sTEP 5 Add the City of Seattle as a Contact

Tip Watch the
Confirm Energy Use
Intensity (EUI) and
Report Your Data
training video for more
detailed instructions

to complete the
benchmarking process
and submit your report
to the City.

O Click on the Contacts link in the upper right hand corner of the screen.
O Click Add a Contact to search for users that you can connect with.
O In the Username field, type in “SEATTLE.GOV” and click search.

O From the Search Results page, select City of Seattle Annual Reporting and click
connect.
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Search Results
The rasults of your search are listad below. Clicking "Connect” will send a raquest to the person asking them to confirm your raquast to add them as your contact.
Ifthey accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet, you will see them as an

unconnected contact in your address book. Connecting with contacts will make it 4 Manager
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O Fill in your Contact Name, Contact Email Address and Contact Phone Number.
O Agree to the Terms of Use and select Send Connection Request.

O imporRTANT The City of Seattle processes new contact requests hourly. You will
be sent a confirmation email when the City of Seattle accepts your request.
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Send a Connection Request to City of Seattle Annual Reporting to Begin Exchanging

Data
City of Seattle Annual Reporting requires the following information in order to exchange data with your property(ies). If you have any questions about how to
complete this information, please contact City of Seatfle Annual Reporting. Once your connection request has been accepted, you can share individual properties

andlor meters with them to get started exchanging data

Contact Name: ;] J Example: John Smith
Fst od v i - Charack
Contact Email Address: = | Exampe: jsmin@youremai.com

Please provide an email 5o thal ve may contact you with questions of program updaes - Characters.

Contact Phone: - | Example: (208) 727.8434

Please provide a phone number (including area code), 5o that we may contact you with questions. - Characters

Terms of Use: 1 understand, on behalf of Customer, that the EPA requires information about Customer's facilty (which Customer il provide
direcly to the EPA) Customer's morthly utity biing data, and other data as may be required by EPA's ENERGY STAR Portiolio Managar spplicationin order to
calculate Cust ta and rating. This information will nelp Customer track the energy usage and efiiciency of its facilties. | authorize, on behalf
of Customer, the annual reporting of Customer's energy ion date, building square footage, and other istics as may be required to fulfll the
requirements of Section 22.920 of the Seattle Municipal Code and Director's Rule DR 6-2011. | also authorize, on behalf of Customer, the City of Seattle to
electronically transfer such data from the EPA's ENERGY STAR Portfolio Manager appication. This data transfer s at the request and on behalf of Customer and
as such, Customer agrees o release and hold harmless the City of Seattle from any liabiliy, claims, demands, causes of action, damages or expenses resulling
from any release of information or data from the EPA's ENERGY STAR Portfolio Manager application pursuant to this authorization. | understand that the City of
Seatlle will not publicly post information about the energy performance of individual buildings. Any questions the City receives related to a building’s energy
performance will be referred to the building owner. In addtion, to respect concerns for the disclosure of energy consumption information related to any single
individual or business process. all energy data reported to the Gty of Seattle will be ted entire building or ilding - it willnot include
individual meter readings, or any information related to the operational characteristics of a building, such as hours of use. However, underWashmglon State Law
(reference RCW Chapter 42.56, the Public Records Act) all recards received of created by the City of Seattle idered public records lude
annusl ensry consumption eports 83 required under Sestile Municipal Code SWC-22.920. The Public Records Act (PRA) requiresthat public recards must be
promptly disclosed by the City upon request unless the PRA o ather ifically exempts racords fr Vihile it is not a legal obii the City
may exercise ts discretion to provide natifcation of a publi fecords request {0 the subjsct of the records, and allow a reasonable amount of time for me subject of

the records to pursue a court injunction preventing release.
Send Connection Request (;an;g\/

* [ I agree to my provider's (City of Seatile Annual Reporiing) Terms of Use.

Agreement

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
Virtual help by appointment.
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