W encrgy il Obtain Usage Data: Puget Sound Energy

benchmarking
>> PUGET SOUND ENERGY “MYDATA"

PUGET Phone: (425) 424-6486
SOUND Fax: (425) 462-3418
ENERGY  fmei: mydata@pse.com

Website: https://www.pse.com/pages/your-property/my-data

PSE CUSTOMERS: These instructions will show you how to enroll in PSE MyData
to obtain your buildings natural gas usage history. MyData will also provide
automated monthly uploads of gas usage thereafter once enrolled.

1. Add PSE as a Contact

O If you have not previously added PSE as a contact, you will need to add them:

IMPORTANT: 1. Click the Contacts link in the upper right hand corner.
PSE requires release .
forms if you have four (4) 2. Click on Add Contact.

or fewer tenants in your

building that each receive
PSE SEI‘ViCE. Each account This is where you keep track of your contacts and/or organizations (i e. people or companies assodiated with your properties such as Py
Registerad Architects, or others with whom you share information). You can add anyone as a contact. regardless of whether they have

and you can share your properties & reports with any of your contacts. You can import other Portfolio Manager users directly into your ¢

My Contacts

holder must complete and

Sl;gﬂ the PSE Customer their accounts and sending a connection request
Data Release Form. We [ Shore | Edit] Delete ( 5dd Contoct ] 44 Organizat
recommend downloading i
. Name ~ | Drganization *
the form now, as it may -
take time to contact all 3. Enter ESIOPERATOR as the Username. Click Search.
tenants.

4. From the list choose Puget Sound Energy MyData. Click the Connect button.
5. Review Terms of Use, ‘check the box’ and click Send Connection Request.

6. This connection request should be accepted in less than 1 hour.
2. Share Your Building with PSE
O Go to the Sharing Tab and click on Share (or Edit Access to a Property).
O Select the properties to share with Puget Sound Energy MyData.

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

O On the next screen, select the Exchange Data button, which will pop-up the Access
Permissions window.
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O IMPORTANT: Select the Access Permissions as follows:
1. Property Information: Full Access (PSE requires Full Access so that they can
create a new meter in your account.)

2. All Meter Information: Leave as None. (Choose None for access, even if old
PSE meters are listed. Leave any meters numbers as is.)

3. Goals, Improvements: Leave as None

4. Recognition: Leave as None

Please select the permission level you would like to grant MyData, Puget Sound
Energy for Building for each category. If "Mone” is selected for all items, MyData
Puget Sound Energy will not receive any access to this property.

‘ CAUTION!Any non-PSE Item None Read Only Access  Full Access
meters, such as Clty nght Property Information @
electric must be listed as None

All Meter Information
for access.

Goals, Improvements, & Checklists

Recognition

—
@ ~pply Selections & Authorize Connection JEUIE

O Scroll down. For Share Forward, select “No”.

O Click Apply Selections & Authorize Connection.

O This will open the Sharing window again. Click on the Share Property(ies) button
to complete the sharing process.

IMPORTANT: Your sharing request should be accepted by PSE in approximately
1 hour. Do not start the next step until MyData, Puget Sound Energy is listed
as having Exchange Data permisions in Portfolio Manager, as shown below.
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3. Create a New Account in PSE’s MyData

O Go to mydata.pse.com MyDats

O Read the new user information
and click the Register button.

O Answer Yes to both questions:
1. Will you be reporting any

usage data to EnergyStar’s

Portfolio Manager?
2. Do you have an EnergyStar Portfolio Manager
account?

MyData

Registration

O Sign in with your existing Portfolio Manager [
Username and Password. H
1. If you connected to PSE and shared properties
and waited for PSE to accept the shares, your
account contact information should automatically | ..., i
populate on the Registration page. PSE will email

IMPORTANT: you using this information, so make corrections. —
If you are Multifamily If it does not populate, stop and contact PSE at
property be sure 425-424-6486 or email mydata@pse.com.
to search by all
addresses associated O After completing MyData registration, check your email for a message from
with the building. MyData to activate your account. Click the link in the email to go back to MyData.
Buildings that
j;’;ofe;:i";:um/ e O Now in MyData, click the Next button.
consl;mption wi//ie 1. The properties shared from Portfolio Manager should all be listed on the
required to correct Building Information page. If your properties are not listed, stop and contact PSE
innacurate accounts. at 425-424-6486 or email mydata@pse.com. Do not click “Add a New Building.”
et O On the Building Information page, click
s : Show Dettails (in the orange bar) to see
the details of each building.
- : 1. Select Meter numbers and enter all
(f:) . o e st - PSE meter numbers that are part of your

8 - . : ' property. This option works well

— s LA St 2. Alternatively, you may select

] R Address(es) and enter the addresses or
range of addresses for the building.
soriar) T S, T E— 3. If you need to go get information, you
- can click Save and come back later to

S finish.
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O When done entering the information, click Submit.
1. MyData should email you in up to 3-4 days to invite you back to review the
building information and select report preferences.

O After you are emailed that the building is ready, go back to MyData and click on
Show Details (in the orange bar) to see the details of each building.
1. In the blue box, select Whole Building, Monthly and Post to EnergyStar.
(These will likely be the default selections).
2. Confirm addresses and meter numbers. If anything is incorrect or missing,
contact PSE.

O If asked for, download & complete any required release forms and upload them.
PSE requires release forms for buildings with fewer than § tenants. For questions about
this requirement, please contact PSE.
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O When complete, click Submit. PSE will prepare your usage report and email you
when it is complete. Please allow up to three days.

O If you do not get an email, contact PSE’s User Support at 425-424-6486 or email
mydata@pse.com.
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4. Configure New PSE Meter in Portfolio Manager

After MyData is set up, PSE should add a new gas meter to your Portfolio Manager
account called MyData Usage - GAS meter. This step shows how to log into your
Portfolio Manager account to make sure the new PSE MyData Usage - GAS meter is
listed and configure it to obtain the building’s required EUI.

O Log back into Portfolio Manager and click on the property to open.
O On the Energy tab, look for a meter named PSE MyData Usage - GAS.

O Check that the Most Recent Bill Date lists a date within the last two months.

Meter Summary Energy Use by Calendar Month

2 Energy Meters

2-Used to Compute Metics

[ Enter vour bins |

TRED > NauraiGas  + Eloctric - Grid
¥ Bill Data

Compute Metrics (2)

Electric - Gid 12312015 Yes
Your Property is: Edit
© ASingle Buikding Natural Gas 12312015 Yes
Part o
le Bui 0 b
: (&5 Dovnload Arnual Totals by Mete

O On that same page, click Change Meter Selections.

1. Under Energy Meters, add a check mark to include PSE MyData Usage-GAS in
the energy metrics. IMPORTANT: A check should also be next to the electric
and any other energy meters currently serving the building. If there are other
previously entered PSE meters that are now included in the new PSE MyData
Meter, uncheck them. You may also consider deleting these “old” PSE meters.

2. Select “These meter(s) account for the total energy consumption of this
property.”

3. Click Apply Selections.

Select Energy Meters to Include in Metrics

Tell us which meters to include when calculating the Energy metrics for Test High Use Apariments (1D 45765) so that we can provide you with the most accurate
metrics possible.

Summary Energy Meters

Select all meters to be included in your Energy metrics. (Hint: All meters should be included unless they

2 are sub-meters.)

Name

Meters representing the Meter ID Type
total energy consumption
for Test High Use Electric Gid Meer i
Apartments (1D 49765) (a ¥ |sge1rra Electric - Grid
single bulding)
[ieem Natural Gas
8861795 e
P2 About Sub-meters Total of 2 meter(s). Tell us what this represents

“((#)hese meter(s) account for the total energy for Test High Use Apartments (ID 49769)
If you have sub-meters to measure (a single building).
energy or water consumption for a -

g(/ . o o These meter(s) do not account for the total energy consumption for Test High Use Apariments (ID
specific purpose, and you also have 49769) (a single building).

a master meter (which measures
total consumption), counting both of
those meters would double count
your consumption and skew your
metrics (2., artificially increase
your Site Energy Use Intensity).

)

@ Apply Selections sl
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5. Select Permission Levels for Other Web Services Providers

If you are using other automated data services (such as Seattle City Light), then you

will be given the option to allow other utilities to view your PSE meter data.
O On the Share Additional Meters with Web Services Provider page, select “None”
on the Puget Sound Energy MyData tab.

O Select Apply Selections and Authorize Exchange.
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| Congratulations! Any energy meters you selected have been successiully associated to your property(ies).

Share Additional Meters with Web Services Provider

You have successfully created additional meters for your property. We notice that your property is shared with companies that exchange data directly through
Portolio Manager web services. If you want these companies to be able to access/edit your new meters, you must share these meters directly with them. if you do
not wish to grant access to this meter, please select "None" as the permissions level and the meter(s) will not be shared at this time. To share in the future you wil
need to select "Edit Contact's Permissions" from the Sharing table on the Summary tab for your property.

Select the permission levels you would like to grant each web services provider below:

The following information is required by Puget Sound Energy MyData in order to provide service to your property(ies). If you have
questions about how to complete this information, please contact them directly.

Meter Name Read Only Full Access Meter Number!

907_warren_ave_n_toscano_01202017_ppi6793934148 [e] [e]

1 Meter Number: Example: 0123456789; The 9 or 10 character meter number for which you would like to receive consumption - usage data. This may be
alphanumeic, and it may contain leading zeroes. ; Between 5 and 10 Characters

<« Apply Selections and Authorize Exchange JIeEite]
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