sTEP 6 Share Building with the City of Seattle
O After you are connected to City of Seattle Annual Reporting, share your property
and associated meters with the City of Seattle.
O Go to the Sharing Tab and click Share (or Edit Access to) a Property.
O Select the properties to share with City of Seattle Annual Reporting.

O Under Choose Permissions, select the second option:
“Personalized Sharing & Exchange Data.” Click Continue.

O On the next screen, choose Exchange Data for each property.

MyPortfolio Sharing Planning R

Share Your Property(ies)

Sometimes it's really important to be able to share your property with someone else. Maybe they need t
information (perhaps automatically) or process applications for recognition. If this sounds like what youl
you'd like to share and who you'd like to share with them.

Select Properties to Share

We'll get into the details of the level of access Iater. For now, which properties do you
wantto share?

[ Muttiple Properties BE select Properties

Selected Properties: 2

Select People (Accounts) to Share With

Which people (accounts) do you wantto share these properties with? The access for
each can be different and you'll be able to specify that on the next page.

Ect contacts from my contadreNqgok:

| Annual Reporting, City of Seattie
| Bteenson, john

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

Name (ID) None R::g&":!’ Full Access Custom Access / Exchange DA
v 1049690 TEST BUILDING 2 (3620234)

Annual Reporting, City of Seattle @
v 1D49691: TEST BUILDING 3 (3620235)

Annual Reporting, City of Seattle 9
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O On the Access Permissions page, enter the City of Seattle Building ID (this
number is 1-5 digits and is not the Portfolio Manager Building ID). Find the
number of the notification or warning letter. Contact the help desk if missing.

O IMPORTANT: Select the Access Permissions as follows:
Property Information: Read Only
All Meter Information: Read Only
Goals, Improvements: Read Only
Recognition: Leave as None

Select Data Exchange Access Permissions to |D49690: TEST BUILDING 2 for
Annual Reporting, City of Seattle

Annual Reporting, Citv of Seattle requires the following information in order to provide semvices to your

property(ies). If you have any questions about how to complete this information, please contact Annual
Reporting. City of Seattie

City of Seattle Energy * |49690

Ex)mple: 1147
Benchmarking Building 1D:

Building identifier proyi The City of Seattle Energy Benchmarking program (NOT
76 Manager Building ID). If you do not know your City of Seattle Building ID,
contact (206) 727-8484 or click on "More Information” below.; Between 1and 5
Charscers More Informstion

Please selectthe permission level you would like to
TEST BUILDING 2 for each category:

Annual Reporting. City of Seattle for ID49690

Item None/ Read Only Access\ Full Access
Property Information
v All Meter Information

Electric Grid Meter

(You may need to scroll down to view all the information.)
O Scroll down. For Share Forward, select “No”.

NOTE If you have more than one building do the above steps for each building.

Name (ID) None R:z‘:eos';" FullAccess | Custom Access = Exchange Data
v ID49690: TEST BUILDING 2 (3620234)

Annual Reporting, City of Seattle @ Edit
v 1D49691: TEST BUILDING 3 (3620235)

Annual Reporting, City of Seattle @ Edit

Share Property(ies) ancel

O Click Apply Selections & Authorize Exchange.

O When complete (for all buildings you are sharing), click Share Property(ies) again.
O Tomorrow, look for a confirmation email from the City for each building shared.

NOTE If you do not get an email tomorrow, please check your “spam” or “junk”
folder for it. If missing, contact the Help Desk.

‘ IMPORTANT It is the responsibility of the building owner on record to confirm accurate
annual compliance. Reports with unusually low or high (outlier) EUIs or other errors will
be flagged for accuracy and required to make corrections.

HELP DESK: EnergyBenchmarking@seattle.gov or (206) 727-8484
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