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

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

1. Go to https://portfoliomanager.energystar.gov/pm/login and login with your Portfolio Manager account.  
 

 
 

2. Click the address or name of the benchmarking report you will be assigning the LA City Building ID to.  
 

 
 

3. Click on the “Details” tab.  

 

Click on your property 
address or report 
name 

Login with your 
Portfolio Manager ID 

Click on “Details” tab 

https://portfoliomanager.energystar.gov/pm/login
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4. Click the “Edit” button under the Unique Identifiers (IDs) section. 

                

 

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. 
 

 

 

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 II, next section) 

Click on “Edit” 
button 

1. Select “Los Angeles 
Building ID”  

2. Type your LA City 
building ID 

3. Click “Save” 
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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. 
 

 
 

 
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”. 
 

 
  

Login with your 
Portfolio Manager ID 

2. Select the 
registered building  1. Select “One Property” 

3. Click “Generate 
Response Preview” 

http://www.ladbs.org/benchmarking2016
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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. 

 

             
 

 

 
 

 
 
 

2. Click  
“Select Properties” 

3. Select properties 

4. Click “Apply 
Selection” 

1. Choose “Multiple 
Properties” 

5. Click “Generate 
Response Preview” 
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2. In the 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. 
 

 
 

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

 
  

Click “Close” go back 
to previous page 

Select “Preview 
Response” 
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4. In the Templates & Reports section, under Action, select “Send Response”. 
 

 
 
 

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.  
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select “Send 
Response” 

3. Click “Send Data” 

2. Complete the e-sign and 
click “E-Sign Response” 

1. Click the Certify 
checkbox  
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