[bookmark: _GoBack]Guide to EPA’s Portfolio Manager: Benchmarking Utility Data 
Genesee/Finger Lakes Regional Planning Council 
Before embarking on the benchmarking journey, gather one year’s worth of utility bills (electric and natural gas). Check for more than one meter or adjoined meters.
Step 1: Create login username and password for account on EPA Portfolio Manager through Energy Star.  https://portfoliomanager.energystar.gov/pm/login.html  
Step 2: To set up your first building, scroll down to mid-right section of the page.  Create building profiles through assessing building stock: include buildings over 1,000 square feet (Find out total square footage for each building), find out year built, and input “100% Occupancy” for the building.
TIP: when selecting building profile type, use your best judgement as there may not be an appropriate selection for your building type. For example, if entering a Town Hall, your closest option may be a PUBLIC Social/Meeting Hall, as “town hall” does not exist.  
TIP: If you do not have exact sq. footage and year built use your best judgement to not get hung up on this part.
[image: ]
Step 3: Once building have been set up, you may begin adding utility data from that screen, the building’s “Home Page”.  If you’re inputting data straight away after setting up the building, skip to Step 6
Step 4: Returning to EPA Portfolio to input utility data.  Click on the My Portfolio Tab from your home page. 
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Step 5: Select a building to begin inputting utility data by clicking on its name
Step 6: Click on the energy tab
Step 7: Under the Meter Summary Box on the top left-hand side of page, click the hyperlink “Add a Meter” 
Step 8: Follow the prompts to select the type of energy you will be entering (electricity, natural gas, etc.) and the measurement (kwh, ccf, therms, etc) 
TIP: When entering the “Date meter became active” -this date must align with the first date you enter for your billing data exactly to properly digest data. 
Step 9: Begin entering your utility data and costs associated. You will be primarily tracking utility usage amounts. Do this for at least one calendar year to gain seasonal variation insights. 
TIP: If you align the meter read and end date monthly, when you click on “Add another entry” the next month's dates will auto populate for you. 
Tip: Directly below the table are various options to delete or add new entries etc., input the full year and once complete, click “Save Bills” 


FOR REPORTING BENCHMARKING DATA 
The Clean Energy Communities High Impact Action Item requires communities to publish their annual utility usage so that it may be publicly accessible. Publishing utility data is beneficial for all communities in allowing both staff and public to begin thinking about energy efficiency in manners they may have not before. 
Step 1: Click on the Reporting Tab to the right of the MyPortfolio Tab at the top of the webpage.
Step 2: Scroll down to mid page and click on the tab ENERGYSTAR Reports.  
Step 3: Choose Performance Highlights by changing the drop-down menu under the Action Column to Generate new report. 
Step 4: This brings you to a new page where you need to adjust the drop-down menus to fit the data reported. This means dates and meter types all need to match up. Once you are finished here, scroll to the bottom of the page and click on the blue button “Generate Report.”   
Step 5: After you have done this, the Portfolio Manager will direct you back to the “My Reports” page. To view your report, simply scroll back down to “Templates and Reports” and, again, under “Performance Highlights,” adjust the drop-down menu to “view report” or “download report in excel.” This depends on your preferred format for publishing this data. Suggested publishing methods include graphic representations on a newsletter or website, or access to an excel file through the municipal website. 
If you need additional help reach out to Haylee Ferington, Clean Energy Communities Coordinator, at hferington@gflrpc.org at any time. 
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