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HOW TO USE THE GUIDE

HOW TO USE THE BENCHMARKING GUIDE

The Guide will walk you through the entire process of benchmarking and reporting your building, with
screenshots and guidance for each step. The Guide is hyperlinked, so use the online version for easy navigation
between sections. As you navigate through the Guide, you can return to the table of contents from each page by

clicking on gray “Back to Contents” box in the bottom left corner. %

o

Benchmarking is a multi-step process so print and complete the Benchmarking IDs and Logins page (see page
3) to keep track of information you will need throughout the process. If you'd like to hire a vendor to complete
the benchmarking process on your behalf, refer to our directory of vetted local providers here: https://retrofit.la/

benchmarking-service-providers/

FIRST YEAR BENCHMARKING? If you are preparing your first benchmarking report, refer to this Benchmarking
Guide for compliance steps.

SECOND OR THIRD YEAR BENCHMARKING? If you complied in a prior year, please refer to the Ongoing
Reporting Guide for compliance steps.

GET STARTED - Review the process below, and determine which steps apply to your building:

REGISTER YOUR BUILDING

Register your building with LADBS, and submit the annual disclosure compliance fee.

SET UP PROPERTY IN ENERGY STAR

Create a Portfolio Manager account (Section 2), and set up your Property Profile
(Section 3). If you have already created your property, review & update property details.

SET UP LADWP/SOCAL GAS DATA FEED

tesangeles — LADWP and SoCalGas can provide the whole building data needed for Benchmarking.

Department of

DWPlwaterapower  Follow Section 4, & Section 5 to set up a recurring data feed to your property in Portfolio
MSmmas Manager. Request your data by March 1st to allow time for upload and review.
.3-\... I pem———

SUBMIT YOUR REPORT

Review your data and submit your Benchmarking Report to LADBS (Section 6) before

=
Jrar June 1st each year.

ENERGY STAR

» For all contact information to resources, refer to Section 7 of the Guide. Not sure who
to contact or have a general question? Reach us at: https://retrofit.la/benchmarking-

assistance-navigator/

NOTE: This guide will be updated continually as policies evolve on the State and local level so please be sure to
check www.retrofit.la for the latest version.

BACK TO CONTENTS
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HOW TO USE THE GUIDE

\ BENCHMARKING IDS AND LOGINS
\

We recommend completing the fields below and saving/printing this page for future reference.

Property Address(es)

LADBS Building ID’

Building AIN?

ENERGY STAR PORTFOLIO MANAGER LOGIN

Username

Password

LA DEPARTMENT OF BUILDING AND SAFETY LOGIN

Username

Password

Portfolio Manager Property ID?

LADWP Property Admin ID*

© The LADBS Building ID is listed on your Notification Letter.

You may also look up here: https://data.lacity.org/City-Infrastructure-Service-Requests/Existing-Buildings-
Energy-Water-Efficiency-EBEWE-P/9yda-idya/data

© The Building AIN may be obtained from Open Data: https://data.lacity.org/City-Infrastructure-Service-
Requests/Existing-Buildings-Energy-Water-Efficiency-EBEWE-P/9yda-idya/data

© The Portfolio Manager Property ID is listed under your property’s name and address in the top navigation
bar in ENERGY STAR Portfolio Manager.

@ The LADWP Property Admin ID is assigned by email to during the LADWP data request process.

BACK TO CONTENTS
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OVERVIEW

The Existing Buildings Energy and Water Efficiency (EBEWE) Ordinance is designed to encourage building
owners to reduce energy and water consumption through benchmarking and performance requirements. These
efforts will help building owners recognize opportunities for cost-effective improvements, while cutting energy
and water waste and reducing greenhouse gas emissions.

The EBEWE Ordinance was established by Los Angeles Municipal Code (LAMC) Division 97, Article 1,
Chapter IX, Ordinance No. 184674 and was amended by Ordinance Nos. 185198 and 185586. The EBEWE

Program is commonly referred as the EBEWE Ordinance. Additional information and updates can found at
www.retrofit.la.
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SECTION 1

REGISTER WITH LADBS

/

1.1. Sign onto your LADBS EBEWE Registration account. If you don't have an account, you will need to create
one: https://www.| rvices2.lacity.or we.

/

NOTE: You must register your building and remit the Annual Disclosure Compliance Fee
no later than June 1%t every year.

(1] Login if you have an existing account, otherwise click “Create an Account”:

Existing Buildings Energy & Water Efficiency (EBEWE) Program
The EBEVE Program was astabiished frraugh City of Los Argeles Ordinance Mo, 14374 which created Division 97 aftheLos
! Coda LAUC), B8 of and Sadety LADEIS) and comisty of wo pans;

1} Banchmarking

Th i one line fmay or mudiole ADES. Then
ancually, nigister your bulding(s!, ey a foe. and submil 2 besschrark repod (using Portiol Managen for each bulding
50 i T Jur T e s

2) Audits & Ratra-Commissioning (WRCx)

The same account Pl was: coaied 1o benchmank can be used for ARG to- Register your buiding(s). pay Sees,

Varter Exeenpiicn, ARCxs dus sy 5 years
the L sion OF of the LAMC.
Login for Existing Users Creats an Account for Benchmark andfor ARCx
Create an Account
exampleigmal com =
5 For wsistance, anal us maning
* Banchemaning B Lt Bbewngiactyg
= + o & ng s o avc@fachyorg

T T

Fergon Passwond?

O creating a new account, complete the page below:

Existing Buildings Energy & Water Efficiency
Program

Create an account 1o S1ar the process

Organization / Company [optional) n

First Mame
Last Neme

Qe Auchited or Enginger [ S€1%et 1 Oplion 98

Professional License Number ﬂ

Arfcines

City

State on
Zip Code
Phane Number
Email / Lisernnme:
Password
Caonfirm Passward

Submit

For assistarce, phease email us at ladbs cheweBlasily org,

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.

Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
BACK TO CONTENTS

Updated: September 2023
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SECTION 1
REGISTER WITH LADBS

/

Once completed and submitted, you will receive a confirmation email from
LADBS regarding your login (see below).

/

2 Reply 5?—?. Reply All £ Forward l_‘: IM
ladbs.ebewe@lazity.org

LADBS EBEWE Login and Building Registration
Thank you for creating an account with the Department of Building and Safely’s EBEWE program. Please proceed o
www.ladbs.org/ebewerepistration to login and register your building.

For more information regarding compliance of this ordinance, visit www.ladbs.org/ebewe or e mail us at
ladbs.ebewe@lacity.org,

Then, proceed to https://www.ladbsservices2.lacity.org/ebewe to login and continue registering your
building.

1.2. Select “Register for Benchmarking” and register each building assigned to you with LADBS (EBEWE
Program) - this includes paying the annual disclosure compliance fee.

Please select from one of the following actions:

| Register for Benchmarking |

Register for Audits & Retro-Commissioning

EBEWE: Register for Benchmarking

Please enter the LA City Building ID number assigned by LADBS to your property and communicated to you via an EBEWE
Notification letter. You can also locate the Building ID by following the instructions titled "Find you Building ID in BIO (Building
Information Online)” at www.ladbs.org/ebewe/ebewe-benchmarking-process-and-information.

B worysuidng e Building Zip Code 1= 90012 Year | Select.. :
D

Submit

NOTE: To fully comply with the Annual Benchmark requirements you will need to: register the building ID, verify that the

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
BACK TO CONTENTS

Updated: September 2023




SECTION 1
\ REGISTER WITH LADBS

1.3. On the next page, verify, complete, or edit the owner information.
\ » Then click “Save and Pay".

EBEWE: Building Owner Contact Information
Below is the information we've associated with the LA ity Building ID you provided, Please verify, and edit as needed.

LADES Bullding 1D Year Bullding Address
Account Information Owner Information
Crwmer Nama
Account TH
Mawrwe Mading Address
City State
A -
Zip Code Primary Phone Number
Email

B 1am the Owner and | <€—
A Have wverh At owner infarmation B correct.
b, Will pay the registration fee for each bullding that 1 am registering,
Note: You will pay the registration fées from LADES' payment site once you have clicked on the "Save and Fay” button.
€. Understand that registration is complele only after the appropriate fees have beun paid.

"1 1 am a representative of the Owner, and my relationship is e 4—
a. I have certi owner information is comect.
b. Twill provida the Ownar's Rapresentative Contact Information.
€. Twill pay the registration fee for each building I am registening.
Note: You will pay the registration fees from LADES' payment site once you have chicked on the "Save and Fay” button,
d. Understand that registration is complete only after the appropriate fees have been paid.

For assistance, please email us at ladbs.ebeweilacity.org.

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.

Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials.
BACK TO CONTEN

Updated: September 2023




REGISTER WITH LADBS

You will then proceed with paying the annual disclosure compliance fee, in the amount of
$64.66 ($61.00 compliance fee + $3.66 surcharge).

To pay online, click “Check Out”.

If making a payment by check or cash, click “Print and Pay In Person” and proceed to

NOTE: You must pay the disclosure compliance fee each year.

) LOS ANGELES

ELA {p”;‘-‘j DBS 4 Dackto LADDS Al Services

| o |address _________________________________________________|Price | |
- :sg:j'e:::icn. Cnergy Ciciancy Program [Document ID: 11138) £ rdgE
Sub-Tetal : 36466
lotal : $64.66
Add Anather Bullding Ensrgy 9 Chack Out

9 Print and Pay In Person

Review your order to verify that all information is correct. If correct, click “Next”.

Billing Information

1. Review Order

Application: Energy Efficiency Program 2
Address: £64.66

Gales Total :  $ 64.66

will have the abifity to confirm your p

2. Customer Dilling Information

1 and is non-re

3. Customer Billing Addrecs

4. Payment Method




REGISTER WITH LADBS

Enter your billing contact information.

1. llonew Urder

Company Name

Flrst Mame

Middle Mame

Last Mamc

Email

Phone Mumber

3. Cuslumer Billing Adds e

4. Pravment Method

g Information

2. Lustomer Billing Laformation

CWIZG:
Ridiad To )
Fulen 1he Tinage lexl abowe:

Enter your billing address.

i. Review Order

3. Customer Billing Address

Aclilress

City

State

Tlpcode

Comnlry

4. Payinenl Method

Billing Information

2. Customer Dilling Information

united states




REGISTER WITH LADBS

Select appropriate payment method:

1) For Credit Card, enter your credit card number and click ”Calculate Service Fee” to proceed.

2) For e-check, select “Checking Account” and enter the banking information into the spaces provided.
Be sure to retain your email receipt/confirmation. This step completes your LADBS registration.

4. Payment Method

O Checking Account ® Credit Card (#n Addtionsl 273 Sarvice Fee will be added - Leam More)
— g, —
Cradit Card Number o e

Calculate

Sales Total : % 64.66

4, Payment Method
© Credit Card (an addtions’ 2.79 Service Fes wil be added - Leam Mare)

Sales Total :  $ 64.66

Routing Mumbear | Wanat's this?

Routing Number Confirm |

Account Number |

Account Number Confirm |

Account Type | Persona v

After clicking “Print and Pay in Person”, you will see a PDF receipt of your purchase.

Print this page, and bring it with you to a Department of Building and Safety cashier located
at any of the Development Service Centers. For cashier locations and hours of operation,
go to www.ladbs.org/locations/all-locations.

FDRS ID: 35677

tLA ™. DBS Online Application Payment Due

FDRS ID: 55677

Application: Energy Efficiency Program (Document ID: 11138) 5 64.66
Address: = A VIR z

Total : $ 64.66

ATV

To make the payment usng a check or cash, print this document and present it to the Department of Building and
Safety cashier located at any of the Development Services Centers, for loeations and hours of operation, pleass
go hitp:/meww ladbs.orgllacations/all-locations.

Thank You
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SECTION 2

HOW TO CREATE YOUR PORTFOLIO MANAGER ACCOUNT

/

NOTE: If you already have a Portfolio Manager Account, you can proceed to Section 3.

/

2.1 Go to the ENERGY STAR® Portfolio Manager Login page www.energystar.gov/portfoliomanager and
click “Register now”. Be sure to note your user name and password for reference, (See the Benchmarking
IDs and Logins tracker on page 5).

’—‘ ABOUT  FOR PARTHERS: i Q
A
Find Preducts Save At Home New Homes Commercial Buildings Industrial Plants

Home = Commercial Buildings = Benchmark

e Benchmark Your Building Using ENERGY R oTiE
STAR® Portfolio Manager® iig;ifafiuManagcr'

[Benchmark -

W,

Ge# Started ENERGY STAR 2 =
s == PortfoliolVlanager® e
Document Perfomance T imirst-wsest enurgy messsurcment and Wacking ood lor comimtichsl bulldings.

Anatyze Results

What is Benchmarking?

Portfolio Manager Login 2
The first step 1o saving energy at your bulding is to benchmark — that is. e measure and
Save Energy L4 compane your buikding's energy 1o similar bulldings, past conaumprian, o a refersnce @ Pasowod
performance level -—.- Forgat passwand?
Earn Recognition 1]

turms 7 yaur wtility bl mnte !

¥Ou £8n B OR,
Pty ke [ won |

ENERGY STAR Portfolio Manager—the Industry
Resources by Topic » Standard for Benchmarking Commercial Buildings

= Portfolia Manager s an irers 1ee tool that enables you o GET HELP
Training »

enchmirk the ereigy use of any type of building, ol in a secure ooline envirnment -
Looking for Portfalie Manager

Nearly 2%% of U3, commercial building space is already actively benchmarking in

About Us L] " pport? Visi
Portfalia Manager, making it the induscry-| nh mal it % the fechiolel Vi oar el
Users are responsible for properly following instructions and ensuring compliance with City regulations.
etrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials

Updated: September 2023
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SECTION 2
\ HOW TO CREATE YOUR PORTFOLIO MANAGER ACCOUNT

2.2 Fill out the required information (fields marked with red asterisk) and be sure to select “Yes”
under Searchability in ENERGY STAR Portfolio Manager

» Then click “Create My Account”.

TIP: Make sure to note your Username, Password and Security Questions for future reference
(see the Benchmarking IDs and Logins tracker on page 3)

ENERGY SMH:
@Portfohclvlanager@

Create an Account

Accessing Your Account
Username: -
Password: :
Lraae eng s e o

About Yourself

First Name:
Lot Narme:

Job Title:

BB Ve rir RPN yousr sl Scdchnees with Shirc partibe.

Couritry: | Select Counlry #
Larguage: | Ermglinh % |

Fleporting Urits: © Conventianal EPA Linits fe.g., KERWTE)
Metric Units fe.g., Guim?

About Your Organization
Crpanization Nama: i

- (e P B S o
d""‘“‘"“‘” Suvic S FIReRCy FHWCT, DU o Oy

18 y5UF rgARTANan AR Yo
EMERGY STAR Partnar? @ Na

Do you want your Account Name (and usermame) to be searchable by
other Portfolio Manager users?

Do you want your © ves ‘—

usernaTe 1o be ha
soarchable by other

Paortiolic Manager
users? You must seloct
“¥ea* if you want 1o
connect with other
users to allow

of

automats upload
wtility data of 1o share
proponies.

Confirm Your Identity

Pl confierm thak you

aen (,‘
'm not a robot

CARTEMA

Py T

—+ | Croats My .lccnun( Cancs

@ Users are responsible for properly following instructions and ensuring compliance with City regulation

s
etrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
BACK TO CONTEN

Updated: September 2023




SECTION 2
HOW TO CREATE YOUR PORTFOLIO MANAGER ACCOUNT

/

2.3 You will receive an email from Portfolio Manager. Remember to activate your account within 24 hours. When
you click the link, you will be asked to log in. Once you log in, your account will be created and you will be
brought to the My Portfolio tab. Proceed to Section 3 for guidance on how to add a property.

/

rd ENERGY STAR®

= PortfoliolVlanager® S

MyPortfolic Sharing Reporting  Recognition

Properties (0) Yoo currently chs ot beree ainy propesties within your Portfalio Manages acoount, You gan sot up

yosie frst propeerly o aded up t five samghe propories wilh peepopudated dota lo your porifolio. 0
Hhis i your fiest lime wsing Portiolic Masgen, you iy wand o aded sinple groperties o your
paetfalio i order fo tes! ol available feunes and see he ook of @ comphete propaerty,

Manage Portfolio n &

|y Ueiad andior undate multinls
Proweren at once using an Excel

& Downioad vour entre ponfolo fo Excel
or create & Cusiom downicad,

@ bo bl measure progress,
Addd gamplo progeio te your account.
Lp to five sample propor s with pre-
populited diti will be added o your
partfolio for testing parposos.

Follow Us £l ]in] Contact s | Privacy Policy | Browser fequirements | ENERGY STAR Bulidings & Plants Webste

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials.
BACK TO CONTEN

Updated: September 2023
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SECTION 3

HOW TO CREATE A PROPERTY PROFILE

In order to benchmark your property, you will need to create a profile with basic information about the
property itself, how it is used, and the energy and water meters serving it. Before you get started, refer
to the Data Collection Worksheet at portfoliomanager.energystar.gov/pm/dataCollectionWorksheet,
and select your property type from the drop-down list to see what information you will need in order to
create your Property Profile. If you are not sure how to c|a35|fy your property, refer to list of property
types at www.ener: . i
definitions-and-use-details.

NOTE: If you already created a profile for your property, you do not need to create a new one for benchmarking.
However, if any information has changed, please update property information as needed. Once you have
reviewed and updated your property, proceed to Section 4 and then Section 5 to request data and

complete your benchmarking report.

ENERGY STAR® o

== PortfoliolManager® Bl

Portfolio Manager: What data is required to benchmark your property?
You can benchmark almast any type of property in Portfobe Monager! The Iinformation required vanes depanding on the type of property and whether or not the

progeny is elipibie for an ENERGY STAR Scom.

What Metrics Are Available?

All pFONaMas am BIGIS 10 ICENE MAANES S1Ch 25

Pick your country and property type to get started.

Cauntry. Un!e,i_,_ﬁlna 47 Why i% This noesdad? Source EUI by providing Gross Floor Area and 12
P—————— maontha of energy usage. The CNCNGY STAN Score ia
Property Typa: || o = - - Select =« « e available for specific aroperty types and requires
Banking/Sinancial Services audtonal pdormation Lesm moe atoud eligitilily o
Bank Branch 1he ENERGY STAR Score.
Financial Office s typa it
Edueation 1L
Mg L2 your

Adult Education
Collagaflinivarsity

K-12 Szhool
Pre-school/Daycare

Vocational Schoal
Other
Entertakmment/Public Assembly

3.1 After completing the data collection worksheet, log into Portfolio Manager and add a property
by clicking “Add a Property” on the My Portfolio tab. You can also upload multiple properties by
clicking the hyperlink at the bottom of the screen.

ENERGY STAR® Account Settings | Motifications | Contacts | Heip | Sion Out
®

== PortfolioManager®

MyPortfclio sharing Reparting

#ecognition

Properties (0) You currently co not b any properties within yous Portiolio Manages account. You can set ip
e

il ; = propetins wilk pro-populiated dita to your portfolo. If
Add a Properly a5 i3 your frsd nes using o ' riple properies 15 your
i W el 16 ot ou arvellobie eltioss e 5o s 19k 4 caplot oy,

Managa Portfolio h &
il

|y Meoad andior undate multinle
properiies at once using an Excel
spreadshest if you are a pro. This can

61 up your first propedy Add up to five sample prooedies
e dnne Bo craata new propseias. add

usge detads, create meters and add

meter consumption data.

[

Downigad your entire portioles 1o Excsl
OF create a cusIom downigad,

Sl & portiolio bassline andor g
to bl miessure progress,
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SECTION 3
HOW TO CREATE A PROPERTY PROFILE

3.2 From within the Your Property Type section, select your property’'s primary function
from the dropdown menu.

> Within the Your Property’s Buildings section, select “One: My property is a single building”.

» Within the Your Property’s Construction Status section, select “Existing” for construction status.

» Then click “Get Started!”.

N ENERGY STAR®

PortfoliolVlanager®

Set up a Property: Let's Get Started!

Account Settings | Contacts | Help 1 Sion Ou|

Proparties comea in all shapes and sizes, from a leased space in a targe office huilding, 10 a K-12 schoal with a poal, ta 8 lamge medical eomplex with lots af
buildings Since there are sa many choices, Porifolin Manager can walk you through getting your property up and nanning When you're done, you'll be ready to

SIAM MOnItoAng your eneary usage and pursue recognition!

Your Property Type

Wil gat into tha detads later. For now, overall, what main purpose does your propany serea’?

|

L= TR

Your Property's Buildings

How many physical buildings do you eonsider part of your property?
4 I & One. My property 1§ a single bulding
- e

Heww rn.'mv'.lI

ple builldings (Campus Gindance)

Your Property’s Construction Status

k I your propaery already built or am you entoring this proparty as a construction project that has not
wit beon comploind?

9 y property is bulit, occupied andlor being usec. | will be using Portfolio Manager 1o

‘water consumption and, perhags, pursue recognition
() Design Project: My property is in the conceptual design phase (pre-tonstruction); | will be
usang Pontfolio Manager ta avaluate the energy efficiency of the design project
() Test Property: This is not a real property. | am entering itto test features, or for other

purposes such as training.
ﬁ Get Started! e

g

Ta setup a property, you'll need
Information such as gross fioos area and
operabing howrs.

Qw

ot ure what kind of property you ane?
Because we 10CUS on whole Dusding
Benchmarking. you wan 1o seect the
property type that best refiects the
activity in the majorty of your building.
Dot worry if you have other ferants with
difierent business types, ust select the
main aclivity.

n Test Properties

‘You may want to enter a property into
Portfolic Manager that in't actually a
“roar’ proposty, ither o familian
yoursell with features of maybe 1o brain
uther peapie. By telling us this a Tes"
propery, We can give the option of
MICIICENG TS property In your porfolic-
Bl melrics. chants and labde or ned,
depenging what your needs are. This
£3n D@ CONMIGUrea on your Agcoung
Solngs

Users are

ofit.LA / LABBC / Resource Center do

ompliance w

responsible for properly following instructions and ensuring ¢

September 2023

ith City regulations.

not assume any liability in connection with the use of guidance materials
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SECTION 3
HOW TO CREATE A PROPERTY PROFILE

3.3 Enter the property’s name, address, LA City Building ID and other general information and click
“Continue”.

Set Up a Property: Basic Property Information

Tedl ue a little bt more about your property, Including & name thet you will use 1o look up your property and its

FESE.

About Your Property
Nams:

w

" Country:
[---Belact--- £

Street Address: i

Citydunicipality:

Gounty:

StatesProvince: | ---Selact--- &

Postal Code: i

‘Year Bust :

Gross Floor Area: * [Sq.Ft &|  Temporary Valus
Gross Floor Area [GFA) is the total property floor area,
measured from the principal exterior surfaces of the
buildingis). De not include parking. Deta’'s on what o
includs.

irigated Are: | 5q.Ft 2|

Cccupancy: *[ Select 3| %

Proparty Photo

{optionall: an 1w 0 file pelected
Salect an image file on your computer with the format type
of jpg, jpeg, .png or .gif; photos will be resized to fita
apace of 2.78 inches wide x 2 inches tall.

Standard 1D=

Standard 10 are typically used in data collection, including by most state and
local povernments with benchmesking lews. If your propery is covered by a
benchmarkeng law, you probably need to fill this in. See this FAD if you need help
finding your Standard 10w

Standard ID{s):
[ Los Angeles Buiiging ID ] I
R Anomner
Do any of these appiy?

My property's energy consumption includes parking areas
My proparty has a heated swimming pool

Ky property has one or mone restawranis’cafaterias
My property has nursing/asaisted cere units

G

The name you chooss for
WOuUr property doss not
have to be unigue. But, it
may make it easier for you
1o work with properties in
your partfolio if you do not
use the sams (or similar)
names.

Qe
The pinoto that
you wpload can be
used on the Bagstry of
EMERGY STAR Guesfied
Bodings if you submit the

photo with your application
for ENERGY STAR
cartification. Once a photo
nas been epproved with an
lication, it cennot be

anged until the next time
that the pro receives
EMERGY STAR
cartification.

g

Answering these simple
questions will help us
guede you in entenng your
Property cormectly.

| Hack | [cnntlnul] Cancel

Use
Retrofit.LA / LABBC / Resource Cente
Updated: September 2023

s are responsible for proper| with City regulations.

g instructions and ensur ng co

1ot assume any liability in connection with the use of guidance materials
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SECTION 3

NOTE: Re: Parking: The City requires that the square footage and utility data for subterranean and/or
structured above ground parking that is physically attached to a building be included with that building’s
data.

If your property includes subterranean and/or structured above ground parking that is physically attached
to the building, click “My property’s energy consumption includes parking area”. You will then be
prompted to enter the square footage of the parking area as a separate property use type.

When you request data (Section 4), LADWP will upload the parking area data along with the rest.

If a parking structure is not physically connected to a building and it is above the minimum size, it should
be benchmarked and submitted separately, as a stand-alone building with its own Building ID, following the
process outlined here. Contact LADBS at ladbs.ebewe@Iacity.org, if you need them to provide a Building
ID for your stand-along parking structure.

Click the appropriate boxes if your property contains a data center (>75kW constant power), retail store, or
restaurant, and be sure to add those Use Types (Section 3.5 below).


mailto:ladbs.ebewe%40lacity.org?subject=
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SECTION 3
HOW TO CREATE A PROPERTY PROFILE

3.4 Enter the specific information on how your building is used. The fields required will depend on the

selections made in Sections 3.2 and 3.3 for your Property Type and characteristics. Complete these fields
to ensure your property metrics and score calculate accurately.

For example, if you indicated your building'’s property type is Office, you would be asked to supply the
Gross Floor Area, Weekly Operating Hours, Number of Computers, Number of Workers on Main Shift,
Percent that can be Heated, and Percent that can be Cooled.

If you indicated that your building had a Data Center or Parking, additional fields pertaining to these uses
would also be required. Some space attributes, like “Gross Floor Area,” are always required. You can also
rename the primary function by clicking “Edit” next to Property Type, on the Details tab.

To view detailed descriptions of each space and its space attributes, refer to the list of Portfolio Manager
property types, definitions and use details: www.energystar.gov/buildings/tools-and-resources/list-
portfolio-manager-property-types-definitions-and-use-details

W Office Use Exit Mams

Ol nefers (o buildings weed fur e comduct of commrercial or guvennmenlal business sclivitivs. This includes adiministrative aml professional ollives.

Grows Flnor Araa (GFA should include all spacs within the huilding(s) inclisding offices, o i rooimes: and auditor . hraak rnoms, kitchens, inbhies,
liness aneas, basernenls, slorsge aneas, steirvays, and elevalor shalls.

11 you have restaurants. retail. or services (dry cleaners) within the OMce. you shousd most iikefy include this square footage and energy in the Utice Froperty
Use. There are 4 exceptions to this rule when you should create a separate Property Use:

¢ L3e Type that can get an ENERGY STAR Score (note: Retail can only get a acore if it is greater than 5,000 aquare ‘eet)
a I it anm s morm than 25% of tha property's GFA

o T ilis & vacanbuocsupivd Office

= [If the Houra of Oparation differ by more than 10 hours from the main Property Use

More on this nule.

Property Use Detail Value Current As Of ;:E:"""’
W Gross Floor Area Sq.FL ¥ wawporvvy | B
W Weekly Operating Hours Use a default MADDYYYY 521
#r Mumber of Warkerz on Main Shift 7l Use a default ooy | B
W Mumber of Computers Usa a defauit MMADOIYYYY 531
W Percent That Can Be Heated (S ] Use a default ooy B
W Parcent That Can Be Conled [ &) 7 Useadetaut prre— |

¥ This Uea Detail ie uzed to calculate the 1-100 ENERGY STAR Score.

ADDING ANOTHER TYPE OF USE

Portfolio Manager uses the term “Type of Use” to characterize the various spaces within a building.

Your building may have one or more space types. For example, an office building might have occupied
office space, a data center, and parking. Each of these should be entered as a separate “Type of Use” and
will require different information.

NOTE: If more than 10% of a building's gross floor area is vacant, the vacant square footage should be
described as a distinct space type.

To view detailed descriptions of each space and its space attributes, refer to the list of Portfolio Manager
property types, definitions and use details: www.energystar.gov//buildings/tools-and-resources/list-
portfolio-manager-property-types-definitions-and-use-details


https://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
https://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
https://www.energystar.gov//buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
https://www.energystar.gov//buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details
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SECTION 3
HOW TO CREATE A PROPERTY PROFILE

3.5 To add another space to your facility, click “Add Another Type of Use” and select the type of space you

3.6

would like to add. Complete the required fields as you did in Section 3.4.

( Asd Anolher Type of Use = t)

W Tenants 1 through 4 Bl Name:
Ofaces reders fo buildings used for the: conduct of commercial or govemmental bsiness activites This includes administrative and peofesssonal offices

Uross Hoar Arca should include all Space wilhin the buideng!(s ) sncluding offices. confierence reoms and auddonums. KIChens uscd by Staft lobbes, itness
arens fof S1a8, S107a0E Sreas. SLAINWIVS, Snd slevalor shans.

Property Use Detall Value Current As Of ey
Gross Floor Area i Sq Fi = ooy | il
Weskly Operating Hours Use a defaul wawoon vy | il
Number of Computers Use a detfaunlt MLTDYYYY ﬂil

NOTE: Re: Parking: The City requires that the square footage and utility data for subterranean and/or
structured above ground parking that is physically attached to a building be included with that building’s
data.

If your property includes subterranean and/or structured above ground parking that is physically attached
to the building, click “My property’s energy consumption includes parking area”. You will then be
prompted to enter the square footage of the parking area as a separate property use type.

When you request data (Section 4), LADWP will upload the parking area data along with the rest.
If you need to make any adjustments, simply click the Back button at the bottom of the screen.

If a parking structure is not physically connected to a building and it is above the minimum size, it should
be benchmarked and submitted separately, as a stand-alone building with its own Building ID, following the
process outlined here. Contact LADBS at ladbs.ebewe@lacity.org, if you need them to provide a Building
ID for your stand-along parking structure:

Continue with the procedure described in Section 3.5 until your building’s total gross floor area is
completely accounted for. Make sure the sum of all spaces is equal to the total gross floor area of the
facility. To finalize your entries, click “Add Property”.

W Parking Use Edd¢ Name m

Parkang reders to buslicengs and fols usod for parlong vehicles. This includes open parkng lots, parang structures thal may bo only parbally enclosed, and fully.
enclosad (o underground) parong strucluras. Parkeng siructures may ba fres standing of may ba physicaly connactaed 1o anothe bukding

Property Use Detail Value Cumentnsor  Jameor
Dpen Parking Lot Size ' Sq L[5 waoovrvy B
Partially Enclossd Parking Garags Size Sq Fi [=] MADIFY Y Y Y B
Complstely Enclosed Parking Garage Size 3 S HLjw MDD YYY ﬁﬂ
Supplemental Heating =] 1 Useadetaun sy vy B8

* Add Property | =



mailto:ladbs.ebewe%40lacity.org?subject=

SECTION 3
HOW TO CREATE A PROPERTY PROFILE

/

3.7 Atfter saving your entries, you will see a green bar at the top of the Summary tab, confirming you have

successfully created your property. The next sections (Sections 4 and 5) will cover how to request data and
complete your benchmarking report.

ENERGY Smﬂ:‘ Walcome Accound Seffings | Contacts | Halo | Sion Out
PortfoliolVlanager®

MyPortfolio Sharing Reporting  Recognition

/

[ You have st y created your propery.
Next, you can:
« Add enengy vse information, 50 that you can see your energy performance metrics.

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
BACK TO CONTENTS

Updated: September 2023




Ty NI
I|| i
i

rpien)

¥

'

-

™
I

Department m SoCalGas  Retrofi
Department of
DWP Water & Power ) etrofit

AkSem ora Energy utilit
el pra 8Y utility




\
\

BACK TO CONTENTS

SECTION 4

HOW TO ENROLL IN LADWP WEB SERVICES

4.A.How to Add Virtual Meters for Aggregated Data

LADWP can provide you with the data needed to benchmark your building, including data for any tenant
controlled areas. Follow the instructions in this section to set up a recurring data feed from LADWP to your
property in Portfolio Manager.

You will need to create what's called a “Virtual Meter” in order to receive the monthly usage data from a
single or multiple (aggregate) meters for each service type.

Data can only be uploaded to a Virtual Meter, so if a Virtual Meter is not added for a particular service type
(electricity or water), consumption data cannot be uploaded to your property.

Create only ONE virtual meter for each service type you are requesting (i.e. one virtual meter for
electricity, one virtual meter for water), regardless of the number of meters serving the property.

LADWP will provide data for the past five calendar years and ongoing recurring data uploads, so you will
not need to repeat the data request process for future reporting.

NOTE: If you created a Virtual Meter to receive 2016 or 2017 data, LADWP will provide recurring updates to
your existing virtual meter. Refer to the Ongoing Reporting Guide for instructions on viewing your data.

[+ JTEN strongly recommended that you submit your data request(s) no later than March 1st to allow sufficient

time for data upload and review.


https://retrofit.la/ongoing-reporting-guide-la/
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CREATE A VIRTUAL METER: ENERGY

277

Follow these steps to create a virtual meter to receive aggregated electricity data.

4.1 Click “Add a Meter” under the Energy tab as shown below.

frunmmaty Chrtaas Water Wanin L Lasrracy ey Darmigm
Meater Summary I Energy Use by Calendar Month =
2 Entagy Meters Total y8ou
2 = Usad to Computa Metncs

A e S
Currgnit Eniergy Date f

;E_ =

inf S 2 |

o 3 # 5 F # 5

Four Wﬂ'l'S to Enler o Watuied Gan == Eleciric - Gid

Bill Drata
1 Mamnsaly
2 Use our pmte Spcekduhedd (one
e o upicad or Copy/Fasie
3 Uss 0w [o4Ties SOeEnes!
(rmagltpis mebars - multiche
propeies)

Matars - Lised o Compube Matrics (2}

Chpags bled Siie

4.2 Select “Electric” and “purchased from the grid” and enter “1” for the number of meters. Enter 1
regardless of the number of actual meters serving the property.

» Click “Get Started!” to continue.

Get Started Setting Up Meters

There are four ways o enfer meler data. First, you can enter manually, starting below. Second, you can set up your meters below, then upload a spedially
formatied spreadsheet wih just your bill data. Third, for advanced users, you can use our ugioad tool that allows you to set up all of your meters and anter bl
data. And finally, you can Jire an organization that exchanges data to update your erergy data automaticaly.

Sources of Your Property’'s Energy
What kind of energy do you want fo track? Please select all that apphy.
« Electric

« | purchased from the grid (
How Many Maters? 1

iy

ﬁ Tracking Eneray

To track your snengy. Greate an ensrgy
meder for each source of enargy frem a
utility, 2 neighanring kalding, nran
onsite seiar o wind panel. i you
purchase & rax fued fe.0. gas) and
prociuce yourown fuel e.g., elecncity or
chilled wate, you on'y need a meter for
the fuel you parchased (e.g. gas), and

b e coladanele

generated onsie witn my own wind troines

Natural Gas nes for the fue you producs.
Progane
s L Two Meters Needed for
Fusal Qi (No. 2} .
Onsite Solar/Wind

Diwsal

If you've got cnsite Solar (or Wind), you
Diztrict Steam still need 0 enter an Elecirc Grid Meter.

L Rk
District Hot Water el Wi
Diztrit Glilled Walen

Fual Qii (No. 4) Automate Your Meter

BACK TO CONTENTS

Entrica
Foel il fhio: 5.20d hio: ) There are many organzatons thatw
Caal {anthracite) alecironically anter your utity data intc

Cirml {hitiminans)

Portfodo Manager. Many uttes provide
this servics tor free. Servce providers

Cake Integrate this sance into hair cwn
sofware and Jalue-acden offerings.

bap Leam more.

Kerumune

Fusd Qif (No. 1)

Other:

Cancel
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4.3 Rename your meter under Meter Name to “Electric Aggregate - Whole Building”.

» Select “kWh" for the Units.

/

» Enter “January 1, 2018"” for the Date Meter Became Active.
(LADWP will provide data for the past 5 calendar years).

NOTE: The date the meter became active should reflect the earliest date for which you have data.
> Make sure that the “In Use” box is checked.

» Select “Create Meters”.

% ENERGY STAR" - R T

PortfoliolVianager®

About Your Maters

Enter tha infarmation balow about your néw malars The metar's Unirs and Date Mefer became Active are required You can also chance the maler's nama

1 Energy Meter

Crthwst o Dty Matun Diiw Muter Enten as
R Type Type A hecame Active (i became Inactive | Delivery?
Electric Aggregate i kWh (thousand
Winals Building Eleciric - Grid Wall houst MMODAYYY & &=

X Dalpte Selected Entrie
Add Another Entry

- Create Meters et

4.4 Click "Continue” — do not manually enter any data.
LADWP will upload aggregated data directly to your Property Profile
once you have completed the set-up and requested the data (Section 4B below).

1 Energy Meter(s)

W Electric Agarcgate- Whole Building

Usage . a
Start Date  Fnd Date Wh (thougand Watt hours) Total Cost (§)  Fstimation | Green Power | Demand (kW) | Demand Cost {§)

Ciick o add an entry

¥ Delele Splected Enbies
Add Another Fnfry
& Leam how 10 copy/paste

Upload data in bulk tor this meter:

u “fou can copy/paste Ino the table above (Instructions in this
I R T g ————

=3 [C.omlnue] Cangel

BACK TO CONTENTS
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4.5 On the Select Meters to Include in Metrics page, make sure the Aggregate meter is selected, click the
\ option with the red asterisk (*) stating that the meter(s) account for the total energy consumption and then

click “Apply Selections”.

Your meter entries have bean added to your meters!

Select Meters to Include in Metrics
Tell us which meters to include when calculating the metrics for TLST OFTICE so that we can provide you with the most accurate metrics possible

Summary Energy Melers
Selast all malers ta ba included in yaur matries [Hint Mast maters should be includad unleass they are sub-
1 melers.)

. Name

L] T
Meters representing the —  Meter ID L
tatal anargy consumplion
for TEAT OFFIGE (a single Elactric Agareqate — Whole Building s
by o | i T Clectric - Grid

Total of 1 meter(s). Tell us what this represents
About Sub-meters I (@ These meter(s) account for the total energy consumption for TCST OFTICE (a single building) I
u ) These meter(s) do not account for the tetal encrgy consumption for TEST GFFICE (a single

1 you have suB-meters 10 maasure building)
energy of wabter cansumption for a
SPecilic purpose, and you aise have
& master mates (which measures
0Ral ConEUMPEDN), counting boin of
those meters would double count
your consurnplion and SKE\‘\"‘UUI
MaCs (0.0, aimcally morease
your Sibe Fnergy Lisa inensily)
Leamn More abouf ¢

Cancal

BACK TO CONTENTS
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CREATE A VIRTUAL METER: WATER

277

Follow these steps to create a virtual meter to receive aggregated water data.

4.6 Click "Add a Meter” under the Water tab as shown below.

Sy Chrtasn Eneigy Water Wigaln & balrialy Craln [ -]

P P ) Water Use by Calendar Month =

400

Current Score: NIA -
3

Baseling Score: H_{& ;
L] 00
2

Meter Summary I T
o oE F P PF O F PP

1 Water Melors Total
1 - Used to Compute Metrcs

A4 A Iater

Curent Water Date A& Expont Data by Calongdar Month
Water Meters - Used fo Compute Metrics (1) 9

Change Melsr Solachons

BACK TO CONTENTS
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4.7 Select "Municipally Supplied Potable Water” and “Mixed Indoor/Outdoor” for your property's water
usage, enter “1” for the number of meters. Enter 1 regardless of the number of actual meters serving the

property.
> Click “Get Started!” to continue.
LADWP will upload aggregated mixed indoor/outdoor water data directly to your Property Profile

/

NOTE: If your property does not have any outdoor water use, you should still select
"Mixed Indoor/Outdoor” for type of water.

ENERGY STAR Walcame: Azeount Settings § Natifications U cortacts | Heip | Sian Oul

o PortfoliolVlanager®

Get Started Setting Up Meters for

Therg arg fow ways fo enlsr mole dala First, you cen wile manually, staring below. Second, you can sel up your meles belov, then upluad a specilly fonmelbed
Epreadshaal with just yowr bl @ata. Third, for advancad users, You £an Use our upload teol that aliows you 1o 53t up ail of your meters and anter ol data. And
tinaly, you can hing ar erganization hat cxchanges cata o upsale your energy data automat cally.

Two Matars Neaded tor
Your Property's Water Usage Cnsite SolaWind
Wt Kind of waler 00 YOu Want 1o rack? Fi2ase seiect o that apply. WYy ol sk Sk gor Vel
W Municipalty Supplied 'otable Waiter stllnced to ender an Ecclriz Crid Meder.
Lesm More
Irdoo e
Cundoor e
¥ Mied indoorCutdoor ﬁu!qmﬂ! Yaour Matsr
Entries
How Many Meers? |1

There are many organzaticns that wil

NRancldy, apHied Rucalingd Walor eleclioncally enler you ullly data inlo

Well Water Podfolio Marager. Many utiities provde
Wil sevvie fr ew. Sevice providers

Otter infegrate thés service into their oun
E0fane and vals oded offenags.
Lesn nene

- [Gel Started!J cancey

4.8 Rename your meter under Meter Name to “Water Aggregate — Whole Building”.

Select “ccf” for the units.

» Enter “January 1, 2018" for the Date Meter Became Active.
(LADWP will provide data for the past 5 calendar years).

» Make sure that the “In Use” box is checked.

» Select “Create Meters”.

About Your Meters

Enter the information below abaut your new metars. The meler's Units and Date Meler became Active are raquived. You can also change the meter's nams

1 Water Meter

M Other Date Motes Date Mitisr became
i Type Type Units became Active bo s Inactive

Witer Aggregain Potable; Mixed ccf (undred cubic

Wnale Builging IndoorCutdoor feet) oD 8 {_

Entrigs

- I Create Meters 1 Cancel
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4.9 You will see a green bar at the top, confirming you have successfully created your meter.

/

» Click “Continue” — do not manually enter any data.
LADWP will upload aggregated data directly to your Property Profile once you have
completed the set-up and your request has been processed (Section 4.B. below).

Your meters have been created! If you have your energy consumption information for these melers, you can enter it below O, you can confines with setfing up
your meters and enter your energy bills later.

Your Meter Entries

Now we need actual energy consumption information in order to start prowiding you with your metncs and, posibly, your score!

1 Water Meter(s

W Water Aggregate — Whole Building

Usage =
Start Date End Date cef (hundred cubic feet) Tiotal Cost(5) Estimation

Click bo sdd s ey
¥ Delele Selecied Erflries

Agd Another Entry
@ Lesan how lo copryipase

Upload data in bulk for this meter:
] s com oyt it tne e b st i iy

CAQY or upload an Cxcel spreadsheet using our simple
spreadshect templabe

Choose File | No fike chosen m

% e

4.10 On the Select Meters to Include in Metrics page, make sure the Aggregate meter is selected, click the
option with the red asterisk (*) stating that the meter(s) account for the total water consumption and then
click “Apply Selections”.

Your meter entries have been added to your matersl

Select Meters to Include in Metrics

Tell us which meters to include when calculating the mefrics for [EST OEFICE so that we can provide you with the most accurate metrics possible

Summary Waler Melers
Select all meters to be included in your metrics. (Hint: Most meters should be included unless they are sub-

1 meters )

Name
[ T

Meters representing the ~ Meter 1D ype

total water consumption for

IEST OFTICE (a single

faier Aoaragate — Whole BUIOI0N | by, Miad IndaceiOiiidoor

bulding) 123734154
Tatal of 1 water meter{s). Tell us what these meters) measure
Abiit Subsrieters I * @ These meters) account for the total water consumption fer TCST OCCICE {a single building) I
n ) These matar(s) do not account for the ttal water consumption for TEST OFF|CE (a single building)

1t you have sub-meters 1o measure
enay of water consumption for a
SPACIfC pUrpose, and you S0 Nave
a masier meter {which measures
‘Iotal consumption), counting both of
those meters would double count
your consyrmplion amd skew your
metics (8.0, atfically increase
yaur Site Enargy Usa intensity)
Leam More about &

metbers for

e o | ADPDlY Selections | St
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4.8. Online Benchmarking Application, Requestor Authentication & Meter Verification

Next, you will need to complete the LADWP Building Benchmarking data request form. Before completing
the form, review the table below to determine the documents you will need to gather based on the number
and type of utility accounts at your property.

Number/Type of Required Authentication Tenant Consent
Tenant Accounts Documents Required?
Building has 5 or more active ut.ility accounts Self-Certification Letter No
at least one of which is residential
Building has 3 P
urding has 5 ormore Self-Certification Letter No
commercial active utility accounts
Building has fewer than 3 Letter of Authorization, Yes
commercial active utility accounts Proof of Ownership

Building has fewer than 5
active utility accounts and at
least one of which is residential

Letter of Authorization,

Proof of Ownership ves

@ Gather Documents

> Self-Certification Letter:
Letter indicating the requestor is authorized to request data on behalf of the owner:

https://retrofit.la/bca-third-party-benchmark-self/

» Proof of Ownership:
An electronic copy of the current deed, title report, or property tax statement.

> Letter of Authorization
Letter of Authorization to indicating that ownership authorizes the Requestor to act on behalf of owner to
obtain aggregated building usage data from LADWP for benchmarking. The same letter can be used for
multiple buildings as long as it lists each building address; however, an online benchmarking form
must be submitted for each property. Download the Letter of Authorization template at:

https://retrofit.la/template-letter-of-authorization/

» Tenant Consent(s):
If required, please complete and submit a Tenant Consent for

each tenant: https://www.ladwp.com/cs/idcplg?ldcService=GET
FILE&dDocName=0OPLADWPCCB568807&RevisionSelectionMethod=L atestReleased

NOTE: In lieu of the Tenant Consent, the requestor may provide a copy of the building owner’s lease
with the tenant that includes a term granting the owner permission to access the tenant’s utility usage
information.

In addition, prepare:

» Building Information:
Address, square footage, and Assessor's Parcel Number.

> List of Meters Serving the Property:
You will need to verify this against the list of meters provided by LADWP. The list should include any
meter(s) serving subterranean and/or attached parking areas.


https://www.ladwp.com/cs/idcplg?IdcService=GET_FILE&dDocName=OPLADWPCCB568807&RevisionSelectionMethod=LatestReleased
https://www.ladwp.com/cs/idcplg?IdcService=GET_FILE&dDocName=OPLADWPCCB568807&RevisionSelectionMethod=LatestReleased
https://www.ladwp.com/cs/idcplg?IdcService=GET_FILE&dDocName=OPLADWPCCB568807&RevisionSelectionMethod=LatestReleased

\
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© Complete Application

Once you have gathered the required documents, complete the LADWP Benchmarking Application at:

www.ladwp.com/ladwp/faces/ladwp/commercial/c-gogreen/c-gg-bewb/commercial
buildingbenchmarking

© Post-Application
After submitting a complete LADWP online Benchmarking Application:

> You will receive a confirmation email from LADWP. LADWP will work with you to authenticate the ownership
and building information submitted with the Benchmarking Application.

» Next, LADWP will send a follow-up email to you with the service address(es) and an attachment with the list
of meters associated with the building (see example of email below).

» The list should include any meter(s) serving subterranean and/or attached parking areas.

> You are required to verify the building profile, list of service addresses, and meters for the building by
replying back to this email. LADWP will not begin processing your request until they have received your

reply.

From: usagedata@ladwp.com <usagedata@ladwp.com>
To: Customer Email

Subject: Meter Validation Request, Building

[Customer Name]

[Building Address]

Dear Valued Customer,

We have received your request for aggregated usage data for the building referenced above. In order to complete the application the building
profile and meters associated with the building must be validated.

Please review the attached building profile and verify service address and/or meters associated with the building. If any meter associated to
the building was omitted or if any updates to the building profile are needed, please update the attachment and return the list. If the meter list is
correct, please respond tot his email with, “Yes, the list is correct.” We will continue procesing your request once your response is received.

Thank you,
LADWP Benchmarking Team

NOTE: If you do not already have a list of electricity and water meter numbers and locations, it is
recommended to create one as soon as possible to avoid delays.

» Once the Requestor has validated the meters, LADWP will notify the Requestor of the Property Admin ID
number via email from usagedata@ladwp.com (see example of notification email below).

NOTE: This is different than the Building ID issued by LADBS. Please make note for future reference.

Customer Name

Property Address

Property Admin |D: ###HH#H

From: usagedata@ladwp.com <usagedata@ladwp.com>
To: Customer Email

Subject: Building Benchmark Request Accepted- Building ID

Dear Valued Customer,

In order for LADWP to upload total energy and water usage data for your building you will need to initiate Web Services. The Building ID and Property
Admin ID provided above will allow you to Connect with LADWP and request Web Services in ENERGY STAR® Portfolio Manager®.

For step-by-step instructions on how to create your Portfolio Manager account and initiate Web Services go to https://www.betterbuildingsla.com/
how-to-comply.

Thank you,

LADWP Benchmarking Team



http://www.ladwp.com/ladwp/faces/ladwp/commercial/c-gogreen/c-gg-bewb/commercial_buildingbenchmarking
http://www.ladwp.com/ladwp/faces/ladwp/commercial/c-gogreen/c-gg-bewb/commercial_buildingbenchmarking
mailto:usagedata%40ladwp.com?subject=
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> Once you have received your Property Admin ID, proceed to Section 4.C.

/

TIP: Be sure to check your email regularly, and reply promptly to avoid delays. It's also a good idea to check
your SPAM folder, to make sure you don't miss an email.

4.c. Connect with LADWP

Please note that before connecting with LADWP, you must first complete the online Benchmarking
Application and receive an email stating that your application has been approved (See Section 4.B.).
Be sure to check your email and respond as needed to avoid delays.

4.11 To set up Web Services, the first step is to connect with LADWP as a contact.
Click on the “Contacts” link in the top right corner of the page.

ENEHGY STAR Welcome Agcount Setiings | Hotificgions - JHielp | Slgn 0wl
22 Portfoliol/ .
ioManager P
MyPFuortfolio Sharing Reporting  Recognition

Properties ;wmmmmvm

Mewe you £an sae an averview of your ffram th by using &
“vigw’, mmwwmﬂoﬂuwmw Energy Highlihts.  you would iveto see
these metrics, phease Rufiesh Matrics or, you can el up your gam customized views. Views
noad 10 b refreshad 10 SO0 Your MOst recont metncs.

Source EUI Trend (kBuu/ié)
“ Dashboard arch by 1D or Name
= Piease raifish 10 S8 yeur current matrics.

4.12 This takes you to your My Contacts and Organizations screen.

» Click “Add New Contacts/Connections”.

’—ﬁ"‘ ENERGY STAR® Welcome | Aot | Nottcstons | ENERGY 0!Cun‘la;:ls|HalD}gulﬂ

Portfolio/\lanager® -

MyPaortfalio Sharing Reporting Recognition

My Contacts and Organizations

This is where you keep frack of your contacls and‘or srganizations (ie. people or paan iated with your proparties such as Professional Enginears.
Registered Architects, or others wish wham you share Information). You can add anyons &s 8 COMAcT, regardiess of whether they have a Ponfolio Manager account

and you can share your propertiss & reports with any of your connected contacts. You can "connect” to other Portfolio Manager users by searching for their
accounts and sending a conneciion reguest

Crentacts Chiganizatinns
existing contacis Q, — I Add New Contacts/Connections
| Name (title) = Organization ¢ Connection Status 2 Usermame "
1-0cf0
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» On the Name field of the Find Contact in Portfolio Manager box type in “Los Angeles Department of
Water and Power"” and click “Search”.

/

m ENERGY STAH: Welcome Agcount | Mobfications | ENERZY ] Contacts | Help | Sion
m ® Selfings SEAR & Out
=< Portfoliol\lanager

MyPortfolio Sharing Heporting  Recognition

Add Contact

Thare are two ways to add a contact First search below to see if the contact you would ke to add has a Portfolio Manager account If you find the person. send a
Caonnection Request, end when they accept the request, they will b2 addad to your Cantacts, Second, i the contact you would ke to add does not have a Portfolio
13N &Qer SCCoUNT, TNER you Can creats an eniry wilhin your parsonal contacts

Find Contact in Partfolio Manager n Connecting with Other Users

Search iming any afthe criteda halow If you think your contact siready has an account in
r | Fortiolio Manager. search for them . if you ind ihe
Mama: _b Il Los Angeles Department of Water and Power |[ persan, send a Connection Request. and if they accapl
ey Will 08 S0080 10 YOUT CONTECES. YOU CAN SESEy
= ghare 2 eopoety information with your contacts.
Orgama"w' | I 2Darg your pIoeod, with o4
Sl | | n Keeping Personal Contacts

I the contacd you want bo add deas not have a Postfolic
Email: | | Manager account, you can shill add mem as your
personal contEcL

—> (BB |

4.13 A list of available contacts will be returned. Click on the “Connect” button for the
Los Angeles Department of Water and Power LADWP Portfolio Manager Web services
Account with Los Angeles Department of Water and Power.

E ENERGY SMR_' Welcome Account | Nolifications | ENERGY @ | Contacts | Help | Sign
E ® Semngs STAR out
== PortfoliolVlanager®

MyPortfolio Sharing Reporting Recognition

Search Results
The results of your search are listed below, Clicking "Connect” will send a request to the person asking them to confirm your request 1o add them as your contact. If
they accept, you will see them listad as a connected contact in your address book. I they do not accept, or have not acceplad yet. you will sae them as an

uncennected contact in your address book. Connecting with contacts will make it easier 1o share property information within Pertfolio Manager. ¢
~ @ Loz Angeles Depanment of Water and Power LADWP (LADWP)
Your Search Criteria Puortfolio Manager Webservices Account with Los Angeles Dept of Water and P
awer

Name Las Angeles Depanment of Wi

Page[i of 1 0w 1-1001

BACK TO CONTENTS




SECTION 4

/

4.14 Enter all required information and a valid email address for the individual authorizing
the connection with LADWP. In “Building Data Aggregator,” enter “Y” whether you are requesting data
for single or multiple meters.

/

» Next, read and agree to LADWP's Terms of Use.

» Click “Send Connection Request”.

TIP: You will need to enter the Property Admin ID received from usagedata@ladwp.com in order to
connect with LADWP.

NOTE: The LADBS Building ID can be found on your Notification Letter.
If you have questions about your Building ID you may email LADBS at ladbs.ebewe®@lacity.org.

ﬁ ENERGY STAR® weicome agcsumt 5403 | Hlfcabons | Coeasts | Hel | 500 O

=4 PortfolioManager®

Send a Connection Request 1o Los Angeles Department of Water and Power LADWP to
Begin Exchanging Data

Les Anaekes Depadment of Water and Powsr LADWF requires the lollowing information in arder to exchange data with your propetylies) i youhave any
quasions about how 1o complate Mis information, please contact Lis Angeles Desartment of Walar and Power LADWE Osoe yolr connachion mquast has bean
accopted, you can shinn deidnl propoies snelior mters vEth tem to get siansd exchanging data

Buildng Daia Aggragation: * iy Badipin: v

Inieade T f regquest i Rorwhele BAlONg 51D BOTRQEDON INSWAtE TH I redoRSENG for BNG mase 0aLE: 1. T CRABHEN

LALNVF Property Admin I0 /
Accodnt I0; 4

E LADRS Buil Sing 1D

- - Example; 1234587860
For whole b dats agregation. enier pou LATWP Propecy Admin (0 For singie meter dats reuests, scter your LADWP Accourt 503 1+ 30
Coaracten

- Example. 12a80750
Foe whole uilging D813 BEeregasion, enter any 0ne of your LADES Sulcing 1D, For 5ngi mater 21 MCLAET. 4006 BNy Maer numzer from any of the
et s s with s st jw g FOCOM1ITASTES) 1. 24 Chaactens

—) Send Connection Request | S

Conlact aiat EXSMPIE; el fotlea Gy abwoe woem
| Tmal assman: | - 150 Chasmetaen Moss Innomates
| Terms of Lise: None Provided
Agresment " @ | agres tomy providers (Los Angeies Dopanmong
of Watet and Poer LADYP) Teerns of Use.
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4.15 The top of the next page will show a green bar, confirming your connection request was sent to LADWP.

/

NOTE: You are not yet connected to LADWP. LADWP must first accept your request.

B ENERGY 5”"“.' N Wekome tosauet Satngs | Netications © | ostacks g S Cut
& I‘E'I

=& Portfoliol\lanager

MyPartfolio Sharing Reporting  Recognition

You hava succesefully sent a connaction raquast o Los Angeles Department of Waze” and Pewe LADWE \When Los Angeles Dapartrient of Vater and Power
LADWF hias sooepbed your reouesd, you will be able 1 sha e properfes and, Berelon, subonize Wis provide o begin sachenging dala wih your
propey(ies)

Search Resulis

Tha resuls of your search are Esied selow. Clickirg " Connect” will send a requestte b person coking them ks confirm your request to add hem as your zoniact,
They sccapl, you will se= hen sbed 25 @ conreclec conlad nyow sddeeys ook 17 Uy donol socepd, or beee o sooepled ge oo will see e @s an
unzenaceicd cOMICT N YoUr ACAress LOoK. LoNNCCHrg wih contmets wil make € easiar b SNIN2 property MMoMmalon within Fo'tindo Manager

Your Search Crieria

NOTE: If a Connection Request is created between 8 AM and 12:59 PM,
LADWP will process and accept the connection by 1:30 PM.

If Connection Request is created between 1 PM and 7:59 AM,

LADWP will process and accept the connection by 8:30 AM.

4.16 Once LADWP has accepted your connection request you will receive a connection accepted notification.

m tNI’HGYSU\H.' Weicome coum Sena | Nestanons © | Contacts | e S0 0
Ll
== Portfolio\anager
MyPartfolio Sharing Reporting Recognition
View All Notifications (16) 4_,
Incoming Requests (0] DuIROIng Requests (2) I Muatica (14] I
B
Type  Notification & Dae -
| L A Drsrdmenl of Wit angd Pouser LADWE s sconpten your roguist o connect b Yous CUSTOMER
I S| request has been vered by LADWF. e l
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» Click the “Sharing” tab.

4.17 After you have received notification that LADWP has accepted your connection request, the next step is to
share your property (ies) with LADWP Portfolio Manager account.

TIP: Check your ESPM Account home page for Notifications regularly.

@ ENERGY STAR® Wielesime e dcecunt Stinen | ckfeaions ©| Cootace | el | S 00t
= Portfoliol\lanager®
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Lesia Frofia Nt Bvsiabis [Energy Mot ity Change
sy / {Enargy Gunrent} 4 o
{ERGY STAR Seore {4120} 1t Selatis Hgt dplatie WA
Source EUI Trand (kBwimt’) Bowrse £ (KRR TR Avmiane it A T

4.18 Click “Share (or Edit Access to) a Property” on this screen.
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4.19 First, Select Properties to share. Depending on your selection, a drop-down window or button will appear
to choose the specific buildings you would like to share with LADWP.

/

> Next, go to Select People (Accounts) and choose “Los Angeles Department of Water and Power LADWP”
as the Account with which you would like to share.

» Then, go to Choose Permissions and click on “Personalized Sharing & Exchange Data” radio button.

» Click “Continue”.

Share (or Edit Access to) Properties

Surmeteres it really imporient o be sbie W e you popery with sumeone eise. Mayie Gey oeed bo el monilorn yous property, enter ey sifonmaton
(pechaps adnmatiealy) o procscs applicatines for ranngnitinn I this eands like what you need, start nut by selseting the prperty(ias) that ye/'d e tn share and
wha you'd fike w:Iwe with them. | you have already shared propertes, you can also use this form to edit pecple’s access to your properties
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Whh progie (sccouits) do you warl b shae these propssbes wilh (o mosly ther
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- " - will aprear on the Seection IisT on the lef. NOSE: you
9 I|Eu‘imd?wﬂmu:=2«uumm I can now share in bulk 10r SECRINTING d3ta.

Wegowisa Wagowise (WEGOWISE)
wmw Who gete to Share Forward?

- Full Atcess - Aummancaly inciudes “Share Fonwans
Tights.

Read Only - Avzomarcally coes ROT inclede “Share
Fanuarl” nghts

Custon . Yo decids, Fiong weik tha indnedal
permiscinne far propary makar, gasls and repagnitian
parmissicns

Exchangs Data -Veu desids, sieng wieh the indwiduzl

Choose Pemissions

b A2 o any need 1n enass rna permISSIn [RessSE Yo ArE SN A SIRgIe AT Ar o o ;
£ WaALID Qive (e Same pErm ssions for 3l Of Your snires). sesect “BuK Sharng.” If you peemiieas for propiviy, ek, gailk Jod meagaition
hoy  needic asmgn dferent pemmissions or share with D Excnange provicers. seleci e RN

2 wplon

* O Bulk Sharing {"One Size Fits A"} - | only reed to choose one permission (gither
because | am doing a sing'e share OF | want to ctocee the 2ame permizain for al of

T :
9 & Personalized Sharirg & Cxchange Data "Custom Orders”) - | nesd o gve
dferent perMUSEIONS for GMerent share requests. and/or | need to give bxchangs Uata

- [E2]] -

4.20 Select the "Exchange Data” radio button as the permission level to grant LADWP.
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4.21 When the "Exchange Data” radio button is clicked, a pop-up window will appear.

/

> Enter "Y” for Building Data Aggregation, regardless of the number of meters serving your property.
» Enter the LADWP Property Admin ID and the LADBS Building ID (See TIP in 4.12 above).
> Leave the Meter Number (single meter data only) field blank.

» Click the “Full Access” radio button(s).
You will not receive data from LADWP unless “Full Access” has been selected.

NOTE: Scroll down, as this section is longer than it appears.

Seled Access Permissons In fer Los Angaizs Depadment of Witer and Mawer | ADWD
Tre following ninmiation s requined by Lis Angeles Depardment of Wates 2nd Power | ATAP in order to pr R 0 yoar propastyliss) Hyon o
have any cuastions showt how b comolabe this intrmatior, alease contact *hem drecy

o Mhmrecam’ "d' .
s ' iy st aygregston. indicste W' f neguesting fr single meter dats. § - | Chanacbers

Lmr‘;‘_‘”"" : [ — Jrampia: 12280500

” T e your | ATVIR Eroparmy Admin I Far SNie mete- Cat8 MEGIRSTS, Beter yrin LATVE Acraint
105 1 20 Charsenan

R E I i
your LALSS Baikding 10, For SOg% mane £33 requests, GRSSr ary mater numbar om e

propaty Beisg shared (4.5 DML TEAE TR T - 24 Craricirs:

Suled thy permission kreel below Sl you would Tk lo grant _es Argeles Deparlrerd of Wals @nd Pever LADWP i gach Galagary.

Fem immfuumnr.«:ms Full Acoess iMeber Mumber (Singee meter daza only)!
= 1 do . - .
Property Infrmation e 5 4 -
NIRRT Iieemation:

4.22 Scroll down and click “Apply Selections & Authorize Connection”.

NOTE: Share Forward option is not required and is at the discretion of the customer and will not impact the
upload of aggregated data to the virtual meter.

© Water Maters

Water #= (] @ ]

& The provider wilh whom you are sharing does nol suppad Bhis meber brpe.
' Meter Nurrber {aingle meter data only]: Examole: FO00%-123456709; Enter the meber numbr far which you wish 1o receive cansumetion. Mol nesded for whele bulding
data sgareqition; Detween 1 and 24 Characters

Additional Options.
e Yes Mo
* Share Forward
Allow Los Angeles Department of Water and Power LADWP 1o share this property with others and give them any parmissions & o
that hetshe has, indluding the right 1o share with mere people.

>

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials.

Updated: September 2023
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4.23 Click “Share Property(ies)” to complete the data exchange request.
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4.24 A green bar will appear at the top of the Sharing tab confirming the request was submitted.
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NOTE: If a Connection Request is created between 8 AM and 12:59 PM,
LADWP will process and accept the connection by 1:30 PM.

If Connection Request is created between 1 PM and 7:59 AM,

LADWP will process and accept the connection by 8:30 AM.

After LADWP accepts your share request, LADWP will upload the aggregated electricity and/or water data
to your Property Profile.

NOTE: Once all whole-building energy and water data for the prior calendar year has been uploaded to
your account, you must proceed to Section 6 to review and submit your report to LADBS.
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SECTION 5
\ HOW TO ENROLL IN SOCALGAS WEB SERVICES
\ 5.A. Connect with SoCalGas

Follow the instructions below to request SoCalGas to upload the prior calendar year’s aggregated data

to your Property Profile. Prior to requesting gas data, be sure to register for an Account and set up your
Property Profile in ENERGY STAR Portfolio manager. Please see Section 3 for guidance. If you requested
aggregated data in 2016 or 2017, SoCalGas will provide automated, recurring updates to your data in
Portfolio Manager and you do not need to repeat the data request process for ongoing reporting. See the

Ongoing Reporting Guide for instructions on how to view your data.

Once you have set up your property, follow the steps below to request aggregated whole-building
gas data.

NOTE: You do not need to create a Virtual Meter for your aggregated gas data — SoCalGas will create one
for you after you have completed Steps 5.1 — 5.17 below.

O strongly recommended that you submit your data request(s) no later than March 1st to allow sufficient
time for data upload and review.

BACK TO CONTENTS
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CONNECT AND SHARE WITH SOCALGAS

s/

5.1 To set up Web Services, the first step is to connect with SoCalGas as a contact.

Log into ENERGY STAR Portfolio Manager and click on the “Contacts” link at the top right hand corner of
the page.

ENERGY STAR®

"."m s ® Weleome s W dpcound Sriing) | Holfcahons ..—.-
=4 Portfolio\anager* -'r

MyPortfolio sharing Feporting Recognition

‘Weather-Normalized

— - Source EUI (KBIW/Tt)
- o - Mapn Current EUL; MIA
. Baseline EUI:  N/A
| 7 E
Summary Details [— 1 Water Waste & Muterials Goals Design

5.2 This takes you to My Contacts and Organizations screen. Click “Add New Contacts/Connections”.

MyPartfolin sharing Reporting  Recognition

My Contacts and Organizations

This is where you keep track of your contacts andlor izationa (i.e. peopls or

pani iated with your properties auch aa Profeasional Engineera,
Ruesgistered Architects, o olvers with whom you share informalion). You can add anyone as a contect, regardiess of whetlier they bave o Putfolio Manages acoount
and you can share your propenias & repons with any of your conmected conmacts, You can “connect 1o other Portfolio Manager users by ssarching for teir
aceounts and sending a connection request

Contacts '  Organizativns

|Search existing contacts 0_ |
m Name [title) = Organization + | Conneetion Statue + Username *
1-0af0

Users are responsible for properly following instructions and ensuring compliance with City regulations.
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BACK TO CONTENTS

Updated: September 2023




s/

CONTENTS

SECTION 5
HOW TO ENROLL IN SOCALGAS WEB SERVICES

5.3 Search for SoCalGas by entering “Southern California Gas” as the Name and click “Search”.

ENERGY STAR’ Whloorma s Assouns Scsing | Nossossns | Caniota | lp | San s
= PortfolioManager®

MyPortiolio Sharing Reporting  Recognition

Add Contact

There arz two ways to add a contact. First. search below o see if the contact vou would like to add has a Portfolio Manageraccount. If you find the person. send
a Connection Reguest, and when they accept the request. they wil be added to your Contacts. Second, if the contact you would Fke to add doaes not hame a
Portiolic Manager account, then you zan create an entry within your personal contacts.

Find Contact in Portfolio Manager u Connecting with Uther Users

Tearch waing amy of the oriteria Ddow. I o i your cunls sy Hs i s o
Porfoio Manages search for them. If you fndihe

hiam + Southern Califorin Gas parson, send aConnecton Raguest, and f they sccest
they wil ha addar tn yrar Cnnsacts Yoo ran sasily

A, ‘share vour progeny informarion with your coracts.
DOrgavization:
Usarname: n Keeping Personal Contacts

I the contact you want to acd does not have & Portolio
Emalz ey scuunl, yums Gen sl wen s yeur
personal consact.

Organizing Personal Contacts by
Organzation

5.4 After the page refreshes, “Southern California Gas Company, Program Advisor with SCG” will appear on
the right-hand side of the page. Click “Connect”.

NOTE: If you are already connected with SoCalGas, this search will not yield a result.
Click on "Contacts” to view your current connections.

MyPortfolio Sharing Reporting  Recognition

Search Results

The results of your search are listed below. Clicking *Connect” wil send a requesi to the person asking tham to confirm your request fo add them as your contact.
B thay aceapd, yno will sma them Sxtard 22 3 connacted comtact in ynor sddmes imk B thay dn nat accent, o kave sat accented yat, oo will spa tham as an
uneannacian cantact in yoor adrress bk Cannarcting with contacts will make A assier in sharm prmnary infrmatan within Prrtiaia Manager

Your Search Griteria e - |e==
Name: Southem Caifornia Cas [Jrage s o1 (50 %) i-tof
Organization:

Usemname:

Emai Address:

wing instructions and ensuring compliance with City re

not assume any liability in connection with the use
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/

5.5 Next, read all of SoCalGas’ Terms of Use. Scroll down, read everything carefully.

/

» Click on ”l agree to my provider’s Terms of Use”.

» Then click “Send Connection Request”.

ey ENERGY STAR®

Portfolio)Vanager®

Send a Connection Request to Southern California Gas Company to Begin Exchanging
Data
Soulhern Califoria Gas Company requines thy foliowing infamalion in order e exchangs dala with your repertyiies). I you have any guestions abost how to

compieta this inlarmation, please contae! Southem CAIMIE Gas Comnany. DRCR your connachion raquest Ras haan ACcepiad, You SAN SNATE INMVICLA] proparhas
andior meters with them to get started exchanging data.

Welcome = = Accourd Setings | Hotifications | Contacts | Helg | Sion Oul

Terms of Use: -

AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGE o
DNATA 10 ENERGY STAR © PORTFOLIO MANAGER INTERNET
APPLICATION

AND

NON-INSCEOSURE AGREEMENT

This AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER
USAGE DATA TO ENERGY STAR® PORTFOLIO MANAGER
INTERNET APPLICATION AND NON-DISCLOSURE AGREEMENT
(Agreement’) is an ageernent belwesn the owner or operstor
COvmanOpAratnr) ol Iha buildingis) kantiad by Cwnarlinaater (rach
A "Hullding") i the Envirenmental Pratechion Agency's ("EPA") Enegy
Star® Porlfolio Manager asplication (Portfolio Manager™) and Soulharm
California Gas Company (‘UtiiRy), and govems the rekease of Utiity data w
in_the FPA_and tn Munerfneratar  As used hersin 1t _and

% Send Connection Request ST

AQresment ) * | agres 1o my providers (Southern Calfomia Gas
Company) Terms of Usa,

5.6 The top of the page will show a green bar confirming your connection request was sent to SoCalGas.

NOTE: You are not yet connected to SoCalGas until they accept your request. You will receive a notification
in Portfolio Manager when your request is accepted. This process takes 24 to 48 hours.

MyFPortfollo sharing rManning Reporting  Recognition

You have successiuly senl 3 connection request bo Soulhiem California Gas Company. When Soulhern Califomia Gas Company has aooepled your
request, you will be able to share propenies and, therefore, authorze tig provider 1o Degin exchanging dala with your proparyfles).

Search Resuits

The resulta of your agarch are listed helow Clicking "Connect” will send a requeatta the peraon asking them ta confirm your request b add them as your
contact fihey accept you will see them listed as a connected contact in your address hook fthey do not accept or have not accepted yet yon will see
them as an unconneded contact in your address hook Conneding with confacts will make it easier fo share property information within Porfalio Manager

Your Search Criterla

ng instructions and ensuring mpliance with City re

not assume any liability in connection with the use of guidance materials
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5.7 After you have received notification that SoCalGas has accepted your connection request, the next step is
to share your property(ies) through your Portfolio Manger account. Go to the Sharing tab

E ENERGY STAR® . \Weicoma i Acooun: Ssitings | Netificatons © | Contacts | Hei ! B Out

PortfglmManager
MyPcm‘uiio_ Rq.::cr:ingl Recc_»gnmun

Properties (1)

Add a Property

/

‘ Weicame to Portioiio Views!

Mow you can s00 an overview of your portialio’s performance right from this page by using a
“wiew”. W have sat Up one view to got you started, Enargy Highlights_ i you wauld ke to 506
thaso molrics, ploaso Rafresh Motrics o, you £an st up your swh cistomized views. Views
noad to d to sea your

Source EUI Trend (kBtu/fts) '  Cloar Message |

Search by IU o Name

5.8 Click “Share (or Edit Access to) a Property” as shown on this screen

MyPartfalin Sharing l Planning

Reparting Recognition

My Shared Properties Shing Nofinstfor ¥
(U) ’ You have no new nofifications.
Share (or Edit Access W)
n Propary
et

No properties ara cumently shared between you and your contacts. Sharing can be heipful n
# you want to alow other pacpls to view your proparty or help maintain or update
infarmaticn about @ (e.g. property use detais or mater dats). You may alss want to

ke shaing wilh an eiganicalion whes slanges dela b sulomalivaly updals yous s
infermatian. Learn mere about exchanging data.

Users are responsible for properly following instructions and ensuring compliance with City regulatior
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
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5.9 Next, make your choices under Select Properties to share. Use the drop-down windows to choose the
number of building(s) you would like to share with SoCalGas, and then indicate which specific buildings.

/

» Next, under Select People (Accounts), highlight “Southern California Gas Company (SCG)”
as the Account with which you would like to share.

> Lastly, under Choose Permissions, select the setting for “Personalized Sharing & Exchange Data”.

» Click “Continue”.

RGY STAR" Wiskcome s £ccoun Semngs | otcanons | cortacts | et 1 Son ot
Portfoliol\lanager®

MyPortfolio Sharing Reporting  Recognition

Share (or Edit Access to) Properties

Sormetimes s really imponant o be able to share your property with someose else. Mayba they need to help monitar your property, entel ensrgy nformation
{perhaps avlomatically) or process apphications for recogniion. If this sounds like whal you need, start out by selecting the property(ies) thal you'd like fo share and
wha you'd Ee o wwﬂh them if you have akeady shared propedies, you can alsa use this form %o edit people’s access to your properties

Select Properties u Syl fodolnts
[Mell get into the detals of the level of access later, For now, which properties do you In orded 1o share properties with others (edther
fwant to share andlor edit access to? Individuas or organizations), you need lo be
- “connected” with them To make a connection, go fo the
One Property v |- ] Add Contact: or~Add Organization’ page and search

fot them within Portfelio Manager (Ihey need to have a
Peetfclio Manager account). Onee you find them, senda
“Connecton” request After they accept your connection
Select People (Accounts) requast, they will show ap on the list fo the lefl.
'Which people (accounts) do you want 1o share these properties with (or modify their
current access ta)? The access for each can be different ard you'll be able to specify that
on the next page. n Exchanging Data

Belo conmcte from imy contacts bock To got started, frst connect with an rganiation that

Alex Estrada (SCG_TEST) faChanges dxa. Once you mmﬂmm.mme
Finally Launching (scguat) will appear on the selection list on the left Note: you
Janardhanan Selvara) (janaardhanan) can now share in belk for exchanging dat.

T T
é Southem Califarnia Gas Company (S0

wew Who gets to Share Forward?
Full Access - Automatically includes “Share Forward™

rights
To sebiect mustiphe contacts, hold ovn your Control (CTRLY key and cick on ath selection. Orly your Read Only - Aulomaically does NOT include “Shate
coanecied contact: appear in this kst Forvard™ righls
Cusiom - You decide, along with the incividual
Choose Permissions permissions for property, meter, goals and recognition
PmESEIonS.
If you only need to choose one penmission (because you are doing a single share or you Exchange Data -You decide, along with the individual
want to give the same permissions for all of your shares), select "Bulk Shadng ™ I you permissions fof property, meter and racognition
need to assign different permissions or share with Data Exchange providess, select the somiskng ¥ goats
2nd opticn, 1

* (' Bulk Sharing {"One-Size-Fits-All") - | only need to choose one permissien (either
because | am doing a single share OR | want to choose the same permission for all of

Skshacs

9 w F Sharing & Data ("Custom Orders”) - | need to give
different permissicns for different share requests, andlor I need to give Exchange Data
penmission.

9 e

ompliance with City regulations.
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5.10 On the next screen, select the “Exchange Data” radio button as the permission level to grant SoCalGas.
When you do, a pop up box opens, as seen in the next screen shot.

/

EN£RG‘|‘ STAR®

PortfnlmManager®

MyPortfolio Sharing Reporting  Recognition

Webcome g Wlm®lmlmlm

Share Your Property(ies) wew Who gets to Share Forward?

To finish up, tell us what type of accass the people you have selected should have for each of the

properties that you have selected. The opfion fo exchange data is only avalable for authorized accounts, A e I Foneant:

rights
Read Only - Autoratically does NOT include "Share
s Forward” rights
Select Permissions for Each Contact iien Yo ARk kvt s ko
4, o) The access leveds you select do not have to be the same for each property or each permissions for property, meter, Goals and recognition
£ person. permissions

4t Exchange Data -You deckle, along with the individual

permissions for property, meter, goals and recognition

Sort by: | Property Name |

Read Only | '
(D) Nnasuass T Fnlgum Custom Access  Exchange Data
Q
D X ATVR

o 2 >[ o ]
Share Property(ies) s

5.11 Enter “Y" for the reason for requesting the data exchange, and to receive monthly updates. For Property
Information select “Full Access”
All other options can be “Read Only Access”

NOTE: This window is longer than it appears here. To see all fields you must scroll down.

L~
Seiact Accass Pemissions
Tha follwng information is requingd By Soithem ﬂimm.ﬁﬂnu-r-mbwwwwbywxmlﬁ' 1 you hinve any gueisbions .
Bboul howbo complete this infonmalion, pleile conlact them di

Eare a1
bencheiied boecacia of

AEE0ET [VWN]

Aokt [] i youl arw wgumating dats for Sua propedly o comphy with ABBIE: 1 - 1 Chacachrs Wone nbeigan
Do you require moninly -
meter updibes? [YIN]

Arwww [] o you regusss BL0 10 wpc S maters B S propeys 1+ 1 Chanscien

Seloct e parrmission kevel betow that you would Bke Yo grant Scuiten Caldenia Gas Comeany for each category

Read Dby Full s
teen Neaw ma Aitnss [ BiAccount Nambert  Lest B Amcunt2

Fropety intpemation

Al Wt Infigrmation

Additional Options: ¢

e Yes | No
* Share Forward
Allgw Southem Caitomea (338 Company 10 share this proparty with others and give Tam any pamussions that hafshe has,
including the right to share with more penpla

Apply Sclcctions & Authorize Exchange [l

Users are responsible for properly following instructions and ensuring compliance with City regulations.
etrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
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One the next page, click “Share Property(ies)” to share your property with SoCalGas.

/

E ENERGY STAR® % Welcome e Accourt Sctlings | Notlicatiors ® | Contact | ela | Sian O
= Portfolio/Vlanager®

MyPortfolio Sharing Reporting Recognition

Sha re YOLII' PMpeW(Ies) wmw Who gets to Share Forward?

To fnish up, tell us what Type of accoss the people you have selecled should have for each of the _ i

|proparties that you have selected. The option to vge data is only avallable for accounts. FUE Agouss. Mitmanaly incaden Share Fonsenr

rights
Read Gnly - Aulomatically does NOT Include "Share
Forwatd® tights
Select Permissions for Each Contact G - Vear dacide, sy wih s kbl
4, o The access levels you select do not have to be the same for each property or each permnizsions for property, meter, goals and recognition
& person. permissions.
ol Exchange Data -You decide, akng wih e individual
PATHSSIONS fof propity, mwter, Goals and recognition
permissions.

Sort by: [Property Nama[ ]

No Access Read Onby Full Access | Custom Access | Exchange Data
Name (D) O o
O
AN e G TR
California Gas o

& Edit

» Share Property(ies) Cancel

You should see a message in the green banner noting you have successfully shared your property and your
newly shared property in the Sharing Notifications box.

ey ENERGY STAR®

=2 Portfoliolanager®

MyPortfolio Sharing Reporting  Recognition

Welcome seg thﬁlmtmlm

‘You have successhully shared/adited access fo your property(ies). If you shared properties, you will receive a notification when your contact has accepted the
share. If you edited access to current permissions, the edits have been made, no acceptanca is required.

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

. . s |
My Shared Properties Sharing Notifications (98) view Al
(12)
<o | MBI (1 - Sharing request sent to Southem Calfornia Gas s a
Company Clear
ml;':; :’i:se el <o | ML - Sharing request sent to Southerm Califoria Gas i
- Lomgeny Clear ~

Download Sharing Report

@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
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5.8.Online Data Request Form

o

Prior to completing the online data request form, follow the steps in Section 5.A. to connect with SoCalGas
and share your property in Portfolio Manager.

NOTE: The requirements below are subject to change based on updated regulations at the State level.

5.12 Gather the information you will need in order to complete the online usage data request from SoCalGas:

» ENERGY STAR Portfolio Manager Property ID — This can be located under your property’s name and
address in the top navigation bar in ENERGY STAR Portfolio Manager.

m ENERGY STAR®

PortfoliolVianager®

MyPortfolio Sharing Reporting Recognition

Map It
IPorﬂolio Manager Property ID: S -I

-

# Edit

Summary Details Energy Water Waste & Materials

> All addresses associated with the building(s) — you will receive incomplete data if you do not provide all
addresses associated with the building

» Number of utility accounts serving the buildings address, and how many of the accounts are in the building
owners name.

» Tenant Consent
If there are less than five active gas accounts not in the owner's name (e.g. in tenants name), then you must
provide SoCalGas with signed authorization in order to receive customer information or act on a customer'’s
behalf. The account holder(s) must sign the Customer Information Standardized Request

(CISR) Form: www.socalgas.com/1443740417415/CISR Form 8206.pdf

» Through the online form, you will attest that you are authorized to request data on behalf of the owner -
Proof of Ownership and a Letter of Authorization are no longer required.

Once you have gathered this information, follow the steps below to request data from SoCalGas.

BACK TO CONTENTS
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5.13 STEP @

» Navigate to the Benchmarking Usage Request form:

nchmarking. lgas.com

» Enter ENERGY STAR PM username, Property ID, and requestor information,
select "Aggregated” under report, enter number of accounts.

> If you indicated that there are less than five active gas accounts not in the owner's name (e.g. in tenants
name), you will be prompted to download and complete the Customer Information Standardized Request

(CISR) Form before moving to the next step.

> If you are not prompted to complete the CISR form, click “Next"”.

E»

Submit a Request
Step 1 of 3. Requestor information

Please prowviae the following information about the requestor andior
the

ERERIGY 5TP«R® Portfolio Manager (FM} account in order 1o request
benchmarking uzage data

* Required

ENERGY STAR Portfolio Manager Information

*Is this request far = Yes = No
your ENERGY
STAR PM?

* ENERGY STAR
PM Username  Don't have an ENERGY 5TAR PM account?
Vit ENERGY S5TAR™ to create an account.

“Property 1D

Requestor

“First Name:
* Last Namea:
* Emall Address:

* Confirm Emall
Address:

* Phone Number:
Business Name:

‘Requestor Type: | Feaze Selec

Request Infermation

RoportType: [Rozeczes ) | =

*Mumber of gas
uttlity accounts at
tha given
address(es)?:

*How many gas
utility accounts
are in building

oWwner's name?:

B Resd step-by-step instructions
an hiow to benchmark your
building. Fead Mow.
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5.14 STEP ©
\ > Enter Building Type from the drop down list.
> Add any additional addresses associated with the building. A list of addresses will be suggested if the
address entered cannot be found in the database, as shown in the example below. You must have a match

to move to Step 3. Note that meter number is not required to complete the request.

> Click “Next".

m it s0caloas.com Home | Energy Eficiency Benctmarking| lnstructions
N — Benchmarking Usage Request

EDXI

Submit a Request
Step 2 of 3. Add Building Address(es)

Please enter the building type and address(es) associated with a single building

* Required

Building Type

Buildings can have different typec and they should reflact the usa fior 2 majority of the
hoilding Thay incuds Commarcial Industrial Mivad Llsa and Multi-family Plaasa nola
Mixed Use is both Commercial and Residential types

) * Build ng Type: Multi FamilyMoed Use L

Bullding Address 1 X

:“-'EBE-E salect the correct a':UfES_S_

Matching address: 1996 N Tustin €1, Orange: A

=

Or Rg-gnter address bekow

* Street Address : 2000 M Tustin 51

Apartment or Unit
Number:

*City: Orange

Meter Number:
Add Homr_

Add Another Address

- [

BACK TO CONTENTS
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5.15 STEP ©

> Be sure to have your required document(s) ready for uploading.
> Review the Terms and Conditions.
» Click on the Terms acknowledgment checkbox.

» Click on the “Submit” button.

NOTE: If you have indicated there are less than five active gas accounts not in the owner’s name
(e.g. in tenants name), this step will provide an option to upload the Customer Information

Standardized Request (CISR) Form: www.socalgas.com/1443740417415/CISR Form 8206.pdf

Step 1 Step 2 Step 3

Submit a Request
Step 3 of 3. Provide Authorizations

Hawve your required document(s) ready for upload.
* Required

Terms and Conditions

AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGEDATATO /N
ENERGY STAR ® PORTFOLIO MANAGER INTERNET APPLICATION

AND
NON-DISCLOSURE AGREEMENT

This AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGE DATA TO
ENERGY START PORTFOLIO MANAGER INTERNET APPLICATION AND MON-
DISCLOSURE AGREEMENT ("Agreement” is an agreement between the owner or
operator (*Owner/Operator”) of the building{s) identified by Owner/Operator (each, a ‘v

9 clicking the checkbox, you acknowledge that you have fully reviewed and agree to Terms of
ce and Privacy Policy.

- S

BACK TO CONTENTS
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5.16 After clicking “Submit”, you will receive an email from SCGBenchmarking@semprautilities.com.

O Click on the link within 7 days to verify your email to complete the submission of your request.

NOTE: Your request will be fulfilled within 28 days of a complete request submittal. A complete request
submission constitutes building ownership verification/attestation and 3rd party & party & customer
authorization, when applicable.

NOTE: 3rd party is a requestor who is not a building owner (i.e. building manager/operator, facilities
personnel, benchmarking service provider, owner's agent, etc.). Customer is account holder or tenant within
the requested building.

m sncalﬁﬂs A 6)513|11pra Energy usisy”

Request is Submitted

Energy Efficiency Benchmarking

REQUEST_NO:1186%9

DearKF,

Thank you for submitting your request for energy usage data with SoCalGas®. Please
verify your email by clicking the button below

If your email address is not verified within seven days after receiving this email, your
request will be cancelled and must be resubmitted.

instructions and ensuring oliance with City

onnection with the

Users are responsible for properly folloy
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/

5.17 SoCalGas will follow up via email to clarify any issues with the request. You will receive an email from

SCGBenchmarking@semprautilities.com with a list of meters for your review.

/

Energy Usage Data Request Approved

Energy Efficiency Benchmarking

REQUEST_NO:11869

DearKF,

Your energy usage data request to SoCalGas® for benchmarking, AB802 and/or EBEWE

compliance has been approved. SoCalGas will upload the data to your Energy Star account within
28 days.

To ensure the accuracy of your request for aggregated data, we are offering you the opportunity
to review the following list of meters and determine if this is an accurate representation of the
meters serving your building/property. If you notice that there are meters missing or meters
included that shouldn't be, please let us know by emailing SCGBenchmarking@

semprautilities.com so we can investigate

035762
04832326
11788277
15722892
1572280

Click on the “Confirrm Meters” button below 1o proceed with your request

Confirm Meters A

5.18 Once any issues with your request are resolved, SoCalGas will create a virtual meter and upload data
directly to your account.

Request Completed

Energy Efficiency Benchmarking

REQUEST NO:11869

Dear K F,

This is your notification that SoCalGas® has uploaded the requested energy usage data. This
request is now considered fulfilled and completed.

You have your energy usage data, now what? SoCalGas can help your business save energy,
lower your operating costs and potentially improve your ENERGY STAR® Portfolio Manager®
score. Click here to learn more about our energy-saving oppertunities.

For more information, please email SCGBenchmarking@semprautilities.com or call 1-800-508-
2348

Thank you,
SoCalGas

NOTE: Once all whole-building energy and water data for the prior calendar year has been uploaded to your
account, you must proceed to Section 6 to review and submit your report to LADBS.

ng instructions and ensuring comp vith City regulations.

@ Users are responsible for properly follo
Retrofit.LA / LABBC / Resource Cente
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5.19 Next, log into Portfolio Manager and go to the Energy tab of your Property, you should find a Natural
Gas Meter, with a name that starts with VM followed by 10-digit number. If this meter is under “Additional
Meters — Not Used in Metrics”, move it to “Meters — Used to Compute Metrics” by:

/

» Clicking “Change Meter Selections”.

Summany [eetaris L Watar Wastie X Matenals Goals Design

Meter Summary Meters - Used to Compute Metrics (1)
2 Enesgy Meiers Tutal Change Meler Seleclivrm

1 - Usod 15 Compato Matrice v Miinte.25.2 Dlagtam

1 - Nul Ussxd i Melrics

Narme Mot Recent In Use?

A A Mater Meter 1D =| Cooray Type @ | poy gy {Inactive Date} *
Cunrent Eneigy Date Eloelife Aggragats Whals Building e G
Latis e A Elechric - Grid Yes

m [ Downiad Annuat Totals by Meter

Additional Meters - Not Used in Metrics (1)
n Four Ways to Enter

Bill Data Charss Meter Selections 4—

1. Marual
2
2. Use our simple spreadshect {on mm = | Energy Type % g‘r‘nn':w L ::I” U“I. Dato) +
the bottom of each meter's
Menaye Bils peye] v uplosd v ¥M
CopyiPaste 74178754 Natural Gas 1231208 Tes

» On the Select Meters to Include in Metrics page, tick the checkbox next to the Natural Gas Meter and
make sure the first radio button option is selected.

» Click Apply Selection

Select Meters to Include in Metrics

Tell us which meters 1o include when calculating the metrics fan » that we can provide you with the most accuraie mefrics possible
Summary Energy Meters
Select all meters 1o be included in your metrics. (Hint: Mot meters should be inclded unleas they are sub-
2 meters )
- Mamao 1
Meters representng the ' Meter ID L

total anergy consumption
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SECTION 6

HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS
6.A. Add Your Building ID to Your Property

This section will guide you through the steps to review and submit your report to LADBS. Please be sure to
complete all steps in this section.

e/

NOTE: If you benchmarked your building for past reporting, you do not need to enter your Building ID
again, so please proceed to Section 6.B.

6.1. Go to portfoliomanager.energystar.gov/pm/login and login with your Portfolio Manager account.

ENERGYSTAR: -
PortfoliolVlanager® E——

Welcome to Portfolio Manager ENERGY STAR

Bulidings Homepage

Heelping you track and imgrove energy efficiency acoss your entine ponfolio of properies

e [ & (E5) Tke.n Toaining
Passwond =T
DT Ao

) These inks provice e pfamascn om

m ENERI ¥ $TaR and ars not swatates i Frarh

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

P ENERGY STAR® o

PortfoliolVlanager®

MyPortfolin Sharing Reporting  Recognition

ACCOUNt SAMNG4 | CONACIE | HelD FEa0 Out

Properties (1) Notifications {0}
Add a Property You have na new natifie ations
Source EUI Trend (kBtu/fe) Properties (1) [ Add a Progerty |
Filtor byt | Vierw All Propeties (1) = Search
i Growg | Mitign Gioups

= . Nama = Action

- ! n 5
o Paga|1 of 1 v e ARS L
008 2008 2HO L al

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
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\
\

6.3. Click on the “Details” tab.

, ENERGY ST&R: waicome
== Portfoliol\Vlanager®
E’Fmﬁe l Sharing Reporting  Recognition
= » Dot gy (o apoly for
- ‘.-.--n- _ - ﬂ !

Summary i Detaily l Energy Water Waste & Materialy Goals Design

W groyrd Sesings | Consaes | Heln | Sion Out.

ENERGY STAR Score [1-
100)

Current Score: 100

Baseline Score: 100

6.4. Click the "Edit” button under the Unique Identifier (IDs) section.
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g
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SECTION 6
\ HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

6.5. Select “Los Angeles Building ID” from the Standard IDs drop down menu.
\ > Type in your LA City Building ID Number found at the top of the Official Notification letter from LADBS.

» Once entered, click “Save”.

NOTE: The LADBS Building ID can be found on your Notification Letter. If you have questions about your
Building ID you may email LADBS at ladbs.ebewe@lacity.org.

After Clicking “Save”, your LA City Building ID will be linked with your Energy and Water Benchmarking
Report in Portfolio Manager.

Custom IDs [ costom 10

Wouw s add up o fires aslong iy Cinlypecpls who b Tha Cusiom IDE 2re for you o 154 26 you wish in 233500
Acom s ill b 2k = TYOU HOMIOB0 MANA0Rr HTODSNY 1L, ¥OU Maynave
Custeen 1M1 4- i
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T | | -5 | | - W

‘cec thess ouciom 1IDc.
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Hame |

Caisram N3
hame: |

AT n Standard ID Typos
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g =
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3 Haniding identrcabon Number (BIN)
Thiladaiphia Duilding 1D
Fortiand Buiigng 1L
REALPac Encey Benchmarking Program Building Nam
“an Hanoisco Sutkding I
Scattc Building Encrgy Bonchmarking Reporfing 1D

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials.
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SECTION 6
HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

6.8. Confirm Meters & Run the Data Quality Checker

Once you've added the aggregated electricity, water, and gas data for the prior calendar year into ESPM,
and added your LA City Building ID to your Property Profile (Section 6.A.), the next step is to run the Data

Quality Checker.

o

The Data Quality Checker will help you identify possible typos, incorrect meter readings, missing
information, incorrect units of measure, and other common data entry problems, and will also look at
metrics like Source EUI, Number of Workers (compared to your Gross Floor Area), and Weekly Operating
Hours to see if anything appears out of the normal range relative to your property type.

NOTE: Before you run the Data Quality Checker, be sure to select the meters that reflect your actual whole
building consumption data by clicking “Change Meter Selections” under Energy tab.

Summary Dowits oy Waar Wasts & Matarials Goals Design
Matar Summary Energy Use by Calendar Month =
5 Evwrgy Mulara Total it

4+ - Used to Compute Metrics

1 - Not Used n Maotnes 2
E anow —
B
Ault & bwten 2 -
L
Current Enargy Date &
Mot Avakable e
e L *——a
Enter Your Billa = o o o e e e o 2 & 5
o & S i S _,« g

-# Naturai Gas  —— Clectric - Grid

Faur Waya ta Enter
Gill Data

1. Manually |y Export Uata by Calendar Month

2. Use our simple corcadshoot fono

mater) ta uplead or Uspy/Hasts ; - y
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The Test Building below has two electricity meters, one for the common area and one for the
aggregated data. Since the consumption of the common area meter is included in the aggregated data
in this example, you must deselect the common area electricity meter to avoid double counting and
hurting your EULI.

> Ensure that the common area electricity meter radio button has been deselected.

> Then click "Apply Selections”.

NOTE: Though not shown in this example, aggregated water consumption data must also be included,
and the aggregated water data meter should be included in the metrics. This example will be updated in a
future version of this Guide.

Summary Energy Meters
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SECTION 6
\ HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

6.6. Run the “Data Quality Checker” after selecting the meters that reflect the whole-building data.
\ > Click the “Summary” tab for your property.

> Then click “Check for Possible Data Errors” at the bottom right.

MyPortiolio Sharing Reporting  Recognition
4 = S i L = Ivot ebginie 1o for Veather-Normalized
ENERGY STAR Wiy not
T Source EUI (kBIu/me)
Mapit Cartification soore?
GurrentEUl:  N/A
7 et Baseline EUL:  N/A
Summary Delails Erawyy Waster Waste & Mastevists Qraly Desiyn
Property Profile (Changes coming Fall 2017) Metrics Summary
This section wil be defeted in the Fall of 2017 excapt e Mot Available (Energy Not Awailable Ctimgs
for the property photos which will remain. Mo Baseling] [(Energy Gurrent}
information.
EMERGY STAR acors (1-100) Mot Ave abie Mot Svailable MA
Uraate Hrofie
Source EUI kBt Mot Ava-able Not Avallsole N
Site ELN (kBout) Mot Averabie Not Available A
Source EUI Trend (kBtu/f?) Energy Cost () Nt Anarahig Mot Awailanie A
Toul OF K Eociaglon Mo Mat Avafabla Mot Availabla MiA
Tens.
g’:’-? L'i’?wl;; Jwa‘.er it Avaiabie Mot Avalisble KA
Toen! Wasta [Mispasad and >N i "
Divertad) (Tans) Nt AvEEaDE ot Avaliaole MR
2008 2008 010 03 2014 2016 Check for Possible Data Errors
Run & check for any 12-month tme period to see if there are any possible emors
found with your data.
;ﬂtﬂl ;}I 1G Emissions Trend (Metric Tons 9 Check for Possible E:

6.7. Enter Year Ending December 31 of the prior calendar year as the Timeframe, and
click “Run Checker” to see possible data issues. Portfolio Manager will check data for a full year
(12 months) of meter consumption and Property Use Details.

MyPortfalio Sharing Reporting  Recognition

Data Quality Checker

The Data Quality Chacker wil helo you find polential errors and unusual data within a given year. Sefect your year of interest, review your alerts, and foliow the
links to viow or cormost your data as noeded.

Select Timeframe & Run Checker n About Timeframes

Ve chece. gata for a full year {12 months) of meter consumption and Property Use Detalis (calied a The Data Wuality Uhecker needs cne 1l calendar year

Meatric Year). Select a Year Ending Date and ciick *run checker” to see possible data issues. of Prparty | s Natsis and matar ndnnmatinn for mnst
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“Year Ending: MMODD 3] [ Yrrs YOUu now what's missing.
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SECTION 6
HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

/

6.8. Review your alerts and follow the links to view or correct your data as needed. If you receive the error
message below, stating that “Property has no waste or material meters”, please disregard as waste and
materials meters are not required for your benchmark report.

/

MyPartfolio Sharing Reporting  Recgnition

Data Quality Checker

The Data Quality Zhecker will help you find potential errors and unusual data within a given year. Select your year of interest, review your alerts, and follow the
links to view or correct your data as needed.

Select Timreframe & Run Checker ﬂ Aotk Vimeframes

We check data for 2 full year {12 manths) of meter consumption and Praperty Use Details (called a The Data Qualty Checker needs onz ful caendar year

Metric Yaar). Select a Year Ending Date and click "run chackar” to see possible data issues. of Property Uise Datails and meter Infermation for most
= checks. Otherarse, we wil show you basic eris to et

Year Ending: MWOD %] [vrvy 3 vou know what's mssng.

a About Alerts
» . Property has no waste or material meters.

o Indcates data is Incomplete or missng. Most

If you need help troubleshooting, or if you would like to have your data reviewed confidentially,
submit an inquiry to https://retrofit.la/benchmarking-assistance-navigator/

Users are responsible for properly following instructions and ensuring compliance with City regulations.
Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials
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SECTION 6
HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

6.c. Submit Your Benchmarking Report to LADBS

o

6.9. To report data for calendar year 2022, go to www.ladbs.org/benchmarking2022 and login
to your Portfolio Manager account.

If you are submitting a late report for a past reporting year, select the correct link below:
> To report data for calendar year 2021, go to www.ladbs.org/benchmarking2021
> To report data for calendar year 2020, go to www.ladbs.org/benchmarking2020
» To report data for calendar year 2019, go to www.ladbs.org/benchmarking2019
> To report data for calendar year 2018, go to www.ladbs.org/benchmarking2018

> To report data for calendar year 2017, go to www.ladbs.org/benchmarking2017

> To report data for calendar year 2016, go to www.ladbs.org/benchmarking2016

NOTE: Please note that you must login from the correct, specific link to submit your report

E ENERGY STﬂR.‘ i . -
=2 PortfoliolVlanager® =

Welcome to Portfolio Manager ENERGY STAR
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/

6.10.Generate a Response Preview.

/

Applies when one (1) or more properties is being reported.

> Click "Select Properties” in the Your Response section.

o ENERGY STAR® Welcoma Account | Nothcarons @ ENERGY. | Cortacs | Hel| Son
=< Portfolio/Vlanager® — e

MyPartfolio Sharing Reporting Recognition

Respond to Data Request: Data Request:2021 City of Los Angeles Department of
Building and Safety AB 802

from Department Of Building And Safety City of Los Angeles (Los Angeles Department of Building And Safety)
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About this Data Request Requests

o ero viewing This acroen because
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Beguests guide.
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About Your Response Someone Else

Sometimes people delegane thelr
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Contacts Book 5o that thay wil b
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YO MGROARA. YOU May W YOLY
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Generate Response Preview e
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Retrofit.LA / LABBC / Resource Center does not assume any liability in connection with the use of guidance materials.
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/

> Next, select the check box for all the properties you want to report.

/

> Then click the "Apply Selection” button.

Select Proparties
Search: |

L I wame ‘! Property Types  StaleProvinces Filter Properties (2)

N | | Filter by Property Type
] - Cffen A 0 oitee (21
o . A Ofice I cA Filter by Construction Status
I . ) Tesa 2y
) ] Proviovs LAY o | ov [ e
Selecied Propertios: 0 (View Selecion) A

Filter by Shared from
53 Mone - My Properties (PDA) (2)

Users are responsible for properly following instructions and ensuring compliance with City regulations.
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/

> Click the “Generate Response Review” button.

/

ENERGY STAR: Walcome Account | Motiications @ | ENERGY | Contacts| Help | Sign
® Inhsipcanter: Sattings STAR ot
Portfolio/\Vlanager o
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Respond to Data Request: Data Request:2021 City of Los Angeles Department of
Building and Safety AB 802
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/

6.11. In the Reporting tab, under Data Requests from Others, in the Action column on the right
select “Send Response” from the drop down list.

/

NOTE: If you wish to preview your Benchmarking report before sending response
then select “Preview Response” .

ENERGY STAR®

=2 Wolcome LADBS: Account | Nokfications | EIIERG\" | Conkacts
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e Portfullol\/la,pager@ o
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6.12.Confirm your response to LADBS's data request by clicking the I hereby certify...” checkbox.

> Complete the e-sign section by entering your username and password.
> Then click the “E-Sign Response” button.

> Lastly, click “Send Data” button to send your Benchmarking Report data to LADBS.

N ENERGY STAR® Welcome LADBS: Account | Nofificaions | ENERGY | Contacts | Help | Sign
e ® SaMtings STAR Out
l0lvianager e
MyPortfolio Sharing Reporting  Recognition
Finalize and Send Data Request from Department Of Building And Safety City of Los
Angeles (Los Angeles Department of Building And Safety)
o Who (besides you) should we send a confirmation email to? n About Releasing Your
Select contacts from your contacts book Data
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i data, there is no way 1o retract i Please
| e yEur oA 18 KEASH 3y d3ts
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° E-Sign your Data Response, then "Send Data”
[T I hereby certify that | am releasing data about my properties, or on behalf of someane eise, to Depariment
Of Builing And Safety City of Los Angeles with Los Angeles Degartment of Buliding And Safety.
e ] e
B ———
OSend Data
By clicking Send Data, you will release data to Department Of Buiding And Safety City of Los Angeles
{Los Angeles Department of Building And Safety). You will recetve a confirmation email with a receépt
and a copy of the data attached.
ok
Cangel
@ Users are responsible for properly following instructions and ensuring compliance with City regulations.
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HOW TO SUBMIT A BENCHMARKING REPORT TO LADBS

Once completed and submitted, you will receive a confirmation email from ENERGY STAR (see below):

From: donotreply@energystar.gov [mailto.donotreply@energystar.gov]
Sent:

To:

Subject: Receipt for Data Request Submittal

Dear:
This is to confirm the receipt of the following Data Request:
Response sent:
Response includes:
Response sent to:
Department Of Building And Safety City of Los Angeles
Los Angeles Department of Building And Safety
201 North Figueroa Street
5th floor
Los Angeles, CA 90012

Response sent by:

Response sent on behalf of:

Sincerely,
ENERGY STAR Commercial and Industrial Program

LADBS downloads benchmarking report data nightly.

To verify that your benchmarking report was received by LADBS:
Sign on to your LADBS Account at www.ladbsservices2.lacity.org/OnlineServices/Login/Login to check the

status of your report. If LADBS received the report, it will show “Benchmarked” and the date received.

Visit LADBS's EBEWE site at www.ladbs.org/ebewe/ebewe-benchmarking-process-and-information and
click on "Building Compliance Status (Check Your Building)”. On the next page, set Compliance Year as

ALL and click Submit. Once the page reloads, use the find function (CTRL+F) on your keyboard to search
for you building’s Building ID. Compliance status will be listed in the right most column.

If your building status is “Not Complied”, verify that you have registered your building and paid the annual
compliance disclosure fee ( ) and navigated the correct steps in this guide to complete and submit
your Benchmarking Report.

Report submission questions:

Please contact LADBS at ladbs.ebewe@lacity.org if you have questions about your report submission,
and make sure to include the building address and ID in your email.


https://www.ladbsservices2.lacity.org/OnlineServices/Login/Login
http://www.ladbs.org/ebewe/ebewe-benchmarking-process-and-information
mailto:ladbs.ebewe%40lacity.org?subject=

Wlikd NI
I e
1

rpien)

¥

'

-

™
I

tLA () DBS cosnses [l socaises i
PLAN]  HALpDBS  Ghpmmtoe N Retrofit

A S’Sempra Energy utiity
2



SECTION 7

QUESTIONS? CONTACT US!

Please review the information below to determine the best contact for your inquiry. Please be sure to include the

o

address of the building and the Building ID associated with your inquiry in your correspondence.

Contact the LA Department of Building and Safety with questions
related to your Building ID, notification letters, deadlines,
registration, payment of fees/fines, and non-compliance notices.

DEPARTMENT OF BUII.DING AND SAFETY

Email: ladbs.ebewe@lacity.org

1 Contact Retrofit.LA (formerly the Resource Center) for questions
on benchmarking.

https://retrofit.la/questions/

Retrofit.LA

Los Ange|es Contact LADWP with questions regarding status of electricity
and water data requests, or issues with electricity or water data
Department of d data req hel y d
DWP Water & Power provided by emailing usagedata@ladwp.com and entering

‘Building Benchmarking' in the subject line.

Contact SoCalGas with questions regarding status of gas data

requests, or issues with gas data provided
so ca I G as www.socalgas.com/for-your-business/energy-savings/
benchmarking

@/Sempra Energy utility® E-mail: SCGBenchmarking@semprautilities.com

Phone: 800-508-2348

BACK TO CONTENTS



mailto:ladbs.ebewe%40lacity.org?subject=
mailto:usagedata%40ladwp.com?subject=
http://www.socalgas.com/for-your-business/energy-savings/benchmarking
http://www.socalgas.com/for-your-business/energy-savings/benchmarking
mailto:SCGBenchmarking%40semprautilities.com?subject=
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