B
DEPARTMENT OF BUILDING AND SAFETY

Instruction Guide to Adding

Building IDs &

Sharing Benchmarking Data with the City of Los Angeles

*To complete the benchmarking process with the City of Los An

PART I: Add the City of LA Building ID to a Benchmark

1. Go to https://portfoliomanager.energystar.gov/pm/login and logi

geles, please follow the two-part process below.*

Report

n with your Portfolio Manager account.

m ENERGY STAH:’
Portfolio)anager®

Welcome to Portfolio Manager

Help
Language: English | Frangais

ENERGY STAR
Buildings Homepage

Helping you track and improve energy efficiency acress your entire portfolio of propertie:
. Logi
Usemame JohnSmithPM <+ g
. . Port
Password: | ..ieeeiiis

n with your
folio Manager 1D

| forgot my username.

Create a New Account

Cearn More About
Portfolio Manager

[J These links provide more infermation from
ENERGY STAR and are not available in French

2. Click the address or name of the benchmarking report you will

be assigning the LA City Building ID to.

m ENERGY ST:’\R.
PortfoliolVianager®

MyPartfolio Sharing Reporting  Recognition
Motifications {0)

Properties (1)

Add a Property

‘Yo have no new ritific ations.

Source EUI Trend (kBrufft®) Properties (1)

Click on your property
address or report
name

Fllter by: | view All Properties (1)
Cragte Growp | Manage Groups
Name =

> )

Welcome JohnSmithPM: Acgount Settings | Contacts | Heto | Sign T

Search
Acton
Iwan.., v
v
% Doswrioend Entite Portfoko

3. Click on the “Details” tab.

P ® ENERGY STAR®

=2 Portfoliolanager®

MyPortfolio Sharing Rep

201 N Figueroa St

201 N Figuerca 51, Los Angeles, CA 90012 © Map It

Weicome JonnSmithPM: Accgun Semngs | Contacts | Helo | Sian Out

Portfolio Manager Property 1D 5726599
“ear Built: 1964

Click on “Details” tab

100

Current Score:

Score: 100

# Edn

Design

Matifications (0) Metrice Summary

eu have no new natific ations. Metric

Diee 2016 (Energy

Dez 2016 (Energy
Uaseling] 7 Cument) 4| tuns

100 100
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4. Click the “Edit” button under the Unique Identifiers (IDs) section.

MyPortfolio

201 N Figueroa St

201 N Figueroa St, Los Angeles,

Basic Information

Construction Status
Test property thatis

< single building

Property GFA - Self-Reported:
260 a.Ft

Occupancy:

Unigue Identifiers (IDs)

Portfolio Manager ID:
5728500

Custom IDs: None
| tandam INs: None

Click on “Edit”
button

Additional Information
Federal Property:
Not St

Service & Product Provider:

Mane (Find 2 SPF o]

summary Datalls Energy witer

ENERGY STAR Score (1-
100)

Current Score: 100
Baseline Score:
wasts & Materiais Goaln Daeign

Property Uses and Use Details

m 444 Ancther Typs of Us= v

Gross Floor

Action

Name: Property Use Type

B Buiking Use Cfficz

Froperty GFA (Buikling
Fropsry GFA (Far

Property Type
Propery Typs - Seif-Selectsa:

Office #

Property GFA by Use =

Property Typs - EPA Calculsied
Office

afis:
188%

Froperty Notes
Use the following area to keep notes on your property

5. Select “Los Angeles Building ID” from the Standard ID(s) drop down menu. Type in your 12-character LA City

Building ID number, which can be found in your Notification letter. Once entered, click the “Save” button.

P ENERGY STAR

Your Portiaio Man

Custom 1D 1
Name:
Custom D 2:
Name:
Custom 1D 3
Name:

Standard IDs

== PortfolioVlanager®

Portfolio Manager Property 1D

rope:
Manzgsr nifies your property to EPA, ke o yur
Portfolio Manager Property ID: 5726559 communcang wn

those ypi

Welcoms Jonn STInPM: Acoo

5 referance your propery in any ether sysiems you may be.

Your Portfolio Manager Property 1D
Q oer Property

ry 1D v e wihen your properiy wias entered into Portiolio

Your Partmo Manages Progay I3 1 5210y ERA N
oo TS numbes when
5 300un 2ny questons you Fave

anoumes progany

Custom IDs

have diflerent names. Gnly people who have
<< cusiom Ds.

ThE Cusiam 155 are for You 13 US2 35 YOu WisnL I 300N
"

[

2. Type your LA City
building ID

Standard ID Types
i yp

TR St of Sanand 13 1P 15 manmaned oy EPA.
Standard I+ are for nstansl arganizations and siste and
e Benemaring programs.

1. Select “Los Angeles

3. Click “Save’

ing Unique 1D
Proparty Unique 1D
D

i

Building ID”

After Clicking “Save”, your LA City Building ID will be linked with your benchmarking report in Portfolio Manager.

You can now proceed to share your benchmark report to LADBS. (See Part I, next section)
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PART II: Share your Benchmarking Report with the City of Los Angeles Department of Building
and Safety (LADBS)

1. Login with your Portfolio Manager Account by going to www.ladbs.org/benchmarking2016.

PN ENERGY STAR® Help

PortfoliolVlanager® e it

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfclio of properties Buildings Homepage
. Login with r

Usemame: | JohnSmithPh <+—— o9 . th you hing
. Portfolio Manager ID
assword: | seveeeeeees
| forgot my password. TeanTviore About
1forgot my username. Portfolio Manager

These links provide more information from

Create a New Account # ENERGY STAR and are not available in French.

Scenario 1: If you have one (1) property you need to report, select “One Property” in the “Your Response” section.
Then select the registered building or report name you are going to share and click “Generate Response Review”.

P ENERGY STAR®

PortfoliolVianager®

MyPortfolio Sharing Reporting Recognition

Welcome JohnSmithPM: Account Settings | Contacts | Help | Sign Out

Complete this form to respond to the "2018 City of Los Angeles Deparment of Buiking and Safety” for Department O Buiding And Safety City of Los
Angeles. This response has also been added to your "Templates & Reports” list on the Reporting tab

Respond to Data Request: 2016 City of Los Angeles Department of Building and Safety
from Department Of Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)

" Responding to Data
About this Data Request Requests

. o E - “ou are viewing this Screen because
Data Requested By: Depsnment Of Buiiding And Safety City of Los Angeles <ammarm s asked o 10 rasci dta

For help, contact Departmant Of Buikding And Safety City of Los Angeles st ladbs ebeweg@lacity.org or to them in the form of & data request. To
213-482.0478 respond, simply fill out the informtion on
this soreen and select what properties
you wish to include (some decisions may
have been made by the dats requestor )

Aiso see the How to Respond to Dets
Requests guide.

"} Submitting Data for
About Your Response Someone Else

Sometimes people delagate their

responsibiities for respanding to dsta

requests to ather people. If you are

® mysetf responding on behalf of someone sise,
someone eise piease select their name from your

Contacts Book so that they will be

sttributed to the response.

Who is this data being submitted on behalf of?

2. SeleCt the G Previewing Reports

Your Response

registered buildin Making selections here wil include
1. Select “One Property”  fue: g 9 |
response. ou may preview your
] [Deca -||33|3-\/ respanse before you send it However

o
Portfolia Manager will need to prepare the
\ PR Fihe data requestor has specified 2 fimeframe for fhe request, you il not teab}ewéar-;e it preview in order for you to view it Large
JJ responses may take more time to
prepare. Your response preview will be
svsilsile from the Templstes & Reports”
section on the Reporting tsb when it is

2rly
sending resdy.
3. Click “Generate

| J#—] Response Preview

Properties: | [ Gnz Fropany ||~ Seiect Property - ]

PR The data requesior may have asked igf - S@lect Property -
S e § 201 N Figueroa St
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Scenario 2: If you have multiple registered properties need to report, select “Multiple Properties” in the drop down
menu. Click “Select Properties”. Select the check box for all the properties you want to report. Click the “Apply
Selection” button. Then click the “Generate Response Review” button.

About Your Response

Who is this data being submitted on behalf of?

® mysef

Someane else

by the data requestor)

Aiso see the How to Respond to Data
sts quide.

Submitting Data for
Someone Else

Sometimes people delsgate their

responsitiltiss for respanding 1o data
requests to other people. If you are
raspanding on behalf of someane 2lse,
please select their name from your
Comtacts Book 30 that they will be

Select Properties

Search —

1. Choose “Multiple
Properties”

the response

3. Select properties

Name

2. Click
“Select Properties”  pesrem-

VEUT TEEpanse. You May preview your

iewing Reports
8 Rep 201 N Figuerea St

tiones here will inglude

Timeframe: [ 50 e

tesponse before you send it. However, Selected Propetes:l (View Seiection)

v |[Dec 31 (20~ |
n tne ﬂ“zshmzswzd!zﬂ a#matame Br e request, you wirhotbe able fa change 1L

Fonfoiio Manager wil nesd 1o prepare
the preview in order for you to view it
Large responses may take more time to

Properfies: [ }itioie Properties. Bl|| select Properties

prepare. Your response preview vill be
available from the “Templates &
Reponts™ section on the Reparting tab

ted Properties: 0

[t ] e Ll ot | 1t

< Property Types  State/Provinces

Offiee ca

Filter Properties (1)

Filter by Property Type
oftce (1)

Filter by Construction Status
Teli)

Filter by State/Province
cammmia (1)

Filter by Shared from

Wana - My Propartes (PDA} (1]

Tne a3t requestr may nave

- me propeny
red e r2quesied SANDAD 103 7 $30N PrOPENy DENTE

wihen it is ready

sending your respanse

4. Click “Apply
Selection”

Generate Response Preview Jiates]

Welcome JohnSmithPM: Account Settings | Contacts | Help | Sign Out

[ = ENERGY STAR®
=2 Portfoliolanager®

MyPortfolio Sharing Reporting Recognition

Complete this form to respond to the *2018 City of Los Angsles Department of Suiing and Ssfety” for Department Of Buikling And Ssfety City of Los Angsles.
This respanse has also been added to your Templstes & Reports" fist on the Reporting tab.

Respond to Data Request: 2016 City of Los Angeles Department of Building and Safety
from Department Of Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)

Responding to Data
Reguests

About this Data Request

“You are viewing this screen because
someone has asked you to provide
data 1o them in the form of a data
reguest. To respond, simply fill out the
information on this screen and select
what properties you wish to include
{some decisions may have been made
by the data reguestor.)

Data Requested By:  Department OF Buikling And Safety City of Los Angsles

For help, contact:  Department OF Buikling And Safety City of Los Angeles st ladbs.sbewe@lacity.org or 213
4820478

Also see the How 10 Respond to Data
Reguests guide.

Submitting Data for

About Your Response Someone Else

Sometimes people delegate their
responsibilities for respanding to data
requests to other people. If you are
responding on behalf of someone ekse,
please select their name from your
Contacts Book so that they will be
attributed to the response.

Who is this data being submitted on behalf of?

® mysef

) someone else

Previewing Reports
Your Response n arep

Making selections here will include
specific properties and timeframes in
your response. You may preview your

Select Information to Include:

Timeframe:  * ; 5 B response before you send i However,
(Singe Yeur | BT Portfolic Manager will need to prepare
e data requesior has speciied a tmatframa for e raquest, you will notbe able 1o changa it the praview in arder for you to view it.
n Large responses may take more time to
prapare. Your response preview wil be
Properties: [ iiipia Proparies v Selected Froperties: 0 available from the Templates &

Reports” section on the Reporting tab

Tha data raquasior may hava askad for ana or mare standard I0s o be Includad Wit ha proparty wihen it is ready.

Information. Make sure you nave enter=d Me requesied standard IDs for e3ch property betore

s2nding your raspansa
- <4
Generate Response Preview J§ S

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

5. Click “Generate
Response Preview”

Follow Us [ K3 i @
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2. Inthe Templates & Reports section, select “2016 City of Los Angeles Department of Building and Safety (Request
from Department of Building and Safety City of Los Angeles) template”. In “Actions” column, select “Preview
Response” from the drop down menu.

V"": ENERGY SIBH- Vielcome JohnSmithPhE Azcourt Setiings | Contacts | Help | Sign Cut
=2 PortfolioManager®

MyPortfolio Sharing Reporting | Recognitior

Charts & Graphs ENERGY STAR

Performance Documents

Statement of Energy Performance (SEF

Weather Normalzed Source EUI
How much total primary fuel would be required by my properties, under average weather

conditions?

Select “Preview

Templates & Reports (10) Response”
‘ &',) Your new resp preview(s) has been
% Name *  Status
™= | 2018 City of Los Angeles Department of Buiding and Safety (Request | (1 Response Preview Generated
{1+ | from Degartment Of Buiding And Safety City of Los Angsles) B2 vimzoiraniPm
| ™= | Pedormance Highiights No Repont Genersted e m B
— Dowrnioad Freview in Excel
Energy Peformance No Report Genersied Generate an Updated Response
| Send Response
™ Emissions Peformance Na Report Genersted | Defete Response
ister Performance Na Repart Generated [1 want to
-
Fust Parfoimance MNa Rapor Genersied 1| wart to.

3. After reviewing your building information, click the “Close” button.

ﬁ* ENERGY S”\H.' Welcome JohnSmithPM: Account Settings | Contscts | Help | Sian Out
=< Portfolio|\! g
=4 Portfolio)Manager

MyPorifolio Sharing Reporting | Recognition

View Report: 2016 City of Los Angeles Department of Building and Safety
Date Generated: 01/17/2017 06:01 PM EST

Number of properties in report: 1

The following displays the data genersted from your report template. It includes the i jon and metrics thst you selected for the properties you included. You may
"Generste s Mew Report” to get updsted information from the sction menu for this report templste.

Information and Metrics

1 records

Information and Metrics

Property Id Property Name “ | Year Ending Address 1 Address 2 City State/Province

5728580 201 N Figueroa St 1273172018 201 N Figueroa 5t | Not Available Los Angeles California

Click “Close” go back
to previous page

\A ’
Generate New Report | Download Report Dﬂwrllnadxl

Follow Us 33 K5 iy @ Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
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4. Inthe Templates & Reports section, under Action, select “Send Response”.

m ENERGY SU:\H.‘ Welcome JohnSmithPM: Account Settings | Contacts | Help | Sign Out
=2 Portfolio/\lanager®
MyPortfolio Sharing Reporting | Recognition
Charts & Graphs ENERGY STAR

Performance Documents

"% Stetement of Energy Performance (SEP)

e Statement of Energy Design Intent
& [SEDI}

"T& Data Verification Checklist
il -

™ Progress & Gosls Report

%] ENERGY STAR Score Card

Weather Normalized Source EUI
How much total primary fuel would be required by my properties, under average weather
conditions?

Templates & Reports (10) Select “Send
‘. @; ‘Your new response preview(s) has been Response”

+ Name + Status \Mﬁnn

| = 2018 City of Los Angeles Depsriment of Buiking and Safety (Request | Response Praview Genersted: ([
£+ From Depsriment Of Buiding And Ssfety City of Los Angeies) ) 11772017 8:01 PM et o
want 1o
™ Performance Highights Mo Report Genersted Edit Properties and Timeframe
Praview Respanse
— Downlosd Preview in Excel
Energy Performance Na Repart Genersted Generste sn Updsted Response
‘Send Response
[ | o= Peremence Ho Repor Gerersied
—
\ister Performance No Report Genersted T wart 10 .
—
Fusl Perfarmance No Report Gnersted T wart 10 .

5. Confirm your response to Building and Safety’s Data request by clicking the “I hereby certify...” check box. Complete
the e-sign section by entering your username and password and clicking the “E-Sign Response” button. Lastly, click
“Send Data” button to share your data with LADBS.

ﬁ* ENERGY Slﬂ«H.' Vieloome JohnSmithPM: Account Setfings | Centacts | Help | Sign Out
g ®
=21 PortfoliolVlanager

MyPortfolio Sharing Reporting Recognition

Confirm Response to Data Request from Department Of Building And Safety City of Los
Angeles (Los Angeles Department of Building And Safety)

By ciicking Send Dsts, you wil relssse dats to Depsriment Of Buikling And Safety City of Los Angsles (Los Angales Departmant of Buikiing And Safety). You wil
receive a confirmation emsil with a receipt and & copy of the data stteched.

o Who (besides you) should we send a confirmation email to? About Releasing Your
Select contepts from your cortasts book Data
sus chosen to releass your

John Smith {JohnSmithPM)

About Signing Your
Response

To S8l ct MURDIS CONIACTS, NOK] dOWN YOUr Conwal (CTRL) Ky and CitX 0N 83ch S8lecton

Optionsi- Additional Email Addresses:

A

Separal murpis BM3ks by 3 COMMA OF S2MICaIoN

awna 1. Click the Cert|fy the email attachment?

checkbox 2. Complete the e-sign and
3 E—SlgWData Response click “E-Sign Response"

ghment Of Building And Safety City of Los Apfieles with Los Angeles Department of Building And
ety

“Your usemame:
“Your password

3. Click “Send Data” e

heraby cartify thet | am relessing dsts sbout mepem

E-Sign Response

Follow Us [ i 8 @ Corteot Us | Privacy Polioy | Browser Requirements | ENERGY STAR Buildings & Plants Webste
——

LADBS Instruction Guide to Adding Building IDs & Page 6 of 6

Sharing Benchmarking Data with City OF Los Angeles (Rev. 01/19/2017)



	PART I:  Add the City of LA Building ID to a Benchmark Report
	PART II:  Share your Benchmarking Report with the City of Los Angeles Department of Building and Safety (LADBS)

