meter for water, electricity, natural gas or other fuels enter the buildings as a campus. If you have a campus
situation refer to “campus guidance”.

[ ]
3. Enter basic property information, then CIle! on “Continue”

a. Make sure you add the correct postal code - Portfolio Manager uses weather data from the
closest weather station based on the postal code you entered
If you do not know the year built, enter 1800

c. Ifyou do not know the Gross Floor Area (GFA), enter 1 m’ for the interim. The resulting Energy
Use Intensity calculation will indicate the actual GFA has not been entered. When you obtain the
GFA add it to the building information.

d. Information can be updated later by editing the properties of a building.

ENERGY STAR

PortfoliolVlanager®

Weloome NS Trining: Aot Setngs | Lokt it | SemChn

Ludl
=]

Set Up a Property: Basic Property Information

o - ) Note:

About Your Proerty
N

courwy Gansa:

' CIle! on the
information highlighted

StaProvince Sat

in blue for further
s explanation

* means that this

information must be
P — ‘ - added to proceed.

My property has  rading foor

Follow Us [ 3 )

L ]
4. Enter property use details, then CIle! on “Add Property”
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a. Energy Star Scores are available for the following building types in Canada. (Office, K12 School,
Medical office, financial office, Residential care facility, senior care community, Supermarket /
Grocery store). If you require an Energy Star Score enter the actual values. If you don’t require an
Energy Star Score use default values for operating hours, number of workers or other details and
if you choose you can update the default values later.

PN ENERGY STAR

PortfoliolVianager®

Welcome ASDTraining: Account Sellings | Contacts | Help | Sign O

Set up a Property: How is it used?

Based on what you've told us so far, Portfolio Manager has set up your property. Fill I the tables below ta provide more detailed information on how your property
is use

Basic Information

Name: zd

Country: cA
Property Type: Financial Office Address: asr M vap it
5gT, MB 505
Year Built: 1990
Property consists of: 1 building
Add Another Type of Use v

W Building Use £ Nare

Financial Office refers to buildings used for financial services such as bank headquarters and securities and brokerage firms

Gross Floor Area should include all space within the buikding(s) including offices, irading floors, conference rooms and auditoriums, vaults, Kitchens used by
Staff, lobbies, atrius, fitness areas for staff, storage areas, staiways, and elevator shafts

Property Use Detail Value Current As Of ::'I'l'.‘;”“'y
# Gross Floor Area 1 S ft v o |
# Weskly Operating Hours Use a default g |l
# Number of Workers on Main Shift Use a default iseo |l
#r Number of Computers Use a defaull oo | 88
Percent That Can Be Heated Use a default [ |
# Percent That Can Be Cooled Use a default vingen |88

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

Follow Us (3 i3 ity @ Contact Us | Prvacy Polcy | Browser Requremen's | ENERGY STAR Buidings & Planis Websie ‘ \
|

NOTE: If you want a definition for any term — place your mouse over the word.

When you have successfully added your property, it will be added to your homepage.

Repeat the above steps to add each property, unless you want to add multiple properties at one time. If
you want to add more than one property to your account at one time, use a spreadsheet. For information
on how to use a spreadsheet to upload information about multiple buildings go to section 2.1.2
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2.1.2 Add multiple properties with spreadsheet uploads

If you have multiple properties, you can use a spreadsheet to upload the information into Portfolio Manager.

On the “My Portfolio” homepage

L
1. Cth!on “Upload and/or update multiple properties”

ENERGY STAR® Welcome ASDTraining: Account Seftings | Contacts | Help | Sign Out

* Portfolio/Vlanager®

Recognition

Properties (16) Notifications (1)

Add a Property < | You sre connectsd 1o Green Buiking, ‘ S

Source EUI Trend (GJim?) Properties (16)
Fiery: T —
Greale Group | Manage Groups

Name = Action

Tesl Buikling 1

Test Buikhing 10
2006 2008 2010 2012 2014 2016

Total GHG Emissions Trend (Metric
Tons COZe)

1000

2006 2008 2010 2012 2014 2016

Manage Portfolio

0 of a property that
you manage to another Portfolio
Maneger user. T I View 1- 13013

Download your entire portfalio o view = =
all the information about your properties. # Downlpad Entire Portfolio

-and your meter entries in one Excel
spreadsheet.

Upload and/or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
be done fo create new properties, add
use details, create meters and add
meter consumption data.

e

% Add sample properties to your account.
Up to fiva sample properties with pre-
populated data will be added to your
portfolia for testing purposes.

Follow Us [ K3 @D Conact Us | Privacy Polcy | Browser Requirements | ENERGY STAR Buidings & Planis Websiie
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2. CHCKGS on “Add Properties Template”

Using Portfolio Manager in Manitoba

Py ENERGY STAR®

Portfolio/lanager®

MyPortfolio

Sharing Reporting  Recognition

Welcome ASDTraining: Account Seftings | Cantacts | Help | Sign Out

Upload and/or Update Multiple Properties

If you have a lot of properties to create or a ot of bills to add, you may find it easier to upload them using a spreadsheet rather than entaring each property

manually or adding bills manually. Learn mora below

My Spreadsheet Uploads

The following spreadsheets have been uploaded to Portfolio Manager. Dapending on the size of
your spreadsheet, completing the upload te your portfolio may take a while.

| File Name_ Type of Upload Date status
ID i\nd,Propemes,en (3)xls New Property

22372017 11:43 AM ‘@ Success

¥ Delete Selected Entries

Add Properties

You can create naw properties in P

Manager, by filling in

which requires basic proparty info

including name, address, gross floor

Property IDs, and Federal Informati
icable]

Upload Spreadsheets

When you are ready to upload your complated template (either standard or custom), enter it here.
Processing time could be affected by file size.

" | Please select type v
“| Choose File | No file chosen m

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

Type of Upload:

Upload Template:

This is a powerful feature. Be careful!

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

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

‘Your spreadsheet must be in Microsoft Excel format. Please
use the templates provided or genarated using Portfolio
Manager to upload or update your properties

Edit and Manage Information

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

Create an Upload Template

Follow Us [ K3 i [

Coniact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website

An excel spreadsheet template will be created, which can be downloaded

Choose the second

tab of the template called “Properties”, complete the properties information

5.

Merge & Center ~

= Autosum - ﬁr m

[ELES e
) Sort& Find &
< Filter - Select -

]

Insert Delete Format

<

A2 o
A B c I I
Other
State/Province Year Built/Year
Property Name Street Address | Street Address 2 | City/ for for Non- Construction Completion imary Function

1 (Required) (Required) (Optional) (Required) US or Canada) | US-or-Canada) i (Required)

2

3 P
|3 roperty Name

4 must be unique
|5 | names. 80 character|
o max.
n

2
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Tips:

e Ifyou do not know the year built enter 1800
e Ifyou do not know the Gross Floor Area (GFA), enter 1 m’but update the GFA later. If you enter 1 m’, it
will be obvious when you run reports and it will remind you to enter actual GFA later.

6. Once you have completed the template, save it to your computer
7. Go back to the Portfolio Manager homepage and click “Upload or Update properties” (refer to step 1),
select the type of upload “Add new properties” using the drop down box.

®
8. CI|Ck! on “choose file” and locate the template file/spreadsheet you saved to your computer.

CIiCk! on “Upload”.

ENERGY STAR
==
L

PortfoliolManager®

Upload and/or Update Multiple Properties
Ty clotbie b veu .

Loa more bt

Upload Spreadsheets Edit and Manag Informati

Follow Us (33 &8 @ Cortrt 1 Puary Py e gy | JNCCY STAR g Pl Vbt

2.2 Add Meter(s)

Add meters to properties/buildings in order to collect the energy or water consumption at the building.
You need:

1. The utility bill for water, electricity, natural gas, propane etc. for each building (or campus if applicable).
2. The units for reporting consumption/use ( electricity use KWh, natural gas use cubic metres , water cubic
metres, propane use in litres etc..)

Select the energy tab if you are adding a meter or meters for electricity, natural gas or propane.
Select the water tab if you are adding a water meter(s)

You can add meters to one property at a time, or use spreadsheets to enter multiple meters to multiple properties.
The following section explains how to add meters to one property. For adding multiple meters to multiple
properties, skip to section 2.2.2.
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221 Add a meter to a property

[ ]

1. CIle!on any property on your homepage, you will be taken to the Property Summary page below
[ ]

2. CI|Ck!on the “Energy” or “Water” tab

EﬁoﬁﬁnManager@
prw—

Test Building 1

1 Freregraen 11 Wimipeg, N < 715
Partolo Maneger Property 10: 5780875
Vear Butt 1900

Cunent EUI:

rgn

Baseline EUI:

Notifications (0)
Youheve no rew notficatons etre e e
R e ) ot Avniie Nomae | A

prrrr— vy [T
Yopaity Fratls Ste T G [T Mot st 3
;"fm'ﬁ':;ﬂf::ﬂ" prome b s pramie et Erergy Cost(3) ot Avaiaie ot Al e
- s "
i e s [ eraue |
+ Create Profe Watar Use (A1 Wator Sources) (') HotAvcaablc Hot Avalatlc: N

ol taste Disposed ans i
Tt mwesa NatAvlobh: Mt vt A

Soures EUI Trend (GJim)

Check for Possible Data Errors

found with your data

Sharing this Property.

Total GHG Emissions Trend (Metric Tons. n More About Sharing
coze) Youhaven share scue prcgety yat Sharing can be el f you want s
= proaety o help
oout moer ) Youmay

Shaing wih
‘meter nformatn, Loarm more abo.l exc1anging data.

3y ooy Eroperty QA% Transtor Ownershs Hownioad Proparty i Excel

06 o i w2 oW zon

Follow Us [ K3 i@

[ ]
3. CIle!on “Add A Meter”

ENERGY STAR®

PortfoliolVlanager®

Recognition
 —

Test Building 1
11 Everegreen Pl Winnipeg, MB R3L 279 | Map it
Portfolio Manager Property ID: 5786675

Vear Buit: 1900

g

|- ST eather-Normaized
= m Source EUI (GJ/m?)

Current EUL:

Baseline EUI:

Meter Summary Meters - Used to Compute Metrics (0)

0 Energy Meters Total 7. Viewas a Diagram

In order {0 receive mefrics for your

property, you must provide meters. You
yot

Add A Moler I 9

Current Energy Date formal :
Not Avaiabla maler, you wil noed o choose 0 clud 110 your melics.

Enter Your Bills

0 Carer e

. 586 How fo.
Manager.
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4. When entering energy meters select the fuel type (i.e. electricity, natural gas, propane...etc.)

L ]
5. CIle! on “Get Started”

T Sources of Your Property's Energy JQJ HAcking Enery

What kind of engggy do you want to track? Please select all that apply. Ta track your energy, create an energy

meter for each source of energy from a
utility, a neighboring building, or an
onsite solar or wind panel. If you
purchase a raw fuel (e.g. gas) and
produce your own fuel (e.g., electricity or
How Many Meters'4g |1 chilled water), you only need a meter for
[] Fuel Oil (No. 2) the fuel you purchased (e.g. gas), and
not for the fuel you produce.
[[] Diesel

[] Electric
[[] Natural Gas
W] Propane

[ District Steam | /1| Two Meters Needed for

District Hot Water Onsite Solar/Wind

District Chilled Water If you've got onsite Solar (or Wind), you
still need to enter an Electric Grid Meter.

|

O

[] Fuel Qil (No. 4) (et Mot

[] Fuel Qil (No. 5 and No. 6)

[] Coal {anthracite) | 1| Automate Your Meter

[] Coal (bituminous) Entries

[ Coke There are many organizations that will
electronically enter your utility data into

] Wood Portfolio Manager. Many utilities provide

[ Kerosene this service for free. Service providers
integrate this service into their own

[] Fuel Gil (No. 1) software and value-added offerings.

D Oth Leamn more.

er:

Cancel

6. Complete the fields such as the Units or Date became Active (If you don’t know the date the meter
became active set the date to 01/01/1990 since Manitoba Hydro does not upload information prior to
1990)

7. For electricity and natural gas meters, change the default name of the meter to the actual meter # on the
Manitoba Hydro bill(s) to avoid confusion when the meter numbers are shared with MB Hydro Web

Services to activate the auto-upload of electricity and natural gas records.

8. If you are adding a propane or water meter, it is recommended that you change the default name of the
meter to the actual account # from the bill (for that building) to avoid confusion.

[ ]
9. CIle! on “Create Meters”

About Your Meters for Test 22

Enver the in‘ormation below about your new mters. The meter's Units and Dats Mater became Active ars requir=3. You can 250 change the meter's name.

1 Energy Meter for Test 22 (click table to edit)

Other

Date Meter

o | Dote Meter Coteras
O] WMeter Name Tye Type | Utits became Actve | "US? | became Inactive | Delivery?
O e [Fepe 9] 4

Jo=7 huncred cutic feet)
e (ubic feet)

Gal crs (UK)

Gl crs

6.
(B (rousand Biu),

e (nousand e ‘eer)
| ers

MEw mitior 3t)

Create Meters [
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10. Start entering consumption data

®
11. CIle! on “Continue”

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

Your Meter Entries for Test 22

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

1 Energy Meter(s) for Test 22

W Test
. Quantity P
Delivery Date o [Huilideed coB et Cost (8) Estimation
tal
o | & [ I O

¥ Delete Selected Entries
Add Another Entry

# Learn how to copy/paste

Upload data in bulk for this meter:

1 You can copy/paste into the table above (instructions in this
FAQN, or upload an Excel spreadsheet using our simple
spreadsheet template.

Browse... QUuLEL]

Cancel

Note:

e If you are connected to MB Hydro Web Services, you will be prompted to share this meter for auto-upload
by entering your MB Hydro account number (the account number is on the Manitoba Hydro Bill).

e If Manitoba Hydro replaces a meter the new meter number will be updated in Portfolio Manager and the
upload automatically. The auto-upload function will be affected when the meter’s physcial location is
changed (Service Point Change). If this occurs set up the new meter in Portfolio Manager and all
subsequent use and cost data will be uploaded into the Portfolio Manager account. Note you will be
required to share the new meter number with Manitoba Hydro to activate the upload.
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2.2.2 Add meter(s) to multiple properties using spreadsheet uploads

Ll
1. CI|Ck! on “Upload and/or update multiple properties” on the “My Portfolio” homepage

ENBEYSTAF M r® Weloome ASD Training: Account Setings | Gontacts | Help | Sign'
MyPortfolio |  Sharing Reporting _Recognition
Properties (16) Notifications (1)
<X | You are connected o Green Building. | | clear |
Source EUI Trend (GJ/m’) Properties (16) 4 2 propersy |

2 _
Filter by: [ My Properties (13) B Search
M Create Group | Manage Groups

Name * Action
1
Test Buiding 1 Iwantto. v]
Test Buiking 10 wantto.. v
2006 2008 2010 2012 2014 2016 L @
7
12 | wantto .
Total GHG Emissions Trend (Metric
Tons COZe) Test Buiding 2 lwantto__ .
1000
s =k |
-
/ il |

P | — R— U— —h
2006 2008 2010 2012 2014 2015

Manage Portfolio

A Transier ownership of a property that
you manage to another Portfolio
Manager user T B View 1-130f 13

# Download vour enfire portiolio to yi & =

all the information about your properties # Downioad Entire Porifolio
and your meter eniries in one Exc
spreadsheat

Upload and/or update multiple
El properties at once using an Excel
spreadsheet if you are a pro. This ca
be done to create new properties, add
use details, create meters and add

meter consumption data

Seta porfolio baseline and'or target to
help maasure progress

3% Add sample proparties to your account
Up to five sample properties with pre-
populated data will b added to your
portfolio for testing purposes.

Follow Us (7] i iy (3 GontactUs | Privacy Policy | Browser Requirements | ENERGY STAR Buidings & Planis Websile
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lick!
2. CMHCKGS on “Create an Upload Template”

Py ENERGY STAR®

=2 Portfoliollanager®

MyPortfolio Sharing Repo

Welcome ASD Training: Accourt Setiings | Contacts | Help | Sign Ou

Recognition

Upload and/or Update Multiple Properties

If you have a lot of propertias to creata or a lot of bills to add, you may find it easier to upload them using a sp rather than entering each propert;
manually or adding bills manually. Learn more below

My Spreadsheet Uploads

The fallowing spreadshests have been uploaded to Portfolio Manager Depending an tha size of
your spreadsheet, completing the upload to your portfolio may take a while

Add Properties

You can create new properties in Portfolio
Manager, by filling in this spreadshee,

which requires basic property information,
including name, address, gross floor area,
= Property IDs, and Federal Information (if
New Property | 223/2017 1143 AM | 52 Success applicable)

File Name Type of Upload Date Status
Add_Properties_en (3).xIs
x

Upload Spreadsheets Edit and Manage Inforfpation

When you are ready 1o upload your completed template (aither standard or custom), enter it hare Onca your properties ara in Part
Processing time could be affected by file size Manager, you can edit and updal
using a tamplate customized bas

Type of Upload " Please select type v| you want to do. For example, youl
% to upload energy bill data for multi
Upload Template: Chooss File | No file chosen Upload properties or update use informati

Select "Browse" 1o locate the file on your
computer and then select "Upload "

Create an Upload Template

This is a powerful feature. Be careful!

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

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

= Your spreadsheet must be in Microsoft Excel formal. Please
use the templates provided or generated using Portfolio
Manager to upload or update your properties.

Follow Us [ K3 &y 03 Contact Us | Privacy Palicy | Browser Requirements | ENERGY STAR Buildings & Plants W

Select “Add Meters to Existing Buildings”

Choose the property(ies) you want to add meters for

Choose the type of meters you want to add (Water, Electric or Natural Gas or Others)
Choose the number of meters you want to add per building

lick!
CHICKS on “Create and Download Template”:

N oubkw

Tips

e If some of your buildings have more than one meter, count the highest number of meters associated with a
single property and enter the number into the number of meters field to create the template. When you
download the template, unnecessary rows for any buildings that have fewer meters than the maximum can be
deleted. Once the template is generated you cannot add rows, you can only delete rows.

e Create templates for each meter type (i.e. Water, Electric, Natural Gas...etc.)
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Create a Custom Upload Template

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

o Select the Task You are Performing a Warning - Don't Change Columns!

(@ Add Meters to Existing Properties
In arder for your upload to work you cannot Add, Delete

() Add Bills to Existing Meters (i.e., meter consumption information) or Re-Order columns in the custom spreadsheet. We

create the template basaed on your data, and we need a
() Update Use Details for Existing Properties (e.g. Weekly Hours of Operation, Number of Workers, efc.) specific format in order for your upioad to succeed.

() Edit Basic Property Information for Existing Properties (such as name and address)
a Creating New Properties?

o Select Properties to Include

If you need to add new properties, you do not need to
create a custom upload template. You can add new

Eropeies: |One Property | |Tes'r 22 | properties manually or by using the Add Property Excel
Template.
o Select Detailed Information to Include a Selecting Details
Meter Types:

The choices provided here correspond to the properties
i Ehergy Meters you have selected in Step 2. If you don't see what you
: are looking for, take a look at the property and make
sure that the use or meter types are setup.
i/ Electric
il purchased from the grid

How many meters (per property)? IZD
[[] generated on site with my own solar panels
[] generated on site with my own wind turbines
Natural Gas
Propane
Fuel Oil (No. 2)
Diesel
District Steam
District Hot Water
District Chilled Water
Fuel Oil (No. 4)

Oooooooon

8. The template will generate an excel spreadsheet
9. Change the meter name to the meter # that is on your MB Hydro bill.
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fl:ﬁ"h\ IR Add_Meters (4) - Microsoft Excel

~ - Home | Insert Page Layout Formulas Data Review View Add-Ins Get Started

% cut — - e e = - ﬁ 7| e T F=h || E AutoSum -

7j T3 i :Callhn 11 . 1A 5| | =!|-?y' | | = Wrap Text General . fé‘ = g == n Lg_] i

Pavste jFormat Painter L f v“ = 'll R A 'l ‘ E BErgE S centere il ||'_'|iE _;n_g‘ %r,ﬂlﬂﬁ]n;lv afﬁ;’;f:v gtgslv Insvert Delvete For:nat 2 Clear » q

Clipboard [ Font IF} Alignment T mber I Styles Cells Editi
G2 +(a £ |
A B G r— F 6 o I .
Portfolio Property Name Meter Type Meter Name' Units Date Meter In Use? Date Meter Became Inactive
Manager ID (Pre-filled) (Pre-filled) {Required) (Required) Became Active | {Required) {Required,
1 (Pre-filled) N {Required) if Meter NOT In Use)
|2 | 3262915 Test22 Electric - Grid kVWh (thousand Vatt-hours)

3| 3262915 Test 22 Electric - Grid Date Meter Became Active
4| 3262915 Test22 Electric - Grid The Date of the very first bill for

5 2262915 Test 22 Electric - Grid this meter (when the meter was

installed or became active).

6 3262915 Test 22 Electric - Grid

i 3262915 Test 22 Electric - Grid Use either DD-MM-YYYY or M-

8 3262915 Test 22 Electric - Grid D-VVNY Hommatchyoup

5 : Operating System's date setting.

9 3262915 Test 22 Electric - Grid
10 3262915 Test 22 Electric - Grid
" 3262915 Test 22 Electric - Grid
12 3262915 Test22 Electric - Grid
13 3262915 Test 22 Electric - Grid
14 3262915 Test 22 Electric - Grid
15 3262915 Test 22 Electric - Grid
16 3262915 Test 22 Electric - Grid
17 3262915 Test 22 Electric - Grid
18 3262915 Test 22 Electric - Grid
19 3262915 Test 22 Electric - Grid
20 3262915 Test 22 Electric - Grid
21 3262915 Test 22 Electric - Grid

10. Once completed, save the excel sheet to your computer

11
12

. Go back to the “Create an Upload Template”

13.

L]
CI|C|(! on “browse” to locate the file on your computer

. Choose the type of upload you are doing, such as “Add meters to existing buildings”.

®
14. CIle! on “Upload” as shown below and the information will be loaded onto Portfolio Manager.

Upload and/or Update Multiple Properties

manually or adding bills manually. Learn more below.

My Spreadsheet Uploads

your spreadsheet,

X Delete Selected Entries

Upload Spreadsheets

Processing time could be affected by file size.

Select "Browse” to locate the file on your

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

The following spreadsheets have been uploaded to Portfolio Manager. Depending on the size of
ting the upload to your portfolio may take 2 while.

] File Name Type of Upload Date Status
0O idd—Pme”'es— )8 | Now Property | 21232017 1143 AM | (5 Success

When you are ready to upload your completed template (either standard or custom), enter it here

Type of Upload: B[Add Meters to Existing Properties
Upload Template: i [ Browse.. |[EE
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2.3 Connect to Manitoba Hydro

You need to connect to MB Hydro to participate in the auto upload program in Manitoba. Once Manitoba Hydro is
notified that you want to participate they will complete the steps to upload monthly electricity and natural gas bill
into your Portfolio Manager account.

You need:

Your MB Hydro bill(s) to obtain the account numbers and meter numbers associated with each building.

[ ]
1. CI|CI(! on “Contacts” on the “My Portfolio” homepage

Py ENERGY STAR®

- . °
=4 Portfolio/Vlanager®

MyPortfolio Sharing Reporting Recognition
Properties (16) Notifications (1)
Add a Property =< You are connected (een Buil Clear
Source EUI Trend (GJim?) Properties (16)
Fitter by: | wy Properties (13) v Search m
M Create Group | Manage Groups
Name = Action

want to
Iwantto
2006 2008 2010 2012 2014 2016

I viant to

Iviant to.

Total GHG Emissions Trend (Metric

Tons CO2e)

2. Type “manitobahydroWs” into the search box:

3.

Iwant to

| weant to.

Search for new contacts

with Manitoba Hydro Web Services

Note: It takes a day or two for the “connection” to be accepted by Manitoba Hydro. When Manitoba Hydro
completes the connection they will send a notification to your Portfolio Manager homepage.
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Once Manitoba Hydro accepts your connection request, complete the following steps to activate

the Auto Upload service.

Sharing Properties with Manitoba Hydro

1. CI|Ck! on the “Sharing” tab beside “My Portfolio” on the Portfolio Manager homepage.

== Portfolialégnager

CIICk! on “Share (or Edit Access to) a Property”

2.
3. Select the property or properties you want to share with Manitoba Hydro
4. Select Manitoba Hydro Web Services from the list of people/accounts you are connected to
5. Give permission for Personalized Sharing & Exchange Data and click continue
L]
6. CI|CI(! on the “Exchange Data” and a window (like below) will pop up
jthm Hiane Read Only Full Manitoba Hydro 14 Digit Account Manitoba Hydro Meter A
Access Access Number! Number?
Property Information ] ® 0
All Meter Information
734630 o | O ® [79097846389375 | % [734630 | %
938750 O | O ® [72023226023493 | (938750 |
® 0117-3-0-W 0 | | | |

7. Enter the meter number(s) and account number(s) and submit share

If the meter share is declined

- Portfolio Manager will notify you if the meter share request is declined. If the meter # or account # didn’t
match with Manitoba Hydro’s records you will receive a message. The error can be resolved by checking

o That you entered the correct meter and account numbers for each building
o That when you shared the properties with MB Hydro Web Services, you typed the correct
numbers
- Ifyou find the error, re-share with the correct meter and account numbers
- Ifyou are unable to determine why the share is not working contact Manitoba Hydro

Contact: Courtney Kuelza (MB Hydro) |phone: 204.360.4941 | email: ckuleza@hydro.mb.ca
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2.4 Share Properties with Other Portfolio Manager Users

e Voluntary: Share with GBCT if you want to GBCT to access information about your buildings.

e Recommended: Share information with others in your organization (such as your facility managers,
property managers, financial officers etc) so they can access the building information and utility use in the
organization’s Portfolio Manager account.

e  Optional: Share with contacts in other organizations to compare your organization’s buildings to another
organization’s buildings.

Sharing your properties lets you provide information to colleagues that can help manage, interpret or improve the
performance of a building.

In order to share a property with others, you must be connected to them in Portfolio Manager (i.e. the person has

to be on your contacts list). To send a connection request go to the contacts page:

m ENERGY SU\“. Welcome ASDTraining: Account Sefting
== Portfoliol\]
==! Portfolio/Vianager
MyPortfolio
PFDDeI’IIES (16) Notifications (1)
<. | You are connected to Green Building Clear

2.4.1 Connect to other Portfolio Manager Users

®
1. CIICk! “Contacts “ on the Portfolio Manager homepage to see a directory of your current contacts,
including contacts you are connected to.

2. CIiCk! Add contact

3. Find a Portfolio Manager user by searching for their name, Portfolio Manager username, or email address.

[ ]

4. When you find the person you want to connect with on the Search Results page, CIICk! connect to
send them a connection request. When a connection request is sent, the other person will get a
“Notification” on their Portfolio Manager account. They can accept the request directly from the
notification. Once they accept your request, you will receive a confirmation. You are now connected and
you will be able to share properties with the contact.

2.4.2 Share properties with Portfolio Manager Contacts (other Portfolio Manager Users)

Once you are connected to a contact in Portfolio Manager you can share properties and specify the level of
permission they have to view and or edit your properties. You can share properties that you have created (as the
organization’s account coordinator/administrator), or SHARE FORWARD properties that have been shared with you
by your contacts. You can only share a property that has been shared with you if the person who shared it has
assigned you that permission. (Note: The property data administrator or coordinator are the only persons that can
delete or transfer ownership of an organization’s property.) There are four permission types:

e  Read only access which allows other to view your property data.
e  Full access which allows others to view and edit your property data, and also re-share it with others.
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Custom access which allows you to designate ready-only or full access levels for distinct property data
(e.g. property information, meter information, goals).

Exchange Data access which allows you to share your property with an organization that exchanges data
with Portfolio Manager through web services (i.e. Manitoba Hydro web services).

CIiCk! on “Sharing”.

m ENERGY STAR®

Welcome ASDTraining: Account Settings acts | Help | Sign Oy

@
ortroligeaanager
MyPortfolio Sharing r 0

Properties (16) Notifications (1)

e i < | You are connected to Green Building Clear

L ]
CIle! on Share or Edit Access

ﬁ: NERGY \L‘\R. .
=< PortfoliolViarigger

o | sharing

My Shared Properties
a

Follow Us (1 K3 @ Coutcils | sy olcy s R sacts | ENERGY STAR

Select the properties you want to share from the drop down menu. You can select a single property,
multiple properties, or all properties in your account. You can also use the filters if you wish.

Select contacts to share the property(ies) with by clicking on their names. You can select multiple contacts
or accounts by holding down CTRL as you make each selection. If you cannot see a contact on the list

check to see if they are listed on your “Contacts” page and that they have accepted your connection
request.

If you are sharing properties with multiple users, you can choose to share with the same permission level
or with different permission levels.

a. If you want all the users to have the same permission level, choose the access level and

®
CI|Ck! Share properties to send the sharing request.
b. If you want to assign different levels of access, select the “ | need to give different permissions”

lick!
radio button, and then CIICIE continue.
e Select the permissions for each property and contact.

e Click the radio button at the top of each column, to select a permission level for the
contacts.

e If you choose NONE the property will not be shared with the specified contact. If you
choose CUSTOM ACCESS, you can provide separate levels of access for property

Page 29




Using Portfolio Manager in Manitoba

information, each individual meter, goal setting and recognition. With CUSTOM ACCESS
you also have the ability to grant Share forward permission.

L]
. CI|Ck!SHARE PROPERTIES to send the sharing request.

After you share your property, you will see notifications on the Portfolio Manager
homepage and the Sharing TAB confirming that the sharing request was sent. You will
also receive notifications when the contact(s) accept the request.

2.4.3 Share your properties with the Green Building Coordination Team (Voluntary)

The following instructions apply if your organization wants to share building information with GBCT.

ﬂ ENERGY STAH.' o Welcome ASDTraining A;muumum&tls‘n\ SK
PortfoliolVlanager®
3
MyPortfolio sharing Reporting  Recognition
Properties (16) Notifications (1)
<. You are connected to Green Building Clear

Search f tact
1. Type “GBCT” into this search box: | |
2.

with “Green Building”

m ENERGY STAH_’ o Welcome ASDTraining: Account Seifings | Cantacts | Help | Sign Oul
(L))
== PortfolioVlanager

MyPortfolio Sharing

Search Results

The results of your search are listed below. Clicking "Connect” will send a request to the person asking them to confirm your request 1o 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 e them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

Feard £ Admin Admin
Your Search Criteria e i VB e
Name Bev Velestuk
Policy analyst - Training Administrator with Manitobs Finance - GBCT T
£ Green Buiding
Organization: Green Buiding with Manitoba Green Building Coordination Team
e =
Usemama; Green Builders with Government of Manitoba

Page|1 of 1 50 v 1-40f4
Email Address:

3.  You will need to wait a day or two until this “connection” is accepted by GBCT which will appear as a
notification on your homepage
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NOTE: if you add a new building(s) to your Portfolio Manager account you have to send a “new” share request to
GBCT else they will not know that you’ve added a building. Portfolio Manager does not automatically share new
buildings with the contacts you shared other buildings with.

When GBCT accepts your connection and you receive a notification, follow these steps to share your buildings

with

4.

GBC(T.

On your homepage, click on the sharing tab

CIICk! on “Share (or Edit Access to) a Property”

e ENERGY STAR

o H ®
Portfolio/Vlanager®

MyPortfolio

Sharing Recognition

My Shared Properties
)

SetUp Web Services!
Data Exchange.

Download Sharing Report

Overview of Shared Properties Learn more about Sharing Properties

Welcome ASDTraining: Account Selings | Contacts | Help | Si90.0

aring Notifications (0)

ave no new notfications.

poPy
Fittor By: [All Sharing Contacts. [ seurcn |
= em o e

[SE——— B aniio

Mantoba oo Budng Coordnaion Team o

JS———— o

page 1

whom you share ather

g
enother person's property. For complete taring nformaton, durload e Shating Reget for your porticko.

‘ Follow Us [ i i 3

Contact Us | Privacy Policy

i them. they shared one wih you, or ycu both have access o

onts | ENERGY STAR Buidings & Plants Websile

6.

Select “All Properties”

MyPortfolio

Sharing | Reporting Recognition

Share (or Edit Access to) Properties
Sometimes it's really important to be able to share your property with someone else. Maybe they need to hel

(perhaps automatically) or process applications for recognition. If this sounds ke what you need, start out b
who you'd ike to share with them. If you have already shared properties, you can also use this form to edit

o
ol

Select Properties

Well get into the details of the level of access I
want to share and/or edit access to?

[AiPoperies 9]

which properties do you

Select People (Accounts)
Which people (accounts) do you want to share these propaglies with (or modify their
current access t0)? The access for each can be different andiyoull be able to specify that
on the next page.

Select contacts from my contacts book

(Green Buiding (GBCT)
Manitoba Hydro Web Services (manitobahydroWs)

To select muliple contacts, hold down your Control (CTRL) key and click on each sefection. Only your
connested contacts appear in ths fist

Choose Permissions

o f2  1fyou only need o choose one permission (because you are doing a single share of you
il want to give the same permissions for all of your shares), select "Bulk Sharing." If you
¥5)  need to assign different permissions or share with Data Exchange providers, select the
2nd option

* @ Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either
because | am doing 2 single share OR | want to choose the same permission for all of
my share requests).

@ Read Only Access

7.

Select “Green Building (GBCT)”
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9. Choose “Read Only Access” Note: “Read Only Access” only enables the other account owner to see your
buildings’ information and energy consumption. In contrast, “Full Access” allows the other account owner

to edit your building information.

. clickd

2.4.3 Manage Shared Properties

The Portfolio Manager administrator should review the list of properties that they’ve shared with others
and properties that have been shared with them on a yearly basis.

To view the details of all your shared properties and all the properties shared with you simply download
the Sharing Report from the SHARING tab.

m ENERGY STAR

== Portfolio

MyPortfolio | Sharing

My Shared Properties
)

Share (or Edit Access to)
aProperty

SetUp Web Services/
Data Exchange.

By Contact By Property

Fiter By: [ All Sharing Contacts

Sharing Notifications (0)

You have no new nofifcations.

Overview of Shared Properties Learn more about Sharing Properties

Follow Us [ 3 8 () Contact Us | Pri

Is| ENERGY STAR Buildings & Plants Website

The report shows: basic property information, contact information, permission levels and SHARE

FORWARD permissions.

The Portfolio Manager co-ordinator/administrator can edit permissions or add/remove access to shared

properties at any time.

2.5 Enter Water, Propane and other Energy Sources

Manitoba Hydro only uploads electricity and natural gas consumption information. The data for water and other
fuel sources must be added to your Portfolio Manager account manually (or by using spreadsheets).
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There are four ways to enter billing data: manually, use Portfolio Manager’s simple spreadsheet to add
information about one meter, use Portfolio Manager’s complex spreadsheet (for adding information on multiple
meters and multiple properties) or find an organization that will enter the information into Portfolio Manager
on your behalf.

You need:

1. The utility bills for water and other fuel sources.

To input the billing information manually.

e
1. Onthe Portfolio Manager homepage CIle! on the property address. If you are entering water for the
o
property CIle! on the water Tab. If you are entering energy information click on the energy Tab.

Summary Details Energy Water Waste & Materials Goals Design

2. Add the meter, and then enter the corresponding consumption and cost for the billing period.

Summary Details Energy Water Waste & Materials Geals Design
Meter Summary Water Meters - Used to Compute Metrics (0) Add A Meter
0 Water Meters Total 7. \iew 85 a Diagram

In arder to recene metrics for your
property, you must provide meters. You
have not entered any meters yet

Add A Metes f In order fo receive water metrics for your property, you must provide water maters. You
heve not entered any meters yet. After entering the meter, you will need o associate it to
Current Water Date receive metrics.

Mot Available

Enter Your Bills

To add information using spreadsheets.

On the “My Portfolio” homepage

®
1. CI|Ck! on “Upload and/or update multiple properties”
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%wrvﬂs;ﬁoManager@

lick!
2. CHICECS on “Create an Upload Template”

= ?le;ltivt?oki‘ioManager‘ID

MyPortfolio _ Sharing  _Feporting  Recognition

Upload and/or Update Multiple Properties

alotof billsto add, y rather
‘manually or adding bils manually. Learn mcre below.

My Spreadsheet Uploads Add Properties

o propertiss in Portolio
‘your spreadshest, campleting the uaload to your Fortfolio may take a whie. Manager by fling in
‘WhIch requires basi property informaton,

. Fle Name | Type of Upload Date status | inckdngnas,acress, s oot e,
. an inormaton
) “’X"lmm Property | 21232017 1143 AM ‘Ssm t el ” ¢

&5 g proparios Terpite

X Dobste Solocied Entries

Upload Spreadshests

Edit and Manage Information

‘standard or cusiom) enter it here.
Frocessing tme coul be affected ty file size.

Typeof Upload: C[Feasoseocttpe ]
i o pload ano'gy bil data for muliplo
Upload Template: Choose Fie | No fle chosen = Pro informaton.

‘Selact "Browse" o locate the file on your
‘computer and then selact “Upioad
Amu.pemmmmn Be carefull

 Mutiple submissicns could resull in duplicate data teing
added 10 youporiolo, property o1 mter

 Dependng on intemet speeds, fies larger than 2 MB may

hours to process. Whils your spreadshest upload is
processng, you wil not be able 1o upoad any other
sproadshots

© Your sproadsheet musi be 1 Microsolt Excel format Please

use the lempates provided or generated Lsing Portioio

Managor o wload or updalo your proportes.

Ciose

Follow Us [ &3t @ ‘Contact Us | Prsacy Policy | Browsar Requiremerts | ENERGY STAR Buidings & Plants Website

3. Select “Add Bills to Existing Meters”
4. Choose the property for which you want to add propane or water bills

Note: You must have added the propane, water or other meters to this property first following the
instructions in section 2.2

5. Choose the type of bills you want to add (Propane) and / or (Water)
6. Choose the number of bills you are entering for each meter

lick!
7. CHCKS on “Create and Download Template”:
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Create a Custom Upload Template

If you want to add property use or meter information for multiple properties, you can do this by using an Exc
what you are trying to upload to Portfolio Manager so we can create a spreadsheet template for you to use.

o Select the Task You are Performing
(O Add Meters o Existing Properties
@® Add Bills to Existing Meters (i.e., meter consumption information)
(O Update Use Details for Existing Properties (e.q. Weekly Hours of Operation, Number of Workers, etc.)

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

o Select Properties to Include

Properties: i |one Property [~] [114- Robert Fletcher Building [ ]

o Select Detailed Information to Include

Energy Meter [] Electric
Types:
i [ Natural Gas
k) Propane

How many bills for this type of meter (per property)? [10
Waler Meter & Municipally Supplied Potable Water i
Types:

] Indoor

How many bills for this type of meter (per property)? [10

Create & Download Template

The template will generate an excel sheet which you complete by entering billing dates, quantities and
costs.
Each utility (fuel or water) will be generated on separate tab in the Excel template

10. Once completed, save the excel spread sheet
11. Go back to “Create an Upload Template”
12. Choose the type of upload you would like to do “Add bills to existing meters”, browse the file and

®
CI|Ck! on “Upload” as shown below
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d_Bills_to_Meters (3) - Microsoft Excel
Home | Insert Page layout  Formulas Data Review  View Add-Ins Get Started @ - o x
=] = = e = AutoSum v A
B & cut Calibri u A [EE =] |[Eiwente General o = L autnsim }‘,J lﬁ
I;t Fri | - : =) |[%s8 508]|| conditional F’Jt _'J\- I-_ rt D_\“t Format i S Find &
aste B I U Sy o Metge & Ceitti § - % s ||%2 %8| conditional Format cel nsert Delete Format Sort & Fin
7 Format painter || o of| sl Zlansi | LAl Formatting - as Table - Styles B - 2 Clear~  Fijer- Select~
Clipboard i Font Alignment Number Styles Cells Editing
H2 e £ 3
D E ki G H | J K
Property Name Meter Name Meter Type Delivery Date Quantity Meter Unit Cost Estimatio|
1 (Pre-filled) (Pre-filled) (Pre-filled) (Required) (Required) (Pre-filled) (Optional) | (Required =
[ 2 | ‘ Test 22 Test Propane ccf (hundred cubic feet)
3 Test22 Test Propane Quanti eet)
4 Test22 Test Propane Enter the quantity of energy [eet)
5 Test22 Test Propane delivered during this period. faap)
6 Test22 Test Praopane Do not enter any commas. eet)
7 \Test22 Test Propane 1,200 should be entered as  feet)
8 Test22 Test Propane 48 eet)
9 Test22 Test Propane eet)
10 Test22 Test Propane ccf (hundred cubic feet)
1 Test 22 Test Propane ccf (hundred cubic feet)




Upload and/or Update Multiple Properties

If you have a lot of properties to create or a lot of bills to add, you may find it easier to upload the
manuzlly or adding bills manually. Learn more below.

What do you want to upload?

= Add new properties to my account - To get started, fill in this spreadsheet and upload i
the box below.

= Edit/Upload my existing properties - To do this, you will need to tell us which propertie
you want to update so we can create a custom template. Once you fill in this custom
template, you will upload it in the box below

Upload Spreadsheets

When you are ready to upload your completed template (either standard or custom), enter it h
Processing time could be affected by file size.

Type of Upload: B[Add Bills to Existing Meters

=

Upload Template: | Browse... ] 1

Select "Browse” to locate the file on your
computer and then select "Upload.”

Using Portfolio Manager in Manitoba
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SECTION 3: REPORTS

This section provides guidance on how to create reports in Portfolio Manager to inform building operators,
executive and financial officers about the cost, performance and efficiency of buildings. The reports provide energy
consumption and cost, water consumption or cost, and GHG emissions.

e  Portfolio Manager provides standard reports for “Energy Performance”, “Water Performance” and “Emissions
Performance”

[

e You may also get a standard report on the energy performance of any of your buildings if you CIle! on
“Statement of Energy Performance (SEP)” on the top right box. The next page will ask you to select the
building and the timeframe you want the report for.

e Portfolio Manager allows you to create customized reports. Any report in Portfolio Manager can be
downloaded to excel. If you are an excel user you can use pivot tables or filtering features to compare or sort
details about a building or multiple buildings.

3.1 Download Standard Reports

1. Inyour homepage, click on the reporting tab

Welcome ASD1: Account Seftings | Contacts | Help | Sian Of

m ENERGY STAR®

Grang T s

=2 PortfoliolVlana
MyPortfolio Sharing Reporting

ENERGY STAR
Performance Documents

Charts & Graphs

£) Statement of Energy Performance (SEP)
Statement of Energy Design Intent

L Progress & Goals Report

=
=
") Data Verffication Checklist
=
P

& ENERGY STAR Score Card

- ~=
How much total primary fuel would be required by my properties, under average weather
conditions?

Templates & Reports (10) Create a New Template
#+ Name 4+ Status ~ Action

™ Energy Performance Generated: 11/08/2016 3:43 PM [ wantto.. ]

— P ————

% | Full Annual Report Generated: 10/20/2016 10:34 AM [Iwantto.. ~

== ’ e —

Performance Highlights No Report Generated [Twantto_. ~

2. To get any of the listed reports for your buildings, use the action button and select “Generate New
Report” from the dropdown menu
3. Select the timeframe for your report, and the buildings you would like to include
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Create Energy Performance

In order to genrate the spreadsheet you wil need to first select woud

Tom your

Flcnss i, youwillbs able
@ select Timetrame 1] woking cranges
Timeframe: * |Current Erergy Year R
[} 2 oo o propetes, they wil be saved fotre.
o s o sy . 1 e ey et S el AL
vina ifrent tmsfams opropets,
© seect Propartes s s

Proportics: * |One Property ]
Need to Change the
Metrics?

Meics in s lenplale were selecled by

EPAto ho you undorstard key aspote

© Review Included Metrics

Motric Category Moirlc Kamo ofyaur peformance fyourd lice fo make
Froperty ID Numbers Pertioic Menager Property 1D N Y07 OW 1EOTT I aferent metrcs
S P Yo 3an creste 2 new femplete
Froperty 1 Numters Prtioio Menager Parent Property 10
Fropery Informaton Parent Proety Name
Fropeny Informaton City
Fropery Informaton state/Province
Froperty Informaton Pustel Cade
Froperty Informaton Property GTA - CPA Calculated (Duidings)
Energy Performance Metics | Site EUI
v

Enoroy Performance Motries | Scurcs EUI

Generate Spreadsheet [

[
CIICk! on “Generate Spreadsheet”

download your report in Excel

MyPortfolic  Sharing | Reporting | Recognition

Your report "Energy Ferformance” Is belng generated.

You may viow your report by sclociing "View Rooort” Exccl from Lome rosponeos aor timo to
oo bl o, s il e 1 sl b o o i o sl | ey 3 ey gt ) Sy (8 el
included for cach timoframe. Ctherwiss, the metics my not o obls 10 b>

ocule | When this s, "NIA” il bes spbeye i yout ot

Charts & Graphs ENERGY STAR

Performance Documents

) Satomen; ofEnergy Porfurance (SE)

=
How much total primary fusl Would be raquired by my properies, Under averaga weathar
conditions?

Templates & Reports (11)

Create a New Templote:

[5) Your new report(s) has been generated

+ Name < saws

gy e
T —
e

[ — [ csrea umony 2500

Using Portfolio Manager in Manitoba

Once the report’s status turns to “Generated” as shown below, using the action dropdown you may

Mome | Insert  Pagelaout  Formulas  Data  Review  View  Ad Get started
= ) e B :
B * Cut Calibri -z -|A A (==l | St wrap Text General - iﬁl ﬁ | g‘ i 3 Autasun ﬂ lﬁ
g P | e | et e
aste Bz U= A M o | e e | oo e thomat® IFommat Gt ||| Tnsert ! Deiete: Fama ort & Fin
S Fromatpanter || | ER ar ExMcrg ! ||t 8 Formatting « as Table « Styles™ |+ - - C2Clear  Fiter~ Select+
Clipboard 5 Font 5 Alignment 5 Humber = styles cels Editing
Al ~(a = | Energy performance v
A [ B c D E 3 G H 1
| 1 Eneréi?erfnrmang_
2 |Date Downloaded: 02/24/2017 03:32 P EST
3 Date Generated: 02/24/2017 03:31 PM EST
4 Number of properties in report: 1
s
: 2 Property GEA - EPA !
Propeny 14 Property Name Year Ending iy State/Province Postal Code Catotoes (oataingey iy | STE EUMGTE) Source EUI (G)/m
5
7 3262915 TEST 22 31/12/2016|Winnipeg R3G 0T3 13904 0.84]
8
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3.2 Create Custom Reports

To create a custom template in Portfolio Manager Report follow these steps

[ ]
1. CI|CI(! on “Create a New Template”

MyPortfolio Sharing Reporting | Recognition

Your report "Energy Performance” is being generated.

You may view your report by selecting "View Report” or "Download Report in Excel” from the action menu below. Large responses may take a longer time to
prepare, but if you have included a small number of properties or metrics, it may be ready right now! See vour list below.

Please note that each property you included should have a full 12 months of information for each timeframe. Otherwise, the metrics may not be able to be
calculated. When this happens, "N/A" will be displayed in your report.

Charts & Graphs ENERGY STAR
Performance Documents

"_1._ Statement of Energy Performance (SEP)

w5, Statement of Energy Design Intent
aal (SEDI)

"F2] Data Verification Checklist
P2 Progress & Goals Report

7% ENERGY STAR Score Card

How much total primary fuel would be required by my properties, under average weather
conditions?

Templates & Reports (11)

Create a New Template

@) Your new report(s) has been generated

%+ Name 4+ Status

-

~ Action

Energy Performance @ Generated: 22412017 3:31 PM

View Current Report

e Download Current Report in Excel
Emissions Performance % Generated: 2/24/2017 3:26 PM Download Current Report in XML

Generate New Report

Select Properties and Timeframes

2. Write a name for your template, select a time-frame and properties

lick!
3. CHICKS on “Select Information and Metrics”

Page 39



Using Portfolio Manager in Manitoba

Create a Report Template

Report templates provide you with an easy way to regularly access information and metrics. You can regularly prepare reports or graphs using Excel. You can also
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that you create with other people who may have
similar needs with their properties.

° Name Your Template n Tip
Name: Test As you create and save your templates,

Please provide a unique name for this template they will appear in the Templates &

Reports section of the Reporting tab.

= Keeping the names unique will make it
o Select Timeframe o 7
easier for you fo find and use your
i * [Current Energy Year ™~ e
Each property must have 12 full months of data for metrics to be calculated. If metrics cannot be calculated, "N/A" will be
displayed in your report. Pick the last day of the 12 month period that you want. u Tip
o Select Propeﬂies If you are planning to Use your report
templaie to request information from
Properties: ~|One Property [V] [TEsT 22 ~ other peaple, you only need to select the

timeframe and information/metrics. When
the people respond to your request, they
will select the properties to include

o Select Information & Metrics

Information & Metrics: * RTS8 GO R R Eg  Selected ltems: 4

Save Template [o5itE]

4. Choose the metrics you want to include

Select Information & Metrics Selected items: 4 of 50 maximum (View Selection and Order)

Property Information Energy Baseline Date

Energy Current Date

ENERGY STAR Score

National Median Site Energy Use (GJ)

National Median Source Energy Use (GJ)

National Median Site EUI (GJ/m?)

National Median Source EUI (G.J/m?)

National Median Water/Wastewater Site EUI (GJ/m*PD)
National Median Water/Wastewater Source EUI (GJ/m*PD)
% Difference from National Median Site EUI

% Difference from National Median Source EUI

% Difference from National Median Water/\Wastewater Site EUI
% Difference from National Median Water/\Wastewaier Source EUI
Site Energy Use (GJ)

Source Energy Use (GJ)

Site EUI (GJ/m?)

Source EUI (GJ/m?)

Water/Wastewater Site EUI (GJ/mPPD)

WaterWastewater Source EUI (GJIm*PD)

Weather Normalized Site Energy Use (GJ)

Weather Normalized Source Energy Use (GJ)

Waathar Marmalizad Qita E1IL A2 Lim2y

Property ID Numbers
Property Use Details

Energy Use by Fuel Source
Data Accuracy

Energy P rmance Metrics
Water Performance Metrics
Waste Performance Metrics
Cost Performance Metrics

G ise Gas

Renewable Energy & Green Power
ENERGY STAR Certification

Property Design

O
O
O
O
O
O
O
[ ]
[]
O
(]
[ ]
[]
2
O
[ ]
[]
O
O
[ ]
[]
Ll

<

Q Download Full List of Information & Metrics Selecied items: 4 of 50 maximum (View Selection and Order) YRS

[ ]
5. CI|CI(! on “Apply Selection”

L]
6. CIICI(! on “Save Template”
7. Choose “Generate New Report” from the dropdown menu as shown below
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Templates & Reports (12) Create a New Template
[&) Your new report(s) has been generated
+ Name + Status ~ Action
™ Energy Performance @) Generated: 212412017 331 PM | [ wantto v
™ Emissions Performance [ Generated: 212412017 328PM  [Twant o =
—
& | Eror report Generated: 211712017 4:32 PM  want to
—
& rwgaw Generated: 211712017 4:31 PM Iwantto...
| Test No Report Generated T —
Generate New Report
— Edit this Template
Performance Highiights No Report Generated Share this Template
Request Data using this Template
Delete this Templats
™ Water Performance No Report Generated e LALL s
-— T ————————
Fuel Performance No Report Generated [1wantto... 2]
™ | ENERGY STAR Certification Status No Report Generated | want to. v
—_ e ——
Partner of the Year Report No Report Generated [Twantto ~
e —_—— o
Sustainable Buildings Checkiist Report No Report Generated [I wantto.. v]
-— S ——"
| Waste Performance No Report Generated [1wantto v

8. Once generated, choose “Download Current report in Excel” as follows

Templates & Reports (12)

% Your new report(s) has been generated

Name ¢ Sts - Action
Test [ Generated: 202472017 408 PM
View Current Report
Download Current Reportin Excel
Energy Performance [E) Generated 22412017 331 PM | |Download Current Reportin XML
Generate New Report
Emissions Performance [ Generated 22473017 328 P gg;,‘;‘megﬂ;:ﬁ:m \

S|,

—
Request Data using this Template
[ Erorreport Generated: 2172017 4:32 PM D 4 Tommplite
—
rab Generated: /1712017 4:31 PM [ wantto..
—
[® | Performance Highiights No Report Generated I want to
—
Water Performance No Report Generated [Twantto
| Fuel Performance No Report Generated [l want to ~]

Note: The values listed in these reports are for the 12 months preceding the “Year Ending” date. You can
customize a report to get information for specific years

Note: Energy consumption in Portfolio Manager is reported monthly, which may not exactly match your utility
bills. Portfolio Manager will pro-rate the consumption on two bills to calculate monthly consumption. For
example: If your bills are from the 15th of one month to the 15th of the next month, portfolio manager does
the calculation to create a calendar month of data (e.g. Oct 1 -31).

If you are participating in the Manitoba Hydro upload — electricity and natural gas information is sent to
Portfolio Manager monthly (based on your billing cycle). You may notice the reported site energy consumption
in Portfolio Manager may not exactly match what was on the bill from Manitoba Hydro. Portfolio Manager will
pro rate readings from two bills to calculate monthly site consumption.
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3.3 Track Retrofit Projects

This section provides guidance on how monitor the results of a retrofit project.

You need:

Information about the retrofit or capital project (the dates, equipment cost, and estimated savings)

On your homepage

1. Select any property for which you want to add a retrofit project

H 0
2. click! on the “coals” tab \
Summary Details Energy Water Waste & Materials Goals sign
A
Energy Performance — Metrics Comparison for Your Property & Your Target ~ Change Time Period
(GJ/m?) =
e Dec 2008 (Encrgy Nov 2016 (Energy Median

5 Baseline) Current) Property*™

= . . ENERGY STAR score (1-100) 54 63 56 50

Baseline (Dec  Current (Nov

2006 e Source ELI (Gm?) 184 166 175 154

I Source EUI Site EUI (GJim) | 135 128 135 1.42

W site EUI Source Energy Use (GJ) 42522 38481 40478 | 42608
Site Energy Use (GJ) . 31113 28530 31107 | 32744
Eneray Gost (5) . 3301056 . 3307141 | 2477352 | 368003

Generate & Download b 1032 1070 125 | 1188

Performance Documents for
this Property

To compute the metrics at the target and median Isvels of performance, we will use the fusl mix associated with your
property's cumrent energy use.

3. On this page, click on “Add Project”

Energy Projects (0)

Name =~ Date Implemented %+ Estimated Savings Action

MNothing to display

4. Enter the project description, date of implementation, estimated costs and savings, as well as the
evaluation period
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About the Project

Name: :

(Short Description)

Date Implemented: *| E
Froject Category/Stage: 1 i Select a project category/stage El

Long Description: I U= EEEE | Font Family |*| Font Size x|

B
AW.|=i=- =@« | — 2| % » |@

Please provide detsilz about your imprevement (you have 500 characters remaining)

Cost & Savings for this Project

Cost (Investment): 5 i

Estimated Cost Savinas: 5|

Evaluating this Project

; S P T —

Evaluating Penc_rds._ Pre-Implementation: Manth| s !—Year! v

(12 months ending in) ) = -
Fost-Implementation: Month | s ear| v

[ ]
CIICk! on “Save Project”

The project will now appear in your list of energy projects under the “Goals” tab

Energy Projects (1)

Mame = Date Implemented + Estimated Savings Action
Lights 115/2014 $20,000 | want to... i_5'|

Clicking on the project will show you a quick summary of energy consumption before and after its
implementation as follows
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Energy Project Details

Property Name: Test 22

Project: Lights (implemented on 01/15/2014)
Light Change
Project Category/Stage Lighting (Stage 2)
Upgrade Cost $10.000

Estimated Cost Savings: $20,000

Evaluation Periods: Pre-Implementation: 12/31/2013
{12 months ending in) Post-Implementation: ~ 01/31/2016

Energy Performance

g
3
]
2
w

o
Pre-Implementation (12/31/2013) Post-implementation (01/31/2016)

I Source EUI Site EUI

Edit Project [e=li]

Note: For more detailed tracking of energy projects, download the energy report for your building for previous
years, and compare the buildings performance for several years before and after implementing the project

In addition to using this function for tracking the outcomes of a building improvement project, consider
tracking the results of a tenant education program.
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SECTION 4: TROUBLESHOOTING

4.1 Correct Data Errors in Portfolio Manager

Occasionally, data-entry errors may prevent Portfolio Manager from calculating annual energy consumption for
some buildings. This section addresses some of the common data-entry errors and potential ways to fix them.

What you will need:

1. Copies of your utility bills

4.1.1 Locate data errors in small portfolios (<10 buildings)

If you have a relatively small portfolio, you can check for errors by clicking on each building individually from your
homepage.

e Portfolio Manager automatically adds exclamation mark(s) ! to identify potential issues (e.g. Energy or
Water meters with errors) as shown below

Summary Details ! Energy ater Waste & Materials
Meter Summary Meters - Used to Comp
9 Energy Meters Total Change Meter Selections

w \fow asaDi
9 - Used to Compute Mefrics b o e i DR vien

Add A Meter Name
Meter ID

Current Energy Date

Feb 25, 2016 ! Electric Grid Meter #775590
12878180

e Once you click on the meter, an error message will indicate the type and date of error(s) with this meter
data.

lick!
o CIHICKS “Display All Years” in the search box.
e Based on the type of error shown, you can correct it following the suggested actions in section 4.2

Page 45



Using Portfolio Manager in Manitoba

4.1.2 Locate data errors in large portfolios (>10 buildings)

If you have a large portfolio of buildings, follow these steps to identify data errors

®
1. CIle! on the reporting tab once you have logged into your account
PN ENERGY STAR®

PortfoliolVlanager®

MyPortfolio Sharing Planning Reporting

‘Welcome MITASDTES: Account Setfings | Contacts | Help | Sign Out

ognition

Templates & Reports (33)

®
2. CI|Ck! on create a New Template. The following page will appear.

MyPortfolio Sharing Planning Reporting Recognition

Create a Report Template

Report templates provide you with an easy way to regularly access information and metrics. You can regularly prepare repol
use your custom report template to collect data from cther Portfolio Manager users. You can even share templates that you

similar needs with their properties.

© name Your Template
Name: =
Please provide a unique name for this template
e Select Timeframe

Timeframe: * ‘Current Energy Year v

{3 Each propsry must have 12 full months of data for mstrics to be calculated. If mstrics cannot be calculated, “NIA" will be
displayed in your report. Pick the last day of the 12 month period that you want.

© select Properties

Properties: * } Select Number of Property(ies) 'l”

o Select Information & Metrics

Information & Metrics: * REAFNSINGL FUGLE A i lEY  Selected ltems: 4
Save Template [+S

3. Create your error check template. Please note Portfolio Manager reports annual data for the 12 months
prior to the date you select for a timeframe. For example, to get data for 2015, select January 31, 2016.
The bill for December consumption will be added to Portfolio Manager in January. Check your Portfolio
Manager account to estimate what is the best timeframe Dec. 31 or Jan. 31 to get a year of data.

a. Enter name for your template (e.g. error test 2015)
b. Select the time-frame to collect data for a certain year (e.g. January 31, 2016)
c. Select the properties you want to run the tests for. Normally, it will be all properties in your portfolio.
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MyPortfolio Sharing Planning Reporting Recognition

Create a Report Template

Report templates provide you with an easy way te regularly access information and metrics. You ean regularly prepare repq
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that yoy
similar needs with their properties.

o Name Your Template
Name: *  |Error test 2015

Please provide a unique name for this template
o Select Timeframe
Timeframe: * | Single Year [] [Dee 31 |2DWEE||

Each property must have 12 full months of dats for metrics to be calculated. If metrics cannot be calculated, "NIA" will be
displayed in your report. Pick the last day of the 12 month period that you want

© sclect Properties

All Properties \zﬂ

Properties:

o Select Information & Metrics

Information & Metrics: * RIE=RLIGHELGLER Bl  Selected tams: 4
Save Template [eEtH]

®
4, CI|Ck! on “Select Information & metrics”. The following page will appear

Select InTormaron & Mertrics DRI WIS, © UL DU AU YIS SEreL i
~

Property Name

Parent Property Name

Address 1

Address 2

City

County

State/Province

Postal Code

Country

Property GFA - Self-Reported (m?)

Property GFA - EPA Calculated (Buildings and Parking) (m?)
Propery GFA - EPA Calculated (Buildings) (m?)
Property GFA - EPA Calculated (Parking) (m?)
Primary Property Type - Self Selected

Primary Property Type - EPA Calculated

National Median Reference Property Type

List of All Property Use Types at Property

Largest Property Use Type

Largest Property Use Type - Gross Floor Area (m?)
2nd Largest Property Use Type

2nd Largest Property Use - Gross Floor Area (m?)

3rd Largest Property Use Type
L& >

Property ID Numbers

Property Use Details

Energy Use by Fuel Source

Data Accuracy

Energy Performance Metrics
Water Performance Metrics

Waste Performance Metrics

Cost Performance Metrics
Greenhouse Gas Emissions
Renewable Energy & Green Power
ENERGY STAR Certification

Property Design

L o S - S R S 8

|y Download Full List of & Meirics Selected items: 7 of 50 maximum (View Selection) Yy Rriaatad Cancel

5. On the “Property Information” tab, select City, Property GFA — self reported (m2), and Year built
(Property Name and Parent Property Name are automatically selected)
6. On the “Data accuracy” tab, select the following alerts
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Select Information & Metrics Selected items: 12 of 50 maximum (View Selection

Property Information Estimated Values - Energy
Estimated Values - Waler
Property:|D Numbers Estimated Values - Waste

Default Values

Temporary Values

Data Quality Checker Run?

Data Quality Checker - Date Run

Alert - No meters are associated with this property

Alert - Meter has less than 12 full calendar months of data
Alert - Meter has gaps

Aleri - Meter has overlaps

Alert - Individual monthly meter entry is more than 65 days long
Alert - Data Center does not have an IT Meter
Alert - Property has no uses

Alerl - Gross Floor Area is 0 fi2

Default Data Flag - Bank Branch

Default Dala Flag - Barracks

Default Data Flag - Courthouse

Default Dala Flag - Data Center

Default Data Flag - Distribution Center
Default Dala Flag - Financial Office

Mafsnil Mats Elan  Heaenital (Canaral Madical 8 Suraicsi

Property Use Details

Energy Use by Fuel Source

Energy Performance Metrics
Water Performance Metrics

Waste Performance Metrics

Cost Performance Metrics
Greenhouse Gas Emissions
Renewable Energy & Green Power

ENERGY STAR Certification

Property Design

00000000 0ORARREOOOOO0OO

<

\&j Download Full List of Information & Metrics Selected items: 12 of 50 maximum (View Selection) EVTHEET TG Cancel

®
7. Just below “Data Accuracy”, CIle! on the “Energy Performance Metrics” tab, then select Site EUI
(GJ/m2), and Weather Normalized Site EUI (GJ/m2)

L]
8. CI|C|(! on “apply selection”, then “save template”
9. Look for the newly created report in your “Templates and Reports” list, and then select “Generate New
Report” from the dropdown menu.

Campus Report Generated: 12/12/2014 9:16 AM ‘ | want to.. = |
Emissions Performance Generated: 10/29/2014 2:59 PM ‘ | want to.. B]l
Error test 2015 No Report Generated want | _—

Generate New Report

Edit this Template
Performance Highlights No Report Generated Share this Template

Request Data using this Template
Delete this Template

| E B | S S

Water Performance No Report Generated ™
Fuel Performance No Report Generated ‘ I want fo... B"
ENERGY STAR Ceriification Status No Report Generated [Twantto. I~
Partner of the Year Report No Report Generated ‘ | want to.. E‘l
Sustainable Buildings Checklist Report No Report Generated [Twantto.. ~
r Waste Performance No Report Generated [Twant to.. ~

[} Generated reports will only be available for 90 days. After that time you just need to “generate” a new report to populate your template with datz.

10. Once generated, the report will appear at the top of your reports list. Select “Download Current Report in
Excel” to download it on your computer.
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11. Open the report in MS Excel, it should look similar to this

Home | Insert
== M Cut
153 Copy

Paste
~ . Format Painter

Clipbaard i Font 0 Alignment ™ Number i Styles =

Page Layout Formulas Data Review View Add-Ins Get Started

= = ) = o
General = E 5?]2 gﬂ o e
s |/%B 28 Conditional Format Cell | Insett Del

Formatting ~ as Table ~ Styles - g

Calibri -1z ~lA =

|Blz U |- D A

Al

- I ‘ Error test 2015

A

1

1 [Error test 2015 _l

2 |Date Generated: 09/08/2016 10:58 AM EDT
3 |Number of properties in report: 287

B c D E F G

Property Id

Property Name Parent Property Id Parent Property Name Year Ending City Year Built

12. The alert columns should help you identify buildings which need to be corrected.

Alert Options Meaning

Ok

The building utility data is complete and there were no errors identified

Possible issues

Some data issues exist (the selected alert helps identify the potential
type of error in this case).

Unable to check (

not enough data) Not enough data exists for this building. Perhaps there are no meters
associated with the building. Or there is no energy consumption data
for the specific year you ran the report for.

13. What to
a.

do when you find “Possible issues” in your report?

Check that a building EUl was calculated for each building in the report. If an EUl is calculated,
then the error may be affecting your water bills

Go to the building in Portfolio Manager.

CIiCk! on the “Energy” or “Water” tab, and then click on the meter(s). You may need to click
on each meter to identify all errors associated with that building. However, Portfolio Manager
automatically adds an exclamation mark ! to identify meters with potential issues. Once you
click on the meter, an error message will indicate the type and date of error(s) for this meter
data

lick!

CHICKS on “Display All Years” in the search box.

Consider the suggested actions in section 4.2 based on the alerts identified in your report and/or
mentioned in the error box
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This section presents some of the common data errors in Portfolio Manager and suggested solutions

e Data corrections should be based on reasonable assumptions. Check the actual paper bills before you

alter an entries in Portfolio Manager

e If you cannot make reasonable assumptions for correcting data errors, contact Manitoba Hydro to verify if

the upload was done incorrectly

Alert type

Suggested actions

No meters are associated with this property .

Check if the appropriate meter(s) was added to the
building in Portfolio Manager

Some buildings may not have meters especially if
they are part of a campus

Meter has less than 12 full calendar months of data °

Check if one of the meters has less than 12 months
of data for the year you ran the report for.

Meter data for your building may have only started
some time during the year you ran the report for.
Contact Manitoba Hydro if you think meter data is
missing for your building

Meter has gaps .

Portfolio Manager requires that all meters have
continuous dates (and no gap in billing). .

Find the entries where the gap occurs (highlighted
in red and shown in a yellow caution box at the
top).

Manually adjust the start dates (or delete entries if
needed) so that no gap remains.

If the gap is for a significant period of time, you
may close out the old meter (by entering a “Date
Meter Became Inactive” in the basic information)
and create a new meter with a “Date Meter
Became Active” for when your meter data begins
again.

Click “Save Bills.”

Meter has overlaps .

Portfolio Manager requires that all meters have

Find the entries where the overlap occurs (they will
be highlighted in red and you will see a yellow
caution box at the top).

continuous dates (and no overlap in billing). e Manually adjust the start dates (or delete entries if
For example: needed) so that no overlap remains.
Start date End date o Make sure this doesn’t affect your data accuracy
01/06/2016 30/06/2016 o In many cases, Manitoba Hydro may upload an
30/06/2016 05/08/2016 estimate for a month, followed by the actual
05/08/2016 06/09/2016 consumption for that month. In this case, you
should delete the second bill of the overlapping
ones confirm entries using the paper utility bill.
e C(lick “Save Bills.”
Individual monthly meter entry is more than 65 days e  Manually adjust all billing periods longer than 65
long days.

Portfolio Manager will not generate weather-
normalized* source EUI data for your building if a billing
cycle is longer than 65 days.
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e  Click “Save Bills.”

The date the meter became active creates a gap of e  You can ignore this message. Generally it means
missing bills entered between the date that the meter the date you entered for the date the meter
became active ... became active precedes the date of the billing

information that was uploaded. For example if the
date the meter became active was entered as Jan.
2000, and the first bill that Manitoba Hydro
uploaded was Sept. 2010, the error message would
appear. This does not affect reporting as long as
you choose a reporting time frame that begins
after the 1* bill was uploaded.

Data Errors — common fixes

Meter Overlap 1

1. By scrolling down to the date where the error occurs, you will find the following data entry error

BETE 72075 TOATE THST

41112018 51172016 1454368 123925

S11712018 61912016 12,140 107022

62016 71412016 15,3516 135884

71142016 812016 12216 1,060.60

1112016 6132016 11,006.28 990.98

102472016
9132016 101122016 173152 1,00025 o

confim this is cofrect of remove the overlap by adjusting the dales per your

100252016
9132016 101132016 173152 1,000.25

11102016 14,044.24 111954

1111022016 1211212016 18,430 157710

Suggested Solution:
It is possible that the first entry was an estimate entered by MB Hydro’s Auto-upload

1. Check your actual paper bill to see if this is actually the case.
2. If thisis the case, you may delete the first duplicate entry by checking the box beside it as follows
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T TR T, oIS “.‘46!3 173 T | Maniota Tyaro
| Web Services
a0
0 4mizoe 52016 1454368 123925 a a
b Services
7142016
(ST BY2016. 12140 107022 a a
Web Services
8112018
0 682016 TN42016 153516 135884 a8 a Manitoba Hydro
b Services
82972016
0 7142018 2016 12216 1,05060 =] a
Web Services
92672016
O eiote 9132016 1,095.28 900.98 =} e H
S Web Services.
I 10124/2018
@ |omazoe B [one B [ume | 100025 | @ O | tantobabivero
E i I I i
ry 10132016 your
meter entries and saving your changes. For more help, see
101252018
@ 9132016 10132016 173152 100025 =] Manitoba Hydio
Wb services
w20
O 1132016 111012016 1404424 1,1954 =] e
Web Services
12/19/2018
o 102016 12122016 18,480 157710 =] © | Manitoba Hydro
Web Services.
11872017
O 12122016 1132017 26,160 1.90195 [ a
Web Services
2162017

3. Scroll to the bottom of the page and click “Delete Selected Entries”

10252016
O | e132018 10132016 73152 100025 a O | Mantoba Hydro
12112016
@ | 10132018 11102018 14,044 24 1,10.54 @ O | Manitoha Hydro
Wb Services
121972016
O 1102016 121212016 18,480 1,577.10 a a
Vieb Services
11812017
o 12122018 1132017 26,180 1,90195 7] @ Manitoba Hydro
Web Services
211612017
O 1132017 21,680 174193 =] (=] it
Web Services
X

& Leam how to copy/paste

Upload data in bulk for this méfer:

oﬂﬂmuxdln Green Buton XML B Download to Excet

u You can copyipaste into the table above (insinictions in this

EAQ) or upload an Excel spreadsheet using our simple

spreadsheet template.
Chaose File | No fle chosen [ uptosd |

Follow Us [ K3 i 3

Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings 8 Plants Website

Save Bills Cancel

4. The Following message will appear
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L]
You have chosen 1o delete one or more meter entry from your property. If you
continue, this information will be deleted and will not be recoverable. Are you sure you
want to continue?

5. Click “Continue”
6. Click “Save Bills”

A green banner will appear on top of the page confirming your updates.
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4.3 Frequent Issues

Negative entry

1. A meter may have a negative entry as shown below

4/25/2016
O | 32016 4172016 123,226.1 27,320.03 O Manitoba Hydro
Web Services

Matural Gas #732652 Ashdown Hall has an overlap of 32 days between 03/01/2016 and 04/01/2016. Please confirm this is comrect or remove the
overlap by adjusting the dates per your meter entries and saving your changes. For more help, see this FAQL

41252016
-17,131.34 O Manitoba Hydro
Web Services

w
=
]
(=]
[a}]
&=
o
)
o
[=1]
L1
1}
[{=]
L]
on
(%]
oy

512312016
0 | 41206 51112016 35,523.12 9,400.98 O Manitoba Hydro
Web Services

Suggested Action:

e In this case, it is possible that the second entry for March 2016 was an adjustment for the first entry
which may have been estimated.

e  Check your actual bills to see if you can reasonably delete the second entry and subtract the negative
consumption and cost value from the first entry.

o Consumption between 3/1/2016 and 4/1/2016 should be adjusted to 123,226.1 — 56,910.63 =
66,315.47

o Cost should be adjusted to 27,320.03 - 17,131.34 = 10,188.69
e Ensure the end date of the last reading is the start date of the new reading

Meter Gap

The meter may have a gap between entries as shown below

[ | 9172016 10M1/2016 5,240.65 2,676.15 O

Matural Gas #732652 Ashdown Hall has a gap of 30 days between the dates of 10/01/2016 and 11/01/2016. Please confirm this is comrect or remove
the gap by adjusting the dates per your meter enfries and saving your changes. For more help, see this FAQL

121512016
|| 11/11/2016 12012016 33,200.23 6,285.52 n| Manitoba Hydro
Web Services

e In this case, it is difficult to assume the consumption value for October 2016 based on these entries

e  You may need to consult with your actual bills to add this entry manually or contact Manitoba Hydro
about this issue.
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No Energy Star Score

MB Hydro’s Web Services uploaded my energy use history, but | still haven’t received my benchmark score from
Portfolio Manager

Solution #1: There are many reasons why your facility may not have a rating. The best way to find out why is to
click on the link that says “N/A” next to the facility name, where the score would otherwise appear. Reasons will
be displayed. Also, evaluating your data by running the Data Quality Checker can identify issues with your record.
This helpful tool is found on the Summary Tab of Portfolio Manager. For additional assistance with Portfolio
Manager and your benchmark score, visit the Frequently Asked Questions page here
http://energystar.supportportal.com/ contact the EPA’s Help Desk at buildings@supportportal.com or Natural

Resources Canada benchmarking webpage

http://www.nrcan.gc.ca/energy/efficiency/buildings/energy-benchmarking/3691

Managing the Portfolio Manager Account — Account Administration
Someone left my company, how can | get access to their buildings in Portfolio Manager?

Solution #2: The fastest solution is to directly contact your former colleague ask that they transfer the properties
to your account. Note that you must be connected to MB Hydro Web Services BEFORE the transfer to leave the
meter sharing intact. However, if you are unable to contact this individual and EPA can verify in the database that
both accounts are registered under the same company, EPA can transfer the properties on behalf of the former
owner. Send EPA a request through the EPA “Ask a Question” form - be sure to include both Portfolio Manager
usernames and which properties you want transferred.

To avoid similar complications and/or delays in the future, EPA strongly recommends implementing one of the
following procedures:

e (Create a corporate account which “owns” all of the properties. Have the Portfolio Manager administrator
or co-ordinator share properties with employees’ individual accounts as necessary. When an employee

Ill

leaves, this main corporate account co-ordinator or administrator will “unshare” with her/him. It can then
share with the account of the person taking over the position.

e Ensure that all properties are transferred to the appropriate new property data owner before an
employee leaves.

e Record the username and password of your corporate account in the event your Portfolio Manager

coordinator administrator is not available in the future
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SECTION 5: ADDITIONAL RESOURCES

For additional help, we suggest you refer to :

e Natural Resources Canada (NRCan) benchmarking webpage
http://www.nrcan.gc.ca/energy/efficiency/buildings/energybenchmarking/3691 or email your question to
info.services@nrcan-rncan.gc.ca

e US Environmental Protection Agency ENERGY STAR® Portfolio Manager®webpage
https://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-
manager and online helpdesk at https://portfoliomanager.zendesk.com/hc/en-us.

e ENERGY STAR® Portfolio Manager® Training Page
https://www.energystar.gov/buildings/training/training#thowto

Contacts

Manitoba Hydro ckuleza@hydro.mb.ca phone: 204.360.4941
Green Building Coordination Team greenbuilding@gov.mb.ca

Natural Resources Canada Info.servicesnrcan-rncan.gc.ca

Sample Report A: Data Source: PORTFOLIO MANAGER
You can use Portfolio Manager to prepare the following report. This information will be of interest to building
owners, account managers, building operators and financial officers.

Building Report Energy Water GHG

Last Year Current

Total Site | Year Total Current
Energy Use|Site Energy| Current Current Current Last Year Year LastYear | This Year
Current All Use All Year Last Year Year Last Year Year Water Water metric Metric
Year Sources Sources National Energy Energy |Water Use|Water Use Cost Cost Tones Tones
Buildings GFA (m2) GJ/m2 GJ/m2 Median Cost $ Cost $ m3/m2 m3/m2 S S CO2e C02e
Building A
Building B
Building C
Building D
Building E
Building F
Total
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Sample Report B: Data Source: PORTFOLIO MANAGER

You can use Portfolio Manager to prepare the following report. This information will be of interest to building
owners, account managers, building operators and financial officers.

Using Portfolio Manager in Manitoba

Monthly/Quarterly

Energy

Water

Current
Year
Buildings GFA (m2)

Electricity
kWh

Electricity

$

Natural
Gas
m3

Natural
Gas
$

Other
Energy Use

Other
Energy

$

Total
Energy Use
GJ

Total
Energy
Cost$

GJ/m2

Energy Use| Water Use

m3

Water
Cost

Water Use
m3/m2

Building A

Building B

Building C

Building D

Building E

Building F

Total
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SECTION 6: GLOSSARY

Energy use by type is a summary of the annual consumption of an individual type of energy (e.g. electricity or

natural gas). Annual totals are available for every energy type electricity (grid, onsite solar, onsite wind), natural
gas, district steam, district hot water, district chilled water (electric driven chiller, absorption chiller using natural
gas, engine-drive chiller using natural gas, other), propane and liquid propane, fuel oil (no. 1), fuel oil (no. 2), fuel
oil (no. 3), fuel oil (no. 4) and fuel oil (no. 5 and no. 6), diesel, kerosene, wood, and coal (bituminous and
anthracite).

Units for energy, water and emissions, standard metric units include square meters for area, joules for energy,

kilograms and Metric Tons for emissions and cubic meters for volumes. For example: energy use intensity (EUI) will
be in gigajoules per square meter (GJ/m2). Area will be in square meters (m2). Volume of water will be in cubic
meters (m3). Emissions will be in Kilograms (kg) or Metric Tons (t).

National median is the median reference point for your building based on the Commercial Building Energy
Consumption Survey (CBECS). The median is a useful benchmark: 50% of properties perform below the median,
and 50% perform above the median. The way the national median is determined will depend on your building.

B If your building has an energy star score, the national median is the Source EUI that will give your building
an Energy Star Score of 50. This means the median is normalized to account for weather and business
activity, telling you what a median building with your activities would consume.

B If your building does not have an Energy Star Score, the national median is the Source EUI from CBECS,
without any normalization for either weather or operation.

Site energy is the annual amount of all energy your building consumes onsite, as reported on your utility bills. Use
site energy to understand how the energy use for a property has changed over time.

Weather normalized site energy is the energy use your property would have consumed during 30-year average

weather conditions.

Source energy is the total amount of raw fuel that is required to operate your building. In addition to what the
property consumes on-site, source energy includes losses that take place during generation, transmission, and
distribution of the energy, thereby enabling a complete assessment of energy consumption resulting from building
operations. Use it to understand the complete energy impact of your building, and to compare the energy
performance of buildings across your portfolio.

Weather normalized source energy is the source energy use your property would have consumed during 30-year

average weather conditions.

Weather normalized metrics, which are automatically calculated in Portfolio Manager, are adjusted for the actual

weather in your area. For example, if your area has a hotter than usual summer, your metrics will be adjusted
because you will have to use more energy in this situation. Weather normalized metrics ensure that there won’t be
a penalty for that hot summer because not all metrics are weather normalized.
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Degree days measure the amount of heating or cooling necessary at your property. Degree days are measured
relative to a base of 65° F. Above 65° F it is assumed that you will need to have cooling and below 65° Fitis
assumed that your building will need to have heating.

Heating Degree Days (HDD) is the equivalent number of days you would have to heat your building by 1 degree to

accommodate the heating requirement. For example, if you have a day on which the temperature is 55° F, that day
is worth 10 Heating Degree Days because it is 10 degrees below 65° F. HDD is calculated in this way for each day of
the year and summed up to get the total HDD.

Cooling Degree Days (CDD) is the equivalent number of days you would have to cool your building by 1 degree to

accommodate the cooling requirement. For example, if you have a day on which the temperature is 80° F, that day
is worth 15 Cooling Degree Days because it is 15 degrees above 65° F. CDD is calculated in this way for each day of
the year and summed up to get the total annual CDD.

Energy Star Score is a measure of how well your property is performing relative to similar properties, when
normalized for climate and operational characteristics. The Energy Star Scores are based on data from national
building energy consumption surveys, and this allows Portfolio Manager to control key variables affecting a
building’s energy performance, including climate, hours of operation, and building size. What this means is that
buildings from around the country, with different operating parameters and subject to different weather patterns,
can be compared side-by-side in order to see how they stake up in terms of energy performance. The specific
factors that are included in this normalization (Hours, workers, climate, etc.) will depend on the property type. The
1-100 score is set so that 1 represents the worst performing buildings and 100 represents the best performing
buildings. A score of 50 indicates that a building is performing at the national median, taking into account its size,
location, and operating procedures. A score of 75 indicates that a property is performing in the 75" percentile and
may be eligible to earn Energy Star certification. The 1-100 scale is based on the country in which your building is
located. Properties in the US are compared to the national population of properties in the US. Similarly, properties
in Canada are compared to the national population of buildings in Canada.

Greenhouse gas (GHG) emissions are the carbon dioxide (C02), methane (CH4), and nitrous oxide (N20) gases

released into the atmosphere as a result of energy consumption at the building. GHG emissions are expressed in
carbon dioxide equivalent (C02e), a universal measure that combines the quality and global warming potential of
each greenhouse gas. Emissions are reported in four categories, each is available as a total amount in metric tons
(Metric Tons C02e) or as an intensity value in kilograms per square foot (kgC02e/ft2).

Direct emissions are emissions associated with onsite fuel combustion (e.g. combustion of natural gas or fuel oil).

Indirect emissions are emissions associated with purchases of electricity, district steam, district hot water, or

district chilled water. These emissions occur at your utility’s plant, but they are a result of your building’s energy
consumption and therefore contribute to the overall GHG footprint.

Biomass emissions are emissions associated with biogenic fuels such as wood or biogas (captured methane). The

only biomass fuel available in Portfolio Manager is wood. Biogenic fuels are combusted onsite, but do not
contribute to direct emissions.

Total emissions is the sum of direct and indirect emissions.

Page 60



Using Portfolio Manager in Manitoba -

SECTION 7: QUICK START

Use Portfolio Manager to collect, monitor and report building energy use/cost, water
use/cost and greenhouse gas emissions.

Portfolio Manager Website https://portfoliomanager.energystar.gov/pm/login.html?lang=en

Refer to Guide To Using Portfolio Manager in Manitoba (the Guide) if you need to, relevant sections are indicated.

Action Tip

1. Appoint a Portfolio Manager e Choose someone who is familiar with the
Co-ordinator/Administrator (PMC/A) processing and payment of utility bills
e The responsibilities of the PMC/A are outlined in
Section 1.1 in the Guide

2. Select a username and password for the e Use the organization’s name as the username.
organization’s Portfolio Manager account e Store the user name and password in a safe place
for future reference

3. Create a list of the buildings owned by the e  Use the utility bills to compile a list of buildings
organization your organization owns. The bills have some of the

information you need to set up the Portfolio
Manager account.

e A spreadsheet will help you collect all the
information you need to set up each building in
Portfolio Manager. (A suggested template is
provided below. If you prepare the spreadsheet in
excel you can cut information from the
spreadsheet and paste it into Portfolio Manager
upload templates)

e If you are missing information about a building,
consult your facilities department.

4. Go to the website and create the Portfolio e See Section 1.2 in the Guide
Manager account

5. Add buildings to the Portfolio Manager e See Section 2.1 in the Guide
account e If you don’t have information select default values
and update it later:
o enter 1800 if you don’t have a built date
o enter 1m’if you don’t have GFA

6. Add meters for each building entered into e See Section 2.2 in the Guide
Portfolio Manager e When adding water meters select the water tab
o Change the meter default name to
account number from the utility bill
(unless there are multiple meters)
e When adding energy meters, select the energy tab
o For electricity & natural gas meters change
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the default name to the actual meter #
indicated on the Manitoba Hydro bill

o For propane, diesel etc change the default
name of the meter to the account #
indicated on the utility bill

7. Register for Manitoba Hydro’s Auto Upload. e See Section 2.3 in the Guide
Connect to Manitoba Hydro Web services e It will take 2-3 business days for Manitoba Hydro to
process the connection request.

8. Activate the upload service by providing e See Section 2.3 in the Guide.
Manitoba Hydro the account numbers and e After you receive the notification from Manitoba
meter numbers for each building Hydro

o Select the buildings you want to share
with Manitoba Hydro and give permission
to share and exchange data.

o Manitoba Hydro will send up to 10 years
of data to the building account and upload
all future utility use every time a Hydro bill
is prepared.

9. Enter water and the other energy sources from e See Section 2.5 in the Guide
monthly utility bills e Enter the information from the utility bill(s) when
they are received and processed for payment (do
not enter bills from Manitoba Hydro as the
information is auto-uploaded)
e The uploaded cost of electricity and natural gas
excludes taxes.

10. Report e See Section 3 and Section 5 in the Guide
o Generate reports for Financial Officers &
Facility Managers
o Compare yearly or year-to-year energy
use/cost, water use/cost and GHGs

11. Account maintenance e See Section 4 in the Guide
e Portfolio Manager identifies data errors with 1.

e Review the Portfolio Manager account monthly and
fix errors.

Suggested template for the building information collection spreadsheet

S — ° o o S 0
[ E) — [
L B “m * < s 3 = 25 5 € * = <
& Y 9] + ** > = I o 3 > o - *=* =
< _ — f=4 E [ I
S w = E s T 2 o E 5] 9 2 < s o
o o = IO 9] 5 2 s 3 5 3] 5 9] 3
2 v a S o g 5 3 © 2= 22 < 2 = 3 3 @
£ ¢ o 2a S S s = b= n < o &
2 < @ > 8 kel < = E > - © o £ o o > 0
S z b 5 =2 [ = 5 2 € £ [CI] © s 3 S = ] 2
@ < R} o P g 3 S 5 g = 3 = = g o] 2 S
£3| & | & g |58 5 | T8| § |8 g | % g 2
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= < (G] g 2 = << © a a o <
3 O b w © z =
@ @ w = o
Building A
Building B
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Definitions for using the template:

A. Year Built. If the year built is unknown, enter year 1800. The year 1800 is obvious and it will remind you
to update it later. Year built has no effect on the calculations in Portfolio Manager.

B. Gross Floor Area (GFA). Based on the ASHRAE definition, GFA is the sum of the floor areas of the spaces
within the building, including basements, mezzanine and intermediate-floored tiers, and penthouses
with headroom height of 2.2 meters or greater. GFA is not the same as building area. Building area
means the greatest horizontal areas of a building above grade, within the outside surface of exterior
walls or within the outside surface of exterior walls and the centerline of firewalls. Building area
projects the biggest footprint on the “grade” wall, or from the mid-point of common walls.

Floor area net

Floor area gross

Structure area

C. If a building has more than one meter for a water or energy source you must enter each meter and the
associated meter number into Portfolio Manager. Use meter numbers to track that the use and cost
has been provided by the utility company for billing period. Count the number of meters for water and
each energy source, the number of meters will be helpful if you decide to create a template in Portfolio
Manager to upload water and energy bill information for multiple buildings at a time. For instructions
on how to upload spreadsheets into Portfolio Manager refer to the Guide, Section 2.2.2, and Section
2.5.
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