@ PUGET SOUND ENERGY

EnergyCAP Job Aid

EnergyCAP: Link an account and a building to ENERGY STAR®

Portfolio Manager®

Purpose By the end of this job aid you will be able to link an account and building in EnergyCAP to
an account and building in ENERGY STAR® Portfolio Manager®.

Audience EnergyCAP customers and PSE users.

Link an EnergyCAP account to an
ENERGYSTAR® Portfolio Manager®
account

Your Organization Qa? & M

o > Marth Buldings > Your Building Name [YOUR_BUILDING_NAME]

genizstic
ENERGY STAR is hot agured
Submit ene ings to
ENERGY & \
STAR score and our bul mance
GelSlorled Lo more

LEARN MORE AT
energystar.gov

Select a building in EnergyCAP.

Click the building's ENERGY STAR tab.

Click the Get Started button.

ENERGY STAR Settings

Before you can submit data to Portfolio Manager you must first invite
EnergyCAP to share data with your Portfolio Manager account by following
these steps:

1. Create a Portfolio Manager account[# (if you don't have one).
2. Create properties in Portfolio Manager.

3. Sen nnection request to EnergyCAP ENERGY STAR Admin
fro olio Manager.

Start Connection Request | already sent a connection request

/ \
1. Connect > 2. Verify Connection » 3. Settings ( ?)

Click the Start Connection Request
button.

(Note: If you do not yet have an
ENERGY STAR® Portfolio Manager®
account, follow the steps shown to
Create a Portfolio Manager Account.

Or see 2a_JobAid_EnergySTAR-
AddProperty to add a property in
Energy Star.)
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EnergyCAP Job Aid

EnergyCAP: Link an account and a building to ENERGY STAR®

Portfolio Manager®, continued

f"’\'; ENERGY STAR® i ~
== Portfoliol\Vlanager® AR—

Welcome to Portfolio Manager ENERGY STAR

Helping you track and improve energy effisienzy across youl tiolin of properties Buildings Homepage

Voigol
Langa

Learn More About

m Portfolio Manager
) Mhese Irks srovide mare sfomston from
Create a New Account

ENERGY §TAR and are not available in Franch.

Enter your username and password.

YOt g 1 LTS GOVOIMOT IS Sy Sy USAQH sty b mOnlonss, oo, a0 SEon i0 sl | manzen us o7 e syinm & pronsiisd s sije o
‘ cminal Useof resorang,
- N ENERGY STAR Welcome : Account | Notifications | ENERGY | Contacts | Helo | Sign
A STAR out

=& PortfolioManager®

Send a Connection Request to EnergyCAP ENERGY STAR Admin to Begin Exchanging

Data
EnergyCAP ENERGY STAR Admin requires the following information in order to exchange data with your property(ies). If you questions about how to
complete this information, please contact EnergyCAP ENERGY STAR Admin. Once your connection request has been accey share individual

properties and/or meters with them to get started exchanging data

Click the Send Connection Request
button.

Provide your Portfolio Manager username so we can verify and acc
your connection request.

Portfolio Manager username @

@ Connect » 2. Verify Connection > 3. Settings ( 2)

Terms of Use None Provided
‘ Follow Us 1,nmm Contact Us | Privacy Policy | Accessibiity Statement | Browser ENERGY STAR Buildings & Plants Websita
. |
, : In EnergyCAP, enter your ENERGY
ENERGY STAR Settings Cancel | Verify

STAR® Portfolio Manager® username.

Click Verify.
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Portfolio Manager®, continued

EnergyCAP Job Aid

EnergyCAP: Link an account and a building to ENERGY STAR®

ENERGY STAR Settings Cancel | Save

o We found your connection request. Set your earliest submission my
and click Save to complete your ENERGY STAR configuration.

Portfolio Manager usemname

your username

Earliest submission month

Select the Earliest submission month
and year for which you would like
EnergyCAP to submit data.

Share your properties in Portfolio Manager
with EnergyCAP

Before you can submit data to ENERGY STAR you need to
share your Portfolio Manager properties using the
following settings

Web Services Provider
EnergyCAP ENERGY STAR Admin

Properties

All Properties

Permissions LEARN MORE AT
Bulk Sharing, Exchange Data Full en Sta r.gov

Check for Shared Properties | | Share Propertles | ©

January v 2022 v 1 0 Clle Save.
@ Connect > @ Verify Connection > 3. Settings @)
A 4
Link an EnergyCAP building to an
ENERGY STAR® Portfolio
Manager® building
il Click the Share Properties button.

P ENERGY STAR®

Portfolio)Manager®

Recognition

Welcome mdanklefs: Account | Notifications @ | ENERGY @ | Contacts | Help | Sign
Setlings STAR out

Notfications

MyPortfolio Sharing Reporting

Share Properties for Exchanging Data

Choose Permissions Set Up Connections Chack Existing View Resulis/ Confirmation
Permissions.

Sometimes it's really important to be able o share your property with someone else. Use this option to set up automatic exchange of data with your ulility or service

provider.

) Uniike "regular sharing,” when you "bulk share”
Select Web Services Provider (Account) wlth a Wb Service Provider, you can only pick

Which web servicas providar (account) do you want to share these properties with in ordar 9N Pravider. This is because tne bulk share dapends
o exchange data? You can share multiple progeries at onee with a single provier. on the requirementsisattings of the provider.

Select web services provider from my contacts book:

EnergyCAP ENERGY STAR Admin (G}

On the Share Properties for Exchanging
Data page, select EnergyCAP ENERGY
STAR Admin from the Web Services
Provider drop-down menu.
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EnergyCAP Job Aid

EnergyCAP: Link an account and a building to ENERGY STAR®

Portfolio Manager®, continued

Select Properties

‘Which Properties de you want to share® Mate that while
nelude unsupportad meter types, those specific mad

share propertics tat
| net be shared,

Selocled Properties: 0

Click Select Properties.

Select Properties

Search:

Name +  Property Type 4 State/Provinces
Building 1 Retail Store wA

Building 2 Restaurant WA

Fast Food

/] I

@ | buiding3 Restaurant wa

Building 4 Pre-schoolDaycare | WA

Personal Services
Building 5 (Health/Beauty, Dry | WA
Cleaning, etc)

Building 6 Restaurant WA
Personal Services

Building 7 (Health/Beauty, Dry | WA
Cleaning, etc.)

Building 8 Other - Recreation WA

Building 9 Retail Store WA

 First | Previous ELICRERR] Next | L '\mov\

Selected Properties:9 (View Selection)

Filter Properties (9)
Filter by Property Type

(0 Fast Food Restaurant (1) =<
(O Other - Recreation (1)
(0 Personal Services (Health/Beauty, Dry

Filter by Construction Status

(O Existing (3)
[ Test(6)

Filter by State/Province
O Washington (9)
Filter by Shared from

(0 None - My Properties (PDA) (9)

5

Apply Selection [Jestes]

Select all properties.

Click Apply Selection.

selected Properties. 1

Choose Permissions

o £2  iryou only need 1o choose one permission (because you are giving the same permissions
for all your shares), you can choose that permission here. Otherwise, you may assign
¥3)  different permissions for different properties and/or contacts on the next screen.
® Bulk Sharing (Simple Option) - | want to give all my properties and meters the same
permissions
@ Exchange Data Full Access (with full access to all properties and meters)
O Exchange Data Read Only Access (with read only access to all properties and
meters)

O Exchange Data Custom Access (customized access by meter type, such as
electricity and gas, for all properties)
O Remove Access (i.e. remove existing access to all properties)
O Personalized Sharing ("Custom Orders”) - | want to give different permissions for
each property and/or meter.

rize Exchange e

Follow Us [} i b B3

Policy | Browser Requirements | ENERGY STAR Buildings & Plants Websi

Select Bulk Sharing, Exchange Data
Full Access.

Click Authorize Exchange.
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EnergyCAP Job Aid

EnergyCAP: Link an account and a building to ENERGY STAR®

Portfolio Manager®, continued

Your Organization > [ North Buildings [NORTH_BUILDINGS_] 8 C I | Ck th e LI n k b u | Id | n gS b utton.

Calendarized Data  Normalized Data ~ Savings | ENERGYSTAR  Properties

@ Youhave 9 properties in Portfolio Manager that are not linked to any buildings in EnergyCAP. Link Buildings

This organization has no buildings configured
to submit to ENERGY STAR

Link a building to a property in Portfolio Manager to

submit usage data and receive scores on your building's
energy use and benchmark performance.

Link Buildings  Learn more[ LE AR N M 0 R E AT
a

s 9 Locate the building you are linking in
the list and click Link Building.

Unket tatis
[I " ] unlinked Buildings =

Building ENERGY STAR Configuration Concel | Save 1 O Select the property in the Portfolio

e et e ety e Manager drop down list on the right.
f PSE Headquarters [PSE_HEADQUARTERS] I Choase
Paula's Office Playground
Maoters to Subma to ENERGY STAR Use/Day Cost/Day HB00E5E
PSE Headquarters - ELEOT 1.952.90 kWh SP0aTA oo esdriaey

2 1 1 Click Save.
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