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BESO How 1O BENCHMARK

Step 1: Find your Unique Building ID (UBID)

Where is my unique building ID?
Find your building ID on the Building ID Finder here. Locate your property by name or
address. You will need to enter this number in future steps.

If you don't find your property listed and believe you are required to benchmark,
contact the City of Chula Vista at benchmark@chulavistaca.gov.

UNIQUE BUILDING ID (UBID) FINDER

A Unigue Building ID (UBID) is needed for benchmark reporting at the Energy Star Portfolio Manager website.

Why use a Unique Building ID instead of an address or Assessor's Parcel Number (APN)? Great question! Some Parcels and Addresses house multiple buildings. A

unique building ID helps to keep track of all buildings at a single address or parcel.

Go to Energy Star Portfolio Manager
Enter a partial address here. v Apply

Enter a partial business name or partial address to search for a Building |D. If you are having trouble finding your building, please try using a partial word or a different

spelling (for example, "3rd" instead of "Third", or "Ave" instead of "Avenue”).
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Step 2: Setup ENERGY STAR Portfolio Manager

What is ENERGY STAR Portfolio Manager?

ENERGY STAR Portfolio Manager is a free web-based tool created by the EPA. Portfolio
Manager rates your building's energy performance from 1-100 by comparing your
building to similar buildings across the country. The score takes info account
information you provide about your building and operations.

By fracking and comparing energy usage, proactive building owners and operators
can gain insights that lead to valuable energy bill savings and score improvements.

Create a Portfolio Manager account
It is free to setup an account, just register here. Or if you already have
an ENERGY STAR Portfolio Manager account, simply log in.

oAdd your property

Log in to Portfolio Manager at http://www.energystar.gov/portfoliomanager. Next
you will see the My Porffolio tab. Click Add a Property.

"1 ENERGY STAR Welcome TestCV: Account | Notifications | ENERGY olConBcls!Help\Slgn
-uﬁl = ® Settings STAR out
0 0 Io a n a e r = Notifications
[ENERGY STAR
MyPortfolio Sharing Reporting Recognition

Dashboard

I Properties (1)
Add a Property
Please refresh to see your current metrics.

View All Properties (1) - \ Energy Highlights i Refresh Metrics

Refresh to see Source EUI Trend
Add/Edit/Delete Group: Add/Edit/Delete View:

# Change Metric Energy Current , ENERGYSTAR _  Site EUI Source EUI .
Score

Name~ | |\ ote Bt/  ° (kB

Test
7386218
4 4 . Pagelof1 - 100 v View 1-1o0f 1

2009 2011 2013 2015 2017 2019

Manage Portfolio

|
L+ Transfer ownership of a property that
you manage to another Portfolio
Manaaer user.
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» |n the first section titled "About Your Property" enter your property information. For
» the next section titled "Standard IDs" select Unique Building Identifier (UBID) in the
Standard IDs drop-down menu. Then enter your Building ID from Step 1. You can

also find it again using our Building ID Finder here.

s Click continue

PN ENERGY STAR®

Sattngs

== Portfoliolanager*

Set Up a Prope

Tedl us a lithe bit more abowt

About Your Property

Name: [ 109 Ave Retai Plaza

Country: *[ Unitsd States ~
Street Address: | 665 104 Ave

City/Municipalty: | Chola Vieta

County: | 8 Diego

State/Province: 'E-..s._q,d... v

s N Cr—

Year Buit “[a53

- . v
Gross Floor Avea I21 000 | ' Sq Ft v| [ Temporary Vake

Gross Floor Ares (GFA) & 1he 1ot property Tooc ares. rmeasunsd from 5is propal extedor
euriacos of the bulldngls). Do not inchade parking. Deiols an abat 1o wclude,

Irrigated Area: |2200 | [saFtv]
Decupancy *les v %

Properly Phato R —

{optional: | Groose Fie | No file chosan

Select an image fie 0n your Compuier with the frma type of ipg, Jpeg, .ong o GiT, photas will
bo xazod 1o Mt & opace of .78 inchea wida x 2 inthes tall

Standard IDs

i=ndara 1Us are typicalty used In data colaction, ncludng by most state and local govemments with

hing ews. If your is d by a benchmerking law, you probably nesd to fill this in. See ths
FAGQ If you need help findng your Standard 0
i J
| Unique Buiding Idenzfiar (UBID) v| D |
Add Arcther
Do any of these apply?

My peaparty's anavgy consUmplion Incllises pardng armas

|
Weicome TesiCV:  Account | Nodfdd

rly! Basic Property Information'
your e Up your propesty and its address

2 !
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Already have your property set up in ENERGY STAR Portfolio Manager?

If your building has been benchmarked before it should already be set up in ENERGY
STAR Portfolio Manager. Log in and verify your building information is up to date.

In addition, on the Details tab for your property, be sure to verify that your Building ID
from Step 1 appears in the Unique Identifiers (IDS) section under Standard IDs.

* |f you see the word None listed next to Standard IDs then Edif to add your
Building ID as a Unique Building Identifier (UBID)

EPA Sample Office

— g veevere

ENERGY STAR Score (1-
100)

m Not currently eligible for
M| ENERGY STAR

123 Main Street, Arlington, VA 22206 = Map |t Certification

Portfolio Manager Property ID: 25688958 Current Score: 1

Year Built: 1975

7/ Edt Baseline Score: 1
Summary Details Energy Water Waste & Materials Goals Design

Basic Information

Construction Status:
Test property that is one single building

Property GFA - Self-Reported: Name
275,000 Sq. Ft.

Occupancy:
95% Edit

Unique Identifiers (IDs)

25688958

Custom IDs: None

Standard IDs: None -

B You can select from Portfolio Manager's
Standard IDs to provide information to
others in data requests. Or you can create
up to three Custom IDs so that you can
cross reference your property in other

systems.

", View as Diagram

P> Building Use

Property GFAby Use =

Property Uses and Use Details

| Add Another Type of Use v| [ Add
Property Use Type 2:::5 o Action
Office 275,000 [lwantto.. v|

Property GFA (Buildings): 275,000 (used to calculate EUI)
Property GFA (Parking): 0

@ To add multiple uses and buildings to this property, you can use this spreadsheet template
to upload your information

Property Type
Property Type - Self-Selected:
Office # Edit

Property Type -Portfolio Manager-
Calculated:
Office

qs The Portfolio Manager-Calculated
Property Type is used for your metrics
(except for Mixed Use properties). Learn
more about property types.

100 %

Proceed to the next step
Once you see the Congratulations! message below shown, proceed to Step

3: Add your energy data.

P ENERGY STAR®

=2 Portfolio\anager*

MyPortfolio Sharing Reporting

! You have

Recognition

Weleome TeetCV: Account | Notifications | ENERGY o | Contaetz | Help | Sign
Settings STAR out
Notifications

* Add energy use information, so that you can see your energy performance metrics.
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Step 3: Add Your Energy Data

There are two ways to add your building's energy data to Portfolio Manager. You
can request that SDG&E upload your energy consumption data automatically or
choose to input energy bill information manually.

The City recommends Option 1.

Already connected this property to SDG&E?

If your building has been benchmarked before you may have already established a
data upload connection between SDG&E and ENERGY STAR Portfolio Manager. In
that case you may skip fo Step 4.

Option 1: Set up a data connection between SDG&E and your
Porifolio Manager account.

PROS:
* Energy consumption datais automatically tfransferred into Portfolio Manager.
* Remains connected and automatically uploads new data each month.
* Able to handle requests for aggregated data, as well as requests for individual
meter data.
CONS:
| |
« Connection setup takes several steps and 24-72 hours to establish.
Does not include utility cost and demand data, only consumption.

Please view the SDG&E Benchmarking Data Request Portal User Guide for step-by-
step instructions.

If you need assistance obtaining your energy data from SDG&E, please visit
www.sdge.com/benchmarking or email benchmarking@sdge.com.

Once SDGA&E provides you with your data, you'll need to confirm that all energy meters for your
building, including tenant energy meters, are included. It's your responsibility to ensure the data is
accurate and represents the entirety of your building. If you find an error in the data provided to you,
please work with the utility company to fix the error. For example, if your building has four meters but
only two meters are included in the report. If a tenant or metering situation changes at your building,
you'll need to work with SDG&E to receive updated data.

Need help with establishing a data connection?

Module 4: Automating Energy.D... .}

If you get stuck or want some extra assistance, we : .
recommend this helpful video from our friends at the . > : ’:’
City of San Diego. ; s
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Option 2: Enter energy bill data manually

PROS: No need to go through data connection process.

Allows you to enter and track additional data such as utility costs and demand.

CONS: ) )
Requires access to energy bills for all

meters.
e Requires data entry to benchmark
each year.

To proceed with manual entry, click either Add energy use information, or, on the
Energy tab click Enter Your Bills. Both paths are indicated to the left.

Not currently eligible for
ENERGY STAR

EPA Sample Office

'ENERGY STAR Score (1-
100;

=
EEED

123 Main Street, Arlington, VA22206 = Map It Certification

Portfolio Manager Property ID: 25688958 Current Score: 1

Year Built: 1975

7/ Edt Baseline Score: 1
Summary Details Energy Water Waste & Materials Goals Design

Meter Summary —

Energy Use by Calendar Month (Not Weather Normalized)
2 Energy Meters Total

2 - Used to Compute Metrics

Add A Meter =
g
Current Energy Date =)
Jan 31, 2022 2
o
@
7}

Enter Your Bills

7 Five Ways to Enter -8~ Data not generated
Bill Data

1. Manual (Instructions here)

Refresh Chart

2. Use our simple spreadsheet (on
the bottom of each meter's
Manage Bills page) to upload or
Copy/Paste

Add A Meter

Meters - Used to Compute Metrics (2)

3. Use our complex spreadsheet
(multiple meters + multiple
properties)

4. Hire an organization to
electronically enter your data

5. See if your utility offers this service

Your Property is: Edit

@ ASingle Building
Part of a Building

Need help entering billing data or adding meters?
Our friends at the City of San Diego have created a

helpful overview video.

Change Meter Selections

+"» View as a Diagram

Name 2 [ Eneray T . Most Recent . InUse? -
Meter 1D ay ype *  Bill Date * (Inactive Date) ®
e Electric - Grid 0212412022 Yes
L o Natural Gas 041302022 Yes

\aJ Download Annual Totals by Meter

Is your building on a net-metered rate or is there non-

building energy usage (e.g. EV ¢ ore power)

on your building’s energy mete
« If yes, you may need to take
accurately report your data.
+ Learn how to comply using the Portfolio Manager

Reference Guide, available at SanD:
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Step 4: Run the Data Quality Checker

The data quality checker will review your building and energy data to make sure you
have all the necessary elements to submit your benchmarking report.

n Select the property and click ‘Check for Possible Errors’
N you
e

r ENERGY STAR Portfolio Manager account, on the MyPortfolio tab, click your property name on
Dashboard. Then scroll down and click the button Check for Possible Errors.
9 Select Timeframe and click ‘Run Checker’
data quality checkerreviews 12 months of data. Choose the appropriate year-
ending date for the year you are reporting. For example, in 2026 you are required to

submit data for the year 2025. So, you would select Dec 31 in the first drop down field,
and 2025 in the second.

th

Then click on the Run Checker button.

("
Select Timeframe & Run Checker & About Timeframes
We check data for a full year (12 months) of meter consumption and Property Use Details (called a The Data Quality Checker needs one full calendar year
Metric Year). Select a Year Ending Date and click "run checker” to see possible data issues. of Property Use Details and meter information for most

. x . : checks. Otherwise, we will show you basic alerts to let
Year Ending: ' bl ¥ Run Checker h you know what's missing.

e Review the alerts

The data quality checker will potentially display two types of alerts. Next to the
alert symbols you will find tiny triangles that you can click to expand and display a
complete explanation.

o Any red alerts must be fixed before you can submit your benchmarking
report.

Yellow alerts warn of possible issues. Review these and fix them where
appropriate, however please note that not all yellow alerts need to be
resolved before submission. You may receive yellow errors that say your
building doesn’t have water, waste or material meters. You can ignore
these errors because the City of Chula Vista does not require this
information.

After addressing all red alerts and reviewing the yellow ones, click the Run Checker
button again fo ensure the intended alerts are fixed.
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Step 5: Submit Benchmarking Report - Connect and Share

Now you are ready to submit your benchmarking report electronically to the City of Chula Vista!

o Connect your Porifolio Manager account with BenchmarkCV.

Let’s connect!

Step 1: Click the “Contacts” button in the upper right-hand corner of Portfolio Manager

,\" ENERGY STAR® Welcome S Account | Notifications | ENERGY STAR @ Help | Sign Out

Grsef g P rtf I' M ® Settings Notifications
= PortroliolVianager

MyPortfolio Sharing Reporting  Recognition

Properties (44) Dashboard Search by ID or Name
Add a Property
Please refresh to see your current metrics.
Refresh to see Source EUI Trend View All Properties (44) vl | Energy Highlights Vl Refresh Metrics
Add/Edit/Delete Groups Add/Edit/Delete Views

Step 2: Click “Add New Contacts/Connections”

Add New Contacts/Connections

Step 3: Input BenchmarkCV in the username bar and click “search”
Add Contact

There are two ways to add a contact. First, search below to see if the contact you would like to add has a Portfolio |
Connection Request, and when they accept the request, they will be added to your Contacts. Second, if the contact
Manager account, then you can create an entry within your personal contacts.

Connect with an Existing User for Sharing i

Search using any of the criteria below. If yo

Port
Name: | | pers
they
shar

Organization: | |

Username: | BenchmarkCV | ';‘

If the
Email: | | Man
add

neei

appl

Step 4: Click “Connect” on the result that says “Benchmark Chula Vista (BenchmarkCV)”

Step 5: Click “Send Connection Request” on the “Send a Connection Request to Benchmark Chula Vista to Begin Exchanging
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Data” page.

WAIT 90 Seconds

You will see a green banner on your screen when the connection has been successfully made. Please note — receiving the
notice of successful connection does not mean the benchmarking report is submitted and complete.

e Give BenchmarkCV Access to Your Building’s Benchmarking Report.

Once your account is connected with BenchmarkCV, you can share your property(ies) with Chula Vista.

Step 1: On the “Sharing” tab of the main Portfolio Manager page, click “Share (or Edit Access to) a property.

MyPortfolio Sharing Reporting  Re

My Shared Properties
(0) .

-_ Share (or Edit Access to)

Share with your Utility or
Service Provider for exchanging
data

Download Sharing Report

Step 2: Select the properties you want to share by clicking the “Select Properties” button.

Step 3: Click “Apply Selection”

Step 4: Under the “Select People (Accounts)” section, click “Benchmark Chula Vista (BenchmarkCV).
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Select Properties

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

to share and/or edit access to?

Select Properties
Selected Properties: 1

Select People (Accounts)

Which people (accounts) do you want to share these properties with (or modify their

current access to)? The access for each can be different and you'll be able to specify that

on the next page.

Select contacts from my contacts book:

3

it

v |
SDGE Benchmarking (SDGE)
|

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

Choose Permissions

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

* () Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either

because | am doing a single share OR | want to choose the same permission for all of
my share requests).

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

m

permission

Step 5: Under the “Choose Permissions” section, select the “Personalized Sharing & Exchange Data (“Custom Orders

option.

Step 6: Click “Continue”
You will be brought to a new page.

Step 7: Check the “Exchange Data button.”

Step 8: A pop-up window will appear.

a. Select “Full Access” for property information

b. Select “Read Only Access” for Goals, Improvements, & Checklists

c. Select “None” for Recognition

Select the permission level below that you would like to grant Benchmark Chula Vista for each category.

Item None | Read Only Access | Full Access

Property Information

All Meter Information

Energy Meters
1310210471 O O

® Water Meters
Goals, Improvements, & Checklists () @]

Recognition

@ The provider with whom you are sharing does not support this meter type.
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Step 9: Click “Share Property(ies).”

Read Only Eull A
CrEmroc ull Access Custom Access Exchange Data

No Access

You'll know you successfully shared your benchmarking report with Chula Vista when you see a green confirmation
message. (See image below) Note: You won’t receive an email from Chula Vista regarding successful sharing in Portfolio
Manager.

MyPortfolio Sharing Reporting  Recognition

You've successfully shared/edited access to your property(ies). If you shared properties, you'll receive a notification when your contact has accepted the share.
If you edited access to current permissions, the edits have been made, no acceptance is required.

If you edited web services Custom |D fields, read this.

Thank you for sharing your building’s energy data with the City of Chula Vista!

@ Questions? We are happy to help. Please contact us at benchmark@chulavistaca.gov
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