CITY OF
fax ORLANDO

Building Energy and Water Efficiency Strategy
(BEWES) Compliance Guide

The Building Energy and Water Efficiency Strategy (BEWES) is intended to make the City of Orlando more environmentally
friendly while improving the quality of life for city residents. This ordinance requires large buildings in the city to trackand
benchmark their energy consumption via the online tool, ENERGY STAR Portfolio Manager, and report this data to the City
annually. The city has implemented a new platform, Building Energy Analysis Manager (BEAM), for managing
building data and compliance, and to better communicate with building representatives. You will need to
connect your property with BEAM via the Energy Star Portfolio Manager to submit your benchmarking report
each year. The new process will make your submission automatic upon entering all required building data into
Energy Star Portfolio Manager.

Building benchmarking, the act of measuring and tracking performance metrics, enables better decision-making through
building performance data. Benchmarking programs create standardized metrics to measure the energy and water
efficiency between similar buildings, just as miles-per-gallon (MPG) is used to compare efficiency between cars. This helps
building owners gauge performance relative to others in the marketplace and allows the City to help local commercial and
multifamily property owners to drive efficiency in building operations, save money for businesses and residents, and foster
acleanerand healthier environment.

Some benefits of benchmarking include:
e Building owners and managers can lower their operational costs.
e Buyersand tenants are able to make better-informed decisions about the buildings they live and work in.
e Policymakers can create more efficient fiscal policies and track progress of achieving sustainability goals.

BEWES Cmpliance Checklist:

1. Determineif you need to comply.

2. Add a property and input property details.
3. Enteryour utility usage information.

4. Runthe data quality checker.

5. Connect and share your property.

6

. Share or update the benchmarking leader’s contact information.
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To learn more about the policy and review additional compliance resources, please visit our website orlando.gov/BuildingEfficiency.
This document is best used in PDF format to zoom into photos and access links and additional documents.
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1. Determine if you need to comply.

Begin by determining whether your building(s) must comply.

Commercial or multifamily buildings above 50,000 square feet are required to have whole-building energy use tracked and
reported annually. This information must be provided to the City each year to be made transparent to the real estate
market viaanannualreportandtransparency map.

Covered Buildings List with Orlando Building IDs

Exemption Request

Once you have determined that your building is required to comply using the above links, identify a
benchmarking leader within your organization.

2. Add a property and input property details.

EPA’s ENERGY STAR Portfolio Manager (ESPM) tool helps measure and track the energy and water use, waste
and materials, and greenhouse gas emissions of buildings, all in a secure, online environment. You can use the
results to identify underperforming buildings, set investment priorities, verify efficiency improvements, and
receive EPA recognition for superior energy performance.

Create an Energy Star Portfolio Manager account and property profile(s).

To create your ESPM account, you will need to create a username and password, input basic information
about your property, and provide your contact information. Once you have verified your account, select the
“Add a property” button on your dashboard.

m ENERGY STAR Hep
o = @ anguage’ English | Ecancas
== PortfoliolVlanager B
Welcome to Portfolio Manager ENERGY STAR
I — . Portfolio Manager's Quick Start Guide

Password *

earn More About
Portfolio Manager

How do | determine my occupancy?

Follow Us [ it @ ontact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buidings & Plants Website
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o

To set up a property, you'll need

Information such as gross floor area and

operating hours.

fat kind of property yo
e focus on whole bulig
arking. you want to seleci
proferty type that best reflects th
activity in the majority of your buil

Gross Floor Area
The Gross Floor Area (GFA) is the total “property”
square footage, and a “property” can be a:

« Single building

« Campus of buildings

« Part of a building (such as a single tenant
space).

Depending on which above type you have, your

Don't worry if you have other ten: exact GFA is determined differently:

different business types, just selg
main activity.

1 PR

S g gs” and P of
buildings" measure... (Click to view the full
term in the glossary)

Your Property's Construction Status

Is your property aiready bullt or are you entering this property as a construction project that has not
yet been completed?

® Existing: My property ks bullt, occupled and/or being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition.
Design Project: My property is in the conceptual design phase (pre-construction); | will be
using Portfolio Manager to evaluate the energy efficiency of the design project.
) Test Property: This is not a real property. | am entering it to test features, or for other
purpeses such as training.

Get Started!

Remember to click "Existing" Property when

creating the property profile.

If you are confused on any words highlighted in blue, hover over to see the definition.

Enter property uses and details into profile(s).

When creating a property profile, you will be asked to report certain information. All properties are required
to have property type, property name, property address, year built, gross floor area, occupancy level, number
of buildings on property, and 12 consecutive months of energy consumption data entered. Depending on the

property type, additional information may be required.

Pﬁﬁfdﬁo\hmger U.S. Property Types, Definitions, and Use Details

Portfolio Manager has more than 80 Property Types to choose from. Property types are noted where they are eligible to receive a 1-100 ENERGY

STAR Score in the U.S, Use Details required to receive an ENERGY STAR score are notated below, all other Use Details are optional

Use Details (Optional Use Details do NOT affect

Property Type Property Definition

any metrics)

Adult Education refers to buildings used primarily for providing adult students with continuing

educaton, workforce , of p Outside of the callege or university %ﬂm' Hours
Adult Education setting. Gross Floor Area should include 2l space within the buildng(s), including classrooms, Numb:r of Wo::s on Main Shift
administrative space, conferance rooms, kitchens used by staff, lobbies, csfeterias, auditoriums, Number of Computers

stairways, atriums, elevator shafts, and storage areas.

May 2021

This document is a helpful
resource that lists over 80 property
types, their description, and the
type of information you will have
to report in Portfolio Manager.

P ENERGY STAR'
Ay

== PortfoliolVlanager®

TEZED
Portfolio Manager: What data is required to benchmark your property?

You £30 benchmark AMos Y
propery & clgbie for 30 ENERGY

996 11 POrAio Manages The IDmano IRoures varice dpeaang o Ihe 7pe of progony 3na whemer or not B¢

s Are Available?
Pick your country and propenty type o get started. S bahs

Country

ety T

Tip: use these resources early in the
benchmarking process to save time.

are
Aevbulatery Sugicl Ceriay
Voszits
Vedical Cffce
Outpatet ReabiltstonPysizd Thecasy
| Rasdontal Care Facity
Serior Lirtag Comrmnizy

o Property Name

« Property Acdress

« Total % Floor

Urgent CareCinciOther Ospatient A
i 9

Logg
Follow Us [ g%rcs

» Aroa

If you already know the property - aroms P
type, this link has a drop-down - Gookna
menu that will provide a list of
relevant data that will need to be
collected for benchmarking.

o Arew |

Data Collected for All Properties
Acea of Property
for Construction Completi

o Numiber of Bulidings
« 12 consecutive months of energy dets

Additional Data Collected for Hotel
The following INformation is required 1o gt an ENERGY STAR score (If shaibie):

The following Information is optional and not used 10 calculate @ score; it may nform future analysis
and score revisions by EPA and/or may help you manage and compare your properies:

ved for F

o Preparatior
©d Per Yo
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Enter your Orlando Building ID

Standard IDs

Slandard I1Ds are typically used in data collection, including by most slate and local governments with
benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this
EAQ if you need help finding your Standard ID.

Standard ID(s):

R — vio [ ] Remember to insert the Building ID under

s,
LEED Canada Project ID

LEED US Project 1D o - Standard IDs. Scroll to select ‘Orlando
ongmont CO Energy Benchmarking Building ID

Los Angeles Building 1D . .
o bosAnge.?sBcQLm“.% Building ID’ from the drop-down menu.

1 Minneapolis Property 1D (PID)
| MN Efficient Buildings Collaborative 1D
1 Montgomery County, MD Building ID (MBID)
| Monltréal - Disclosure Building 10
NYC Borough, Block and Lot (BBL) 3 Npeny
i NYC Building Identification Number (BIN) fancal
NYC PACE ID
Ontario EWRB ID
Philadelphia Building 1D
Pittsburgh Building Benchmarking ID
Portland, ME Building 1D
Portland, OR Building 1D

Note: The Orlando Building ID and Energy Star Property ID are not the same. If you do not know your Orlando Building ID, please refer to the
Covered Buildings List or contact us.

Ensure that the property use details entered are accurate; correct default or temporary values.

W Building Use -~ Eait Name

Bank Branch refers (o a commercial banking outlet that offers banking services to walk-in customers,

ir::‘ss F:;;g;e:{:zzug;&:j:aal\nzp:‘:i::rhg‘:fsbu.\dmgls). including banking areas, vaults. lobbies, atriums, kitchens used by staf, restrooms, conference If yo u h ave se I e Cted t h e “ U se a Defa u It” an d/o r
e “Temporary Value” checkboxes, do not forget to
input the correct values before submitting to

rrosy et - e ST ensure accuracy. Refer to page 7 in this guide for
# Gross Floor Area *Bosoo Saft v [rzocs ]l . . . . .
o e P information on where to fix this before submitting.
e Number of Workers on Main Shit & Use s detout (o)
#r Number of Computers Use a defaul [z00s ] Gl

Percent That Can Be Heated S0%ormora v @ Use a defaut [rzos ] &l

#r Percent That Can Be Cooled

50 % or more v | B Useadefault 1/172005 1

# This Use Detail is used to calculato the 1-100 ENERGY STAR Score.

3. Enter your utility usage information.

Gather monthly whole-building energy and water* data for the past year, from January 1st to
December 31st and include all fuel types.

*Note: It is strongly recommended that building water use is also benchmarked, in addition to electricity and natural gas use; however, water
benchmarking is not required for compliance.

You can collect the energy consumption independently via your utility bills, or request whole-building energy
consumption data from Duke Energy or OUC through their data aggregation services. This service is especially
helpful if your building has multiple energy meters.

Utility Service Providers
OUC: commercialsves@ouc.com or 407.423.9018

Duke Energy: billhistory@duke-energy.com or 800.700.8744
TECO: mybusinessaccount@tecoenergy.com or 866.832.6249
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Enter energy use data for all fuel types.

To add energy consumption to ESPM, go to the energy tab.
1. Click the blue link that says “Add a Meter”

Summary Detalter Waste & Materials Goals Design

Meter Summary Meters - Used to Compute Metrics (0) Add A Meter

0 Energy Meters Total View as a Diagram
In order to receive metrics for your

property, you must provide meters. You

have not entered any meters yet

Add A Meter I There are currently no energy meters entered for this property/building. In order to track

energy usage and receive energy metrics, you must provide an energy meter. Enter ™ .
Current Energy Date information about your energy. meters to begin tracking energy usage. After entering the How to Get Utility Data Into Portfolio Manager
Not Available meter, you will need to choose to include it in your metrics

Enter Your Bills For a step-by-step guide to entering meter data, see How to get Utility Data into Portfolio
Manager

2. Select the type of meter you have and then input the relevant information. Select “Get Started”.

a. The most common type is Electric, but you can also benchmark Natural Gas, Propane, & more.
Select all relevant (active) meters. Insert needed information. Click “Create Meter”.
4. Insert data from bills. Select “Click To Add An Entry”.

1 Energy Meter for EPA Sample Library (click table to edit)

w

W Electric Grid Meter

ET)

ree

Usoge
Start Date End Date KWh {thousand Watt-  Tolal Cost () Estimation E!WE’:' Demand (kW) Demand Cost (8)
- Other Date Meter In  Date Meter Enter as neurs)
Lo e Tpe U™ pocomeActive  Use?  becamelnactive  Delivery? ® =
srznz1 [ 1520 )

=
K - 5
- Mate 0 | 2202t 312021 1310 o
[) | Electric Grid Meter | Electnic - Grid f"v:tw“ 123172022 O w2023 ‘E'm”‘ bt
hours) O | srzoze arzoz1 1,350 1
> anzozt sizo21 1,350 o (=]
P — O | S0zt 62021 1,380 D o
iAo ity O | sz rzozt 131 1
o | 7z [ 1,360 o a
O | szo2t artizo21 1,360 = o
Create Meters TR O | srzoze 101172021 1,350 1
O | oozt p— 1550 o o
o | 120zt 12012024 1,340 = o

[:=] =] =

|
|

Custom Meter ID # Name is the name
of the meter(s) for the building.

Upload

for this meter:

Make sure that you enter the start
and end dates in MM/DD/YYYY

[ Chacse File he file chosen

You cannot insert billing information from before the meter was active. (ex., the meter became active on the
15t of January, but the first billing cycle begins December 31°t).

When inputting meter values, the date it became “active” is when the meter was read for usage. It does not
necessarily mean that you must put the date that the meter was installed, or the building was built. The date it
became “inactive” is the day that the energy usage for the last month was last recorded, if applicable.

The start and end dates correspond to the billing cycle. You need to have at least 12 months (from January 1°
to December 31%) of data to submit for each year. Most billing cycles do not align with the start and end of
every month, so you may need to fill in gaps by including data from the prior December or following January.
This is essential to compute energy efficiency metrics. Refer to the following image for an example.

Note: if you are using whole-building aggregated data from your utility provider, your start and end dates can be the 15t through the end date of
each month.
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+ Basic Meter Information (***click on the arrow to the left to expand this section)

Display Year(s): 2020

To view all monthly entries, click the box next to
“Display Year(s)” and select “Show All Years”.

If the consumption from December 2019 was Show All Years
not entered, there would be data missing from start Dato EndDats eS| ;‘d 201 =
01/01/2020 to 01/05/2020. This is how you D e - o ezt
canresolve alerts pertaining to data gaps. N P T w0 o o e

~ Basic Meter Im‘omuﬂon {

Name: * Electric Grid Meter X Dejote Metor
Meter ID: 126927361
Type: Elecing - Grid Newd o change?

If you need to correct a mistake and/or update s * (K (ihovsand Vial-hours) >

the meter information, go to the energy tab, Date Meter became Actve: 7 R

o o o Shill i Use
scroll down to find the meter in question, then
D . a . Date Meter became Inactive: 1444}

select the meter’s name. Click the “Basic Meter A ) N
s tiis an Aggregate Meler?: @ No

Information” drop- down menu to edit. O Yes
Custom Meter IDs None A4 Arcencr Lustom Meters 10

Save Changes

After adding the monthly entries to your meter, you must select the meter(s) that will be used to configure
the building’s metrics. Under the Energy tab, scroll to the “Meters - Used to Compute Metrics” and click
“Change Meter Selections”.

Summary Energy Meters

Select all meters to be included in your metrics. (Hint: Most meters should be included unless they are sub-
meters.) . . .
1 How to select meters to be included in metrics
O/ Name Type
Meters representing the Meter ID
total energy consumption = it
for Movie Theater (; { lectric Grid Meter ;
m:lwl‘rj-;: saler (a single 126027361 Electric - Grid

Total of 1 meter(s). Tell us what this represents:

ut Sub-meters * ® These meter(s) account for the total energy consumption for Movie Thealer (a si uilding
g roousubmet e ot e ks o M T e . From there, select the relevant meter(s) and
If you have sub-meters to measure building).
i, o it whether they account for the total energy
o comptory g i of consumption for the building.

those meters would double count
your consumption and skew your
metrics (e.g., artificially increase
your Site Energy Use Intensity)
Leam More about configuting

meters for perform:

Apply Selections eS|

Summary Details Energ@aﬂe & Materials Goals Design

NOte:' Adding water meter_mf ormation is Water Use Intensity (All Water Water Meters - Used to Compute Metrics (0) Add A Meter
relatively the same as adding an energy Sources) (gal/ft?) ) )
PP . . View as a Diagram
meter. While it is not required for
compliance, we strongly encourage it as Current WUI: N/A

_’ In order to receive water metrics for your property, you must provide water meters. You
Baseline WUI: N/A have not entered any meters yet. After entering the meter, you will need to associate it to
" receive metrics.

it provides more insight to your building’s
resource consumption and efficiency.
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4. Run the data quality checker.

Check for errors and resolve any data quality issues before reporting.

Run the data quality checker by clicking the
“Check for Possible Errors” button towards
the bottom of the Summary tab. Be sure to
run the checker through December 315t of

lots Waste (Desposed and

NOF Avaiann Not Avalahk A
Dy dead) (Torms) hace i o 1 N

Data Quality Checker

Run a check for a0y 12-manth ime peddad to ses if there are any possible erors

found weh your data.

the year that you entered data for.

If there are any errors that need to be
fixed, ESPM will guide you on how to
resolve them.

Sharing this Property

Some common errors include: no meters selected; no active meters;
temporary values used; and missing Water/Waste meters. You can
disregard alerts for missing Water/Waste meters since they are not

required for compliance. If there are any issues, ESPM will provide a
direct link to the proper locations to address them.

Check for Possible

Select Timeframe & Run Checker

We check dans foca Tul yea (12
Melic Yaar) Sebot & Yese Sl

OOH'S) Of IMELEr COreumonion sn Propsey Use Dessils (caled &
Pale SN0 Cick “un cnacker” 10 e poesible data esuss

Year Ercing ‘|Des31 ~ [2012 -

Re-Run Checker

Froblam: The followrg meters
year seiectes (01012019 - 12

rot hava 12 1ul SY¥endar monds of meter oriries for the
a

« Electrc Gord Meter #1 fivis2ing Sl for 01012019 - 01208020139
Vihat 1o do

o I you Ihink this is & risiaes, ciok the Fnks Soane 1o rake the aniies for aach
MANET BNG MKS COBEICna ¥ recassany

. . Property has no waste or materlal meters.
+ . Property has no water meters.
J, Number of Computers appears unusual for the year selected.

If you run the data checker and there is an error because there are no energy meters selected and/or no
meter data, go to the Energy tab, then click “Change Meter Selection” under the additional meters section.

Note: The data quality checker will not be as accurate as possible without a complete 12 months of data.

Summary @ nergy Water

Property Uses and Use Details

Waste & Materials Goais Design

Basic Information

\ew 35 Digos o Y X
Construction Statue: Mew 25 Digoam Add Ancther Type of Use v]
Test property thal is ene single building

Property GFA - Self-Reported: Name Property Use Type iross Shace Action

53,000 S. FY. .

Oceupancy: P Buiding Use Navie Theater £3,000 17

0% @ /

Unique Identifiers (IDs)

Property GFA {Buikings):

Property GFA (Parking): 0

[ o 231 muBpie uses ana bukIngs 1o this prEgery, you can Lse this sEreadsheot terkate
10 upiaad your Ifammation

Portfolio Manager 1D:

19827210
Custom 1Ds: None Property GFA by Use = Property Type
Standerd IDs: None Property Type - Self-Selscted:

Movie Theater # Edit
£ Yeu can sk ram el Managars

Preperty Type -Portfalio Manager-
Calculated:
Mavie Theater

1055 FEIERSNCE YOUr PrOpEry in ather

systems.

Tip: the “Details” tab is also where you can

edit/add information to your properties.
Additionally, if you are no longer responsible for a
property, you can delete the property in this tab.
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5. Connect and share your property.

If you have not added the City of Orlando as a contact on Energy Star Portfolio Manager you will need to do so
before you can share your property. You can view your contacts by selecting “Contacts” on the upper right-hand
corner of the main menu. If you have already added the City of Orlando as a contact, please skip to step 1 to share
your property. If you do not have the City of Orlando as a contact, please see sections A-E.

ENERGY STAR Welcome Account | N nnfnaﬂmsolENERGY E‘D\Siﬂﬂ
Out

EEEED PO rthl io M a n ag e r@ T S

MyPortfolio | Sharing Reporting  Recognition

Properties (11) Dashboard [Search by ID or Name

Flease reffesh to see your cument metrics

A. Click on “Contacts”
[ View All Properiies (1) | Eneray Highiights v

Refresh to see Source EUI Trend

AGYESUDelte Grouss. AGUEQUDElte Vs

/ Change Metric
- ame L Dew o EMEROY | StEU | SwreEw
m STARScore * | BuiE) * (kBtwie)

EPA Sample K-12
School
eRENTIT

’\';‘r' ENERGY STAH_ Welcome Account | NmmcamnsnmNERsv | Contacts | Help | Sign
Z % ® acperez600: Settings Out
=<=! Portfolio)Manager®

MyPortfolio Sharing Reporting Recognition

My Contacts and Organizations

This is where you keep track of your contacts and/or organizations (i.e. people or companies associated with your properties such as Professional Engineers,
Registered Architects, or others with whom you share information). You can add anyone as a contact, regardless of whether they have a Portfolio Manager account
B Se I ect ”Ad d N eW and you can share your properties & reports with any of your connected contacts. You can "connect” to other Portfolio Manager users by searching for their
accounts and sending a connection request.

H n
Contacts/Connections
Contacts Organizatiens
Search existing contacts Q Add New Contacts/Connections
O Name (title) ~  Organization 4 Connection Status 4+ Username .
O Ashlee Mckenzie Test Not connected

Data Collector

ﬁ ENERGY STAR

&2 Portfolio\Vanager*

MyPortfolio

Contacts | Help | Sign
out

i fo C. Under Username, please type

There are two ways 10 add a contact. First, search below 10 see if the contact you would like 10 add has a Portfolio Manager account If you find the person, send a
Connection Request, and when they accept the request. they will be added to your Contacts. Second, if the contact you would ike to add does not have a Portfolio

Manager account, then you can create an entry within your personal contacts ”CITYO FO R LAN Doll | na I I ca ps an d no
)} connecting with Other Users Space then click sea rch

Connect with an Existing User for Sharing

Search using any of the criteria below. 1 you think your contact already has an account in
Portiolio Manager. search for them f you find the

Neine; person, send a Connection Request. and If they accept
ey wht be added 1o your Contacts. You can easlly

ut peogedy Information with your contacts

Organization

|
|
| (] r<oeping informton for Non-
Portfolio Manager Users.

If the person you want 1o add does not have a Portfolio

Emal. Manager account and does NOT need one. you can still
200 thele information 1o your account. Sometimes you
[ Scarcn [0S need 10 800 a contact name that dossnt have a
Portfolio Manager sccount 10 a report o cerlification
apphcation (ex. Signatory, Property Owner)
Add Information for non-Portfolio Manager Users (**Use the option rJ) Organizing Personal Contacts by
above if you need to share properties) Organtcation

& Portiolio Manager requires that you select an
First Name. [ organization from your Contacts Book for each contact

: If the organization you are looking for is not here, you
Last Name: I . 7 ¥ y
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D. Click “Connect”

P ENERGY STAR Welcome Account | Notifications @ | ENERGY | Contacts | Help | Sign
STAR ou

&2 PortfoliolVlanager®

MyPortfolio Sharing Reporting  Recognition

Search Results

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

Username: CITYOFORLANDO

Ermrsre [ ]

R

Can'tfind what you ara looking for? Try adjusting your
search critaria

Follow Us [ K it [

M . @ City of Orlando (CITYOFORLANDO)
Your Search Criteria Energy Project Manager with City of Orlando @

Page [ or 1 %~ Torefn

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

P=N ENERGY STAR Welcome Account | Notifications | ENERGY | Contacts | Help | Sign
STAR Out

’\ H ® acperez600: Settings
=2 PortfoliolVlanager®

Send a Connection Request to City of Orlando to Begin Exchanging Data

City.0f Orianda requires the foliowing Information in order to exchange data with your property(ies). If you have any questions about how to complete this
information, please contact Ciy_of Orlando. Once your connection request has been accepted, you can share individual properties and/or meters with them to get
started exchanging data

Terms of Use None Provided
Agreement * [ 1agree to my providers (Cily of Ofiando) Terms of
Use

end Connection Request

Follow Us (K3 s @

ments | ENERGY STAR Buildings & Plants Website

E. Select “l agree to my provider’s
(City of Orlando) Terms of Use. Then
click “Send Connection Request”

Property)

Once you have connected, and are accepted as a contact by the City of Orlando you will then
be able to see “City of Orlando” listed on the Share tab under Share (or Edit Access to a

City of Orlando - Mayor’s Office of Sustainability and Resilience - 400 South Orange Avenue - Orlando, FL 32801
orlando.gov/BuildingEfficiency - buildingefficiency@orlando.gov
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’\ === ENERGY STAR®
[t

==! PortfolioManager®
MyPortfolio Reporting  Recognition

Properties (11) Dashboard

Add a Property

Please refresh to see your current me

View All Properties (11 ~ || En
Refresh to see Source EUI Trend perties (11) ‘ |:
Add/Edit/Delete Groups Adc

/ Change Metric Energ
Name *  Curre

Date

EPA Sample K-12
School
25562227

EPA Sample K-12
School
25562222

2012 2014 2016 2018 2020 2022
EPA Sample K-12

School
25N9RLRT

ﬁ ENERGY STAR®

= Portfoliollanager® e

2. Select Share (or Edit Access to) a Property
in the upper left

Welcome A
acperez600: S

ﬂ\ PN ENERGY STAR®
[

== PortfoliolVlanager®

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

Select Properties

We'll get into the details of the level of access later. For now, which properties do you want

to shg gr edit access to?
‘ Select Pro 5 '
——

Selected Properties: 0

Follow Us [ i (s @3

1. Please open Portfolio Manager and go to
the Sharing tab

Welcome Account | Notifications | ENERGV | Contacts | Help | Sign
acperez600: Seftings out

MyPortfolio | Sharing | Reporting Recognition

My Shared Properties Stiadng Nosticatione (0
“ You have no new nofifications
Share (or Edit Access to)
aProperty
5 = More About Sharing
Share with your Utility or ¥ it
Servics ProviderYor ex e No properties are currently shared between you and your contacts. Sharing can be helpful if n

you want to allow other people to view your property or help maintain or update information
about it (e.g. property use details or meter data). You may also want to consider sharing with

an organization who exchanges data to automatically update your meter information. Leam more
about exchanging data.

data

Download Sharing Report

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

e ———— 3

3. Select the properties you want to share.
Under select people (Accounts) select “City
of Orlando”

City of Orlando - Mayor’s Office of Sustainability and Resilience - 400 South Orange Avenue - Orlando, FL 32801
orlando.gov/BuildingEfficiency - buildingefficiency@orlando.gov
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o Choose Permissions
4. Under Choose Permissions select

Personalized Sharing & Exchange Data

O~
£t

e
L

5. Click Continue

my share requests).

Bulk Sharing ("One-Size-|
because | am doing a single share OR | want to choose the same permission for all of

If you only need to choose one permission (because you are doing a single share or you
want to give the same permissions for all of your shares), select "Bulk Sharing " If you
need to assign different permissions, select the 2nd option.

Fits-All") - | only need to choose one permission (either

@ Personalized Sharing & Exchange Data ("Custom Orders”) - | need to give
different permissions for different share requests, and/or | need to give Exchange Data

permission.

MyPortfolio Sharing Reporting  Recognition

Share Your Property(ies)

To finish up, tell us what type of access the people you have selected should have for each of the
properties that you have selected. The option to exchange data is only available for authorized accounts

new Who gets to Share Forward?

Full Access - Automatically includes *Share Forward"
rights

Read Only - Automatically does NOT include “Share
Forward" rights

‘Custom - You decide, along with the individual

Select Permissions for Each Contact

The access levels you select do not have to be the same for each property or each

O~

o)

permissions for property, meter, goals and recognition
permissions.

Exchange Data -You decide, along with the individual
permissions for property, meter, goals and recognition

persan.

Sort by: | Property Name

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

permissions.

Read Only

No Access Full Access
Name D) e = Custom Access | Exchange Data
O ) ®
Sample K-12 School (US) (13116133)
e} @ Edit

"1 Some of your contacts already have access to the properties you selected. When you select “Share Propert(ies)” their access levels will be changed. No

accpetance is required.
Share Property(ies)

Cancel

Select Access Permissions to EPA Sample K-12 School for City of Orlando.

complete this information, please contact them directly.

7. Select the Access Permissions as follows:
a) Property Information: “Read Only Access”

Item None Read Only Access
b) All Meter Information: “Read Only Access” SR o le
c) Goals, Improvements: “Read Only Access” Alter momaten

Energy Meters

d) Recognition: “None”

Electric Grid Meter o | @®
Electric Solar Meter (o] @
Natural Gas 0] ®

Water Meters

Potable: Mixed Indoor/Outdoor Meter | O

City of Orlando - Mayor’s Office of Sustainability and Resilience - 400 South Orange Avenue -
orlando.gov/BuildingEfficiency - buildingefficiency@orlando.gov

The following information is required by City of Orlando in order to provide Service to your property(ies). If you have any questions about how to

Select the permission level below that you would like to grant City of Orlando for each category.

Full Access

Orlando, FL 32801

12
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Additional Options: 8. For Share Forward select “No”

Item Yes No

+ Share Forward 9. Click Apply Selection & Authorize

Allow |an LaHiff to share this property with others and give them any permissions that he/she has, including the right to share with =~

more people. 0| ® EXChange

10. Select Share Properties to
ORI o= | finalize

You will receive a confirmation email within an hour once the property share request has been accepted

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

6. Share or Update the Benchmarking Leader’s Contact Information.

= Building Performance Helpdesk Q Go City of Orlando ﬂl‘h SHEZNDO

Knowledgebase / Overview

Knowledgebase

We have listed a number of Knowledgebase articles for your perusal in the following categories. Please check to see if any of these
articles address your problem prior to opening a support ticket.

Powered by django-helpdesk.

1. Share or update the benchmarking leader’s contact information with us by
completing the online contact form found on the Knowledgebase section
of the Building Energy Analysis Manager (BEAM) platform.

City of Orlando - Mayor’s Office of Sustainability and Resilience - 400 South Orange Avenue - Orlando, FL 32801
orlando.gov/BuildingEfficiency - buildingefficiency@orlando.gov
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2. Click on “New Ticket”

= Building Performance Helpdesk

Helpdesk Dashboard
Al Knowledgebase / Overview

Knowledgebase

© New Ticket

General Inquiry

Benchmarking
Exemption Request

Formulario De Contacto

= Building Performance Helpdesk QGo  City of Orlando ﬁl‘h 8H|?Z«NDO

Knowledgebase / Overview

Knowledgebase

We have listed a number of Knowledgebase articles for your perusal in the following categories. Please check to see if any of these
articles address your problem prior to opening a support ticket.

Powered by django-helpdesk.

CITY OF

QGo  City of Orlando {‘L\oRLANDO

We have listed a number of Knowledgebase articles for your perusal in the following categories. Please check to see if any of
these articles address your problem prior to opening a support ticket.

3. Select “Update Infromation”

Still Have Questions? We Can Help!

If you have any additional questions that were not answered in this document, please refer to the ENERGY
STAR Training page that has how-to videos, or contact our office at buildingefficiency@orlando.gov.

City of Orlando - Mayor’s Office of Sustainability and Resilience - 400 South Orange Avenue - Orlando, FL 32801

orlando.gov/BuildingEfficiency - buildingefficiency@orlando.gov
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