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We are committed to providing accessible formats and communications supports. To

request an accessible format or communications support, contact us at 1-844-274-0689
or ewrbsupport@ontario.ca.

Similarly, if you need accessibility assistance using Portfolio Manager, please contact
us.
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About Ontario’s Energy and Water Reporting and Benchmarking
(EWRB) Initiative

Energy and water usage can represent some of the largest operating costs in your building, but
Ontario’s Energy and Water Reporting and Benchmarking (EWRB) initiative can help you:

e Save money by tracking your energy and water usage
e Identify energy and water efficiency opportunities
e Compare your building’s performance to similar buildings

Under the Reporting of Energy Consumption and Water Use requlation, if a building is 50,000
square feet or larger, the owner needs to report the building’s energy and water use once a year to
the Ministry of Energy, Northern Development and Mines. The initiative is being phased in as
follows:

e Buildings 100,000 square feet and larger must start reporting by July 1, 2019.
e Buildings 50,000 square feet and larger must start reporting by July 1, 2020.
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https://www.ontario.ca/laws/regulation/180506

The Portfolio Manager Guide and Other Resources

This document will guide you through the process of entering your energy and water consumption
data into Portfolio Manager specifically for EWRB reporting.

On the next page, there is a reporting checklist that describes the major steps to reporting.
Here are some other resources that may help you with future questions about reporting:

e The EWRB homepage provides an overview of the initiative and reporting requirements

e The Guide to Energy and Water Reporting provides detail on the EWRB reporting steps and
requirements, including building types, collecting usage data and exemptions

e The Portfolio Manager training website provides training content, demonstration videos and
how-to FAQs on a wide variety of Portfolio Manager features

Stay informed

The best way to stay informed about EWRB is to update your organization’s EWRB Reporting Lead
contact information. The EWRB reporting lead is the person who will receive EWRB emails for each
of the buildings which a corporation owns. You can update the information any time the contact
information for your corporation’s reporting lead changes.

To update your EWRB Reporting Lead contact information, please complete this form.

Contact us

If you have a question, please contact EWRB Support at 1-844-274-0689 or
ewrbsupport@ontario.ca.
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https://www.ontario.ca/page/measure-energy-and-water-use-large-buildings
https://www.ontario.ca/page/guide-energy-and-water-reporting
https://www.energystar.gov/buildings/training/training
http://www.forms.ssb.gov.on.ca/mbs/ssb/forms/ssbforms.nsf/MinistryDetail?OpenForm&ACT=RDR&TAB=PROFILE&ENV=WWE&NO=033-0042E

1- Creating a Portfolio Manager Account

The following are the steps to create a Portfolio Manager account.

1. Open your web browser and go to the Portfolio Manager log-in page at
https://portfoliomanager.energystar.gov/pm/login.html.

2. Click on the Create a New Account button.

B ENERGY STAR®
(it -

== Portfolio/Vlanager® il

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of properties. Mﬁgﬁ
Usemame '|| l Take a Training
Password: ’ |
| fargot my pesswor @ Learn More About
| fargot My ussmame Portfolio Manager

These links provide more information from

LI ]
Create a New Account ] EMERGY STAR and are not avsilable in French

) Youare accessing a U5, Government information system. System usage may be monitored. rec: nd subject to sudl. Unauthorized use of the system is prohibited and subject to
criminal and civil penalties. Use of the system indicates consent to monitoring and recording.

Follow Us (1K i@

c‘{ Click on the Create a New Account button
\
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3. The screen will reload to show the Create an Account page. Enter the required
information. Fields marked with a red asterisk are mandatory.

m ENERGY STAR® Help | Login

=& PortfoliolVianager® s

Create an ACCOUnt Already have an account? Sign In Here

Accessing Your Account J‘J Getting Started

Username N | ACNE PM ¥ Name Availablel Please complete an.d submit this form to reg.xist.er for an
- account with Portfolio Manager. After submission, you
. will receive an email confirmation. If your email provider
Password: . v Sccure actively filiers spam, please add

"nareply@ensrgystar.gov” to your address book to

Create a password that is at least 8 characters long and includes at least three of -
ensure delivery.

the following: lowercase letters, uppercase letters, numbers and/or special
characters (such as *, #, %, etc.).

Confirm Password: ssssssssnss v Passwords Maich

About Yourself ||| Accounts for Organizations

First Name: [ John If you are creating an account that you intend to use as
your organization's account, then you may want to

. consider enfering your organization name in the first and
Last Name: | Smith last name fields in order to make it easier for other
Portfolio Manager users to find your organization
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4. Under the About Yourself section, for the Reporting Units field, select the
Conventional EPA Units (e.g., kBtu/ft?) option.

About Yourself
First Name ' I John
Last Mame ’ | Smith
Job Title: | ACME Praperty Administrator
Email | pmith@acme ca

" o
Confirm Email | srmth@acme ca

note we never share your of | OE1ECE the Conventional EPA

. Units (e.g., kBtu/ft?) option
Phane | 4165551234 L (¢.9-. KBt/
Country: " Canada ¢ had
1 amAnaaa Emmbiak | ol
Reporting Units ) Conventional EPA Units (e.g., kBiuf)

) Metric Units (e.g., GJ/m?®)

Street Address: ’ | 1234 Main Sirget

5. For the Searchability in Portfolio Manager section of the form, select the Yes
option.

Searchability in Portfolio Manager

Can other people ® Yes

search for you and send Mo | €= | Select the Yes option
you a connection P
request?
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6. Once you have entered all the requested information, click on the Create
Account button to create the account.

7. You will receive an email message from Energy Star to activate your new
Portfolio Manager account. Within 24 hours, follow the instructions in the email to
complete the account creation process.
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2 - Entering Data

Once you have created an account and are logged in, you can start adding your data.
There are three different methods to add your data, listed below. This guide shows you
how to enter data using the web form.

1. Web Form: This method allows you to enter your data manually — one building
at a time — both for initial data entry and data updates.

2. Microsoft Excel - If you're already using Excel to track data or you have several
buildings, you may want to import your data straight from Excel. This method is
faster for large numbers of buildings.

This method is not recommended unless you have a good understanding of
Excel. This method does not automatically cover all the data requirements
needed to report for EWRB, so you will need to first use the web form method
described above for at least one property to understand which fields are required
for EWRB.

3. Web Services - Many leading energy services companies exchange data
directly with Portfolio Manager. These companies can upload your energy and
water data for you. If you decide to use web services provided by a third party,
you are responsible for ensuring the quality and accuracy of the data submitted.
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2.1 - Adding and Setting Up a Property

The following are the steps to add and set up a property.

1. Click on the Add a Property button under the MyPortfolio tab.

ENERGY STAR®
Portfollol\/lanager
MyPortfolio Sharing Reporting  Recognition

Welcoms

Properties (0)

[ ] €— | Click on the Add a Property button

i

2. The screen will reload to show the Set up a Property page. Select the property’s
primary function from the Your Property Type drop-down list.

ACME
BANK

Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from a leased space in 3
buildings. Since there are so many choices, Portfolic Manager ca
start monitaring your energy usage and pursue recognition!

Select the Property Type
for your building

Your Property Type

We'll net into the details later. For now. overall what main ournose does you

|Convention Center
Leamn more about Property Types

|]
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3. Inthe Your Property’s Buildings section, indicate the number of buildings
included on the property.

( Indicate the number of

Lbuildlms on the property
Your Property's Buildings ¢

How many physical buildings do you consider part of vour property?

() None: My property is part of a building
® One: My property is a single building
() More than One: My property includes multiple buildings (Campus Guidance)

How many?

4. Inthe Your Property’s Construction Status section, select Existing.

. Your Property's Construction Status
Is your property already built or are you emenng this property as a construchion progect that has not

vot hacn ¢ rnictas?

o Existing: My property is buit, occupied andior baing used | will be using Portfolio Manager to
track energy/water consumption and. perhaps, pursue recognition

usmg-Ponfoho Mz 4 7er 1o evaluate the energy efﬁcte&y of the design progect
Test Property ~ not a real property. | am antenng it 10 test features, or for other
purposes such as ¥ ;ming

Select Existing for your ) Cance!

property’s construction status J
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5. Click on the Get Started! button to confirm your choices.

Your Property's Construction Status
/
Is your property already built or are you entering this property as a construction project that has not

yet been completed?

® Existing: My property is built, occupied and/or being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition
_ Design Project: My property is in the conceptual design phase (pre-construction); | will be
using Portfolio Manager to evaluate the energy efficiency of the design project
2 Test Property: This is not a real property. | am entering it to test features, or for other

Click on the Get Started! button —_ [ ]

6. The screen will reload to show the Basic Property Information page. Enter the
required information. Fields marked with a red asterisk are mandatory. Use
numeric values only with no commas when entering Gross Floor Area data.

Note: Gross Floor Area is different than Gross Leasable Area. The EWRB
initiative requires property owners to report a building’s Gross Floor Area.

See more on calculating Gross Floor Area on the EWRB Guide page.
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https://www.ontario.ca/page/guide-energy-and-water-reporting

(Fields marked with a red asterisk

i . are mandato
Set Up a Property: Basic Property Inch Y
Tell us a little bit more about your property, including a name that you will use v up vour property and its address
About Your Prop{ \
Name: Brambleberry Towers
Country “[Canada v
Street Address: ) 55 Elm Street
CityMMunicipality: "[ sudbury
State/Province: “[ Ontario v
Postal Code: ) PIC 152
Year Built 1982
Gross Floor Area: \64 340 8q.Ft. v Temporary Value /
Wi UBS I ikl AIBE (DA i5 U5 UALSI p4 UpBiLy bl aisa, lieasuisd ol wie principal exteriors
surfaces of the buildingis). Do not include parking. Deta i ho include

7. Once you have entered all the necessary information, click on the Continue
button to proceed to the next page.

8. The screen will reload to show the How is it used? page. If your property has
multiple building uses, select the desired type of use option from the Add
Another Type of Use drop-down list and click on the Add button. For example,
a property may have an “office” and a “restaurant/bar” on the same property.
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Set up a Property: How is it used?

ig used,

Basic Information

Based on what you've told us so far, Portfolio Manager has sel up your property. Fill in the tables below lo provide more detailed information on how your progarty

Mame: Brambleberry Towers Country: CA
Property Type: Office Address: 55 Elrm Streat
Sudbury, ON P3C 182
Year Built: 1952
Property consists of: 1 building
If applicable, select the additional —y | ]
! . Mora Specifically? | Restaurant M
Type of Use from the drop-down list

and then click on the Add button

| busingss actrvites. This mchedes administrative and professional offices

ey

9. Scroll to the next section of the page and enter all of the Property Use Details

for each type of use:

Gross Floor Area — If you specified multiple building uses for your property, the
combined Gross Floor Area for each type of use must be equal to the total

Gross Floor Area that you specified for the overall property in step 6.
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W Office Use &2t Mere m
Ofice refen 1o buwicmgs uaed “r The coNduct of commerTe or povernmentsl busmess actvites. This rcludes pIMstrative and orofessonsl o*¥ces

Orows Fioer Avme (OFA) shouied nciude o8 5200 wihin the Buidrg(s) mthuging cfices. confererce rOoms and sudiorums. bresk rooms. kichems. iobties
S10a5S 3765 DSSAMENtS. SI0E08 Sr0S5 SISy 30 Sevalor shafs

4 you Pave restaunants. retsl of services (dry cleaners) within the Dfice. you sPould mest likely inciude ths square ‘ootage and erergy

n the Ofice Property
Jha Thacs are £ arcaphons 13 B rule whes you sRouid Sreale & sepacaie Pragecty Use

AR Scorg (note: Retsl can only get » soore If 4 3 grenter then £.000 square feet)

! e pregenty's GFA

* If2s o vecentuncoouped Ofice
¢ If ha Hours of Oparssion &iffer by more than 10 houes from the man Fropernty Use

ooty Han MNatait Vatis Tempocary

Currwnt As OF

Vadoe

# Orows Floor Ares "2 340 SaFL Y

110/1662 i
~ —— i
& Number of Workers on Main Shify < | adetout YT (1121
W Number of Computers ¥, aeteun A0 [ivo]

W Preoent That Can Ba Meated

¥ Parcent That Can Be Cosled Total combined Gross Floor Area
must equal total Gross Floor Area

specified for the overall property

50 % of mere
W Trus Use Detal 3 used 10 calculste the 1.100 ENERGY STAR Score

¥ Restaurant Use Exi 'ty

Rastaurant refers 1o budsngs used for reserston #0C seie of feady-io-eat 1000 80T DevETIgES O

< R ® > v x| 1
nowoe 'ast casual casusl, and fine JINNg restaLmaNts
Gross Floor Ares Should mciuce ») Sp8CE WITUN the DUIENG(S). Includng Wichens. ales sress. & I § sreas. ofces 2% treak 0OMa. 90d SITBDE Bress

Gross Floor Ame should not INciude any SUL0COreenD! SEBLNG BAESE. But I e0ergy Use of th 0007 MeaE SROUN Be CSHIed ON yOUr #NEgy MEleE

Tempotary

Current As OF

182 m

Vakie

Gross Floor Ares *(s000 SsFL ¥ o1

Weehly Operating Hours =3

0012017 m

a. A building may include more than one property use type (e.g., retail /
multi-residential) and if so you will need to indicate the various use types
in your building and provide the gross floor area for each use type in your
building.

b. Weekly Operating Hours, Number of Workers on Main Shift, Number
of Computers, Percent That Can Be Heated, and Percent That Can Be
Cooled are not required under the EWRB initiative. If you choose not to

enter these, Portfolio Manager will automatically assign default values for
the building.

16 of 58



10. Scroll to the Parking Use section and, if applicable, enter the Parking Use
Property Use Details. Portfolio Manager tracks area entered in the Parking Use
section separately from property Gross Floor Area, so you should NOT include
parking area in the total Gross Floor Area for the overall property.

3 Ll 'Ig e {‘T'E o lIIﬂIFJ'E and ks usad for parking wehicles. This incluses Jpen park Aring
Ui D 5L Fal’klﬂlj sinuctures may be fnee standing or physically Qnﬂf“fl,’.' |f_| '1I:' P‘ﬁ[\fm

Property Use Detail Valug Current As Of :r:::”’“"
Open Parking Lot Size ' Sq FL v 010120 ﬂ
Partially Enclosed Parking Sarage Size "5-: Ft » 01012018 m
Completely Enclosed Partlng G rage Size Sq FL = 012018 m
Supplemental Ht.l'lll'iﬁ s A defauit 01012018 ﬂﬂ

i

If applicable, enter property use
details in the Parking Use section

11.Click on the Add Property button at the bottom of the page to confirm your

changes. The screen will reload to show the Summary tab on the property’s
profile page.
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2.2 - Adding Your Building's EWRB ID

Once you have completed adding and setting up a property in Portfolio Manager, you
will be presented with the property’s profile page. From this page you can view
summary information, enter the property’s details, energy and water usage, and more.

To successfully submit your report, it is essential that you enter your building’s
Ontario EWRB ID information in the Details tab of the property’s profile page.

The following are the steps to add your building’s EWRB ID to the property
profile.

1. Continuing from where we left off in the previous section, click on the Details tab
of the property profile page.

MyPortfolio Sharing Reporting Recognition

Congratulstions! You have successfully created your property.
MNext, you can:

s Add energy use information, so that you can see your energy performance metrics.

By Not eligible 1o spply for
Brambleberry Towers [ Motsiabe s soon

“ Certification

55 Elm Street. Sudbury, ONP2C 152 | Map It
Porifolio Manager Properly |D: 8128155
Year Built: 1882

s Edt

Click on the Details tab of the
Summal ils En-ﬁ
wl - -~ property profile page

Property Profile (Future enhancements)

This section will be deleted in 2018, except for the .
property photos which will remain. More information Metrics SU[!I"II'TIEI':,II
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2. The page will refresh to show the Details section. Scroll down the page to view
the Unique Identifiers (IDs) section and click on the Edit button found in the

section.
Summary Details Energy Water Waste & Materials Goals Design

Basic/Information Property Uses and Use Details

Construction Status: "« View as Diagram |Add Another Type of Use

Test property that is one single building

Property GFA - Self-Reported: Name Property Use Type E

54,340 Sq. F.

Occupancy: |» Convention Center Use Convention Center 5
P Restaurant Use Restaurant 5

/Unique Identifiers (IDs)

Portfolio Manager ID:
6023547

Custom IDs: None

Standard IDs: None

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

A\S

~N

to upload your infarmation.

Property GFA by Use

Restaurant:
707 %

Property GFA (Buildings): 6
Property GFA (Parking): 0O

ﬂ To add multiple uses and buildings to this pro

Click on the Edit button

= .onuenfinn
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3. The screen will reload to show the Edit Property Identifiers (IDs) page. Scroll to
the Standard IDs box. From the Standard IDs drop-down list, select the Ontario
EWRB ID option. In the “ID” field, enter the unique six-digit Ontario EWRB ID
number for your property. For more information on getting the Ontario EWRB ID
for your property, see page 7 of this document.

o Important: Your data will be rejected if you do not enter the correct
Ontario EWRB ID for your property.

Standard IDs

Standard IDs are those typically used as part of a data request by an organization (such as a State
or local government, or LEED). If you know your property is going to be part of a data request, you
may need to select and specify the relevant ID here.

Standard 1D(s):

['ontano EWRB ID ™ [D: | 123456 ]

Add Another

4 A

Select the Ontario EWRB ID option from the drop-down list, and
then enter the EWRB ID. The number here is an example only.

4. Click on the Save button to confirm your changes and proceed to the next step.
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2.3 - Adding Property Notes

The following are the steps to add property notes to the property profile.

1. Once you have entered your Ontario EWRB ID and saved your changes, you will
be returned to the Details tab page. Scroll to the lower part of the page and
locate the Property Notes section. Click in the Property Notes field and enter
the legal name of the person or company that owns the property, then click on
the Save Notes button just below the field to save your changes.

Property Notes

Use the following area to keep notes on your property.

ACME Properties Inc

i)

Enter the legal name of the person
v4 or company that owns the property J

[ ]
Click on the Save Notes
button to save your changes
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2.4 - Adding Energy Meters and Energy Consumption Data

The following are the steps to add an energy meter to the property profile.

1. Continuing from the previous section, scroll to the top of the property profile page
and click on the Energy tab.

Year Built: 1992
/ Edit Bd

Summary Details m hé C“'Gk on the El'lergy tab

Property Uses and Use Details

Basgir Infarmatinn

2. The page will reload to show the Energy tab page. In the top right corner of the
tab page, click on the Add A Meter button.

Sumimary Details Enengy Water Waste & Materials Goals Design
Meter Summary Meters - Used to Compute Metrics (0) Add A Meter
0 Energy Meters Total o« Migw as a Diagram
In order to receive metrics for your
property, you must provide meters. You
have not entered any meters yet
Add A Meter I There are cumrently no er”
G = o energy usage and recei
urrent Energy Date infiormation abowt your .
Click on the Add A Meter button

k- _/
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3. The screen will reload to show the Sources of Your Property’s Energy page.
You will be presented with a list of energy source types — some are normally
metered (e.g., electricity and natural gas) while others are often measured
another way (e.g., propane and wood). Select all of the types that apply to your
property. Depending on the type of meter selected, you will be prompted to select

additional related options.

& Electnic
[+ purchased from the grid

How Many Maters? |1

[] generated onsite with my own solar panels
[ generated onsite with my own wind turbines

o Matural Gas
How Many Meters? [1—
Propane
Fuel Qil (No. 2)
Deesel
Destrict Steam
Dustrict Hot Water
Dustrict Chilled Water
[] Fuel Oil (No. 4)
Fuel Qil (No. 5 and No. 6)
Coal (anthracite)
Coal (bituminous)
] Coke
Wood

Kerosens

Fuel il (No. 1)

)

Sources of Your Property’'s Energy
What kind of energy do you want 1o track? Please select all that apply

Select all of the energy
source types that apply

to your property

Click on the Get

Started! Button to save

your changes

v

(emm -

4. Click on the Get Started! button and proceed to the next step.
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5. The page will reload to show the About Your Meters page with a table listing the
meter types you selected in the previous step. Under the Meter Name column,
click on the name for the first meter type listed and enter the desired label for the
meter.

About Your Meters for Brambleberry Towers

Enter the information below about your new meters. The meter's Units and Date Meter became Active are required. You can also change the meter's

2 Energy Meters for Brambleberry Towers (click table to edit)

Other . Date Meter Date Meter En
?
e Type Type Units became Active In Use? became Inactive  De
] | Natural Gas Natural Gas Wi
L CIECUIC nd Meler Electric - Gnd 2

A

Click on the name for the Meter Name field
and enter the desired label for the meter

-

-

6. Click the cell in the Units column. The fields for the meter will become active and
you can select the same unit of measure for the meter as you have for your
usage data. For example, for electricity, the most common unit of measure is
kwh (kilowatt hours) and for natural gas, the most common unit of measure is m?
(cubic meters).

/_
Meter Name Type e Units E :::l:;ilve i Select the Unit Of
O W MNatural Gas W Cubic meters il |—] fe.__ measu re from the
jhd B . .
Units drop-down list
Electric Grid Meter Electric - Gnd
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7. Under the Date Meter became Active column, click on the calendar icon and
select the date the meter became active. Portfolio Manager will only allow you to
enter usage data with dates later than the date the meter became active.

1 Meter Name

k| |Matural Gas

Type

[Natural Gas |

Other
Type

[] | Elecir

X Delete Sel
Add Anott

Select the date the
meter became active

Cubic meters |

—

~

L

1
2
2

\<

Date Meter
became Active

.

Su

Date Meter\ i

7
e became Inactiv I

—_—
November 1992 L]

Mo Tu We Th Fr Sa
1l 3 4 5 s 7
8| o 10 11 12| 13 1

5 16 117 18 19 20 21
2 23 4| 25 26 21 28

9 30 ! /ﬁ

8. If you have specified more than one energy source/meter type for the property,
repeat steps 5 through 7 for each type.

9. Once you have entered the necessary information for all meters, click the Create
Meters button to confirm your changes and proceed to the next step.

Oahar

Meter Mame Type Type Uhnits:

Union Gas Natural Gas. Cubic malers
KWh {Shousand

Toronio Hydro Electric - Grid Watihours)

Date Mater
became Active

11021592

11021992

Date Mater
became Inactive

Enter as

7
W Laat Delivery?

B

¥

Enter the information
for all meters

[ Create Meters

J

A

Click on the Create Meters button
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10.The screen will reload to show the Your Meter Entries page. In the section for
the first meter, click on the Click to add an entry link.

Your Meter Entries for Brambleberry Towers

Mow we need actual energy consumphon informaton in order 1o stai provding you with your metncs and, possbly, your sconel

2 Energy Meter(s) for Brambleberry Towers

W Union Gas

Start Date End Date Limacm o1

| owween | €| Cjick on the Click to add an entry link

L.

11.Under the Start Date column, click on the calendar icon to select the start date
for the first reporting time period for the meter.

Start Date End Date Usa(:;e
Cubic meters

01/01/2017 st 4
0 January 2017 0
£ D]et
sli/ Su Mo Tu We Th Fr Sa Select the Start Date
Ll of the first reporting
& Lur _ :
E 28 | time period
8 9 10 1 12 13 14
Lol
15 16 17 18 19 20 21
| ) 220 23 24 25 26 27 28 [JLSPAQ)
¢ = fisheet
t N

| 29 <0 3
_"hoose File | No file chosen (o]

Note: If you are unable to obtain meter consumption data that begins on January
1 and ends on December 31, you can enter data that includes consumption
outside of the reporting year. Portfolio Manager will then prorate the consumption
data.
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Example: You need to report your energy consumption from January 1, 2018 to
December 31, 2018 and your billing cycle ends on the 20" of every month.
e The first reporting time period you enter will have a Start Date of
December 21, 2017 and an End Date of January 20, 2018.
e The second reporting time period will have a Start Date of January 21,
2018 and an End Date of February 20, 2018.
e The final reporting time period will have a Start Date of December 21,
2018 and an End Date of January 20, 2019 (for a total of 13 monthly
entries).

12.Under the End Date column, click on the calendar icon to select the end date of
the first reporting time period for the meter. Whenever possible, report your
usage using the smallest available time periods. Portfolio Manager cannot
weather-normalize usage data reported in periods longer than 65 days and will
not be able to calculate your building’s energy use intensity.

Start Date End Date Usage
Cubic meters

01/01/2017 B | 01312017 5353}

January 2017
Delete Selected Entries
Add Another Entry Su Mo Tu We Th Fr Sa

& Learn how to copy/paste

1 2 3 4 5 6 7

8| 9| 10/ 11| 12| 13| 14
Wlk 0

Select the End Date of 16| 16| 17| 18| 19 20/ 21
5 o . | bl

the first reporting time g 22 23 24 25 26 27 28

ds et
period for the meter /[ vs 30 /
chos¢
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13. Enter the consumption data for the selected reporting time period. If the building
has not consumed energy at this meter or source during the time period, enter

‘0.

Start Date End Date UHEIE
Cubic meters
1312017 13152017 5 603

Total Cost (S)

A

Enter consumption data

Note: You can also enter your cost information in the Total Cost information
field, but the EWRB regulation does not require it and it will not be shared with
the Ministry of Energy, Northern Development and Mines.

14.Click on the Add Another Entry and repeat steps 11 through 13 for each

reporting time period until you have finished entering consumption data for the
full year. Ensure that the Start Date of your new entry is the same day, or one
day after, the End Date of the previous entry.

Start Date
173172017

02/01/2017 53]

Nelata Salartad Frtrieg

Add Another Entry @

e o At e ke ._-Jte

Usage
End Date Cubic meters
113112017 5,603
02/28/2017 a5t

.

Click on the Add Another Entry link to
enter additional reporting time periods
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15.When you have completed entering consumption data for the full year in the
section for the first meter, scroll to the section for the next meter (if you have
more than one) and repeat steps 10 through 14 for each meter that makes up the
property’s energy use.

16.When you have entered all of the consumption data for all of the meters, click on
the Continue button to proceed to the next step.

If you add more monthly entries at a later time, click on the Save Bills button
when you have entered all of your usage data for the meter(s), then click on the
name of your building at the top of the page to take you back to your building’s
Summary tab.

17.The page will reload to show the Select Energy Meters to Include in Metrics
page. Select all the meters that make up the property’s energy consumption and
click on the Apply Selections button to complete the process and continue to
the next section.

Select Energy Meters to Include in Metrics

Tell us whech meters to include when calculabng the Fresn: matree o ¢ . Y 0m that w2 am rrmvide une wrth e moet aerieste meincs possible

Summary 6’9)’ Meters

Select all meters 10 be included in your Energy metrics. (Hint. Most meters should be included unless they

:! are sub-maters )

Name
T
Metars reprasentng the Meter ID ype
total energy consumplion
for Brambloberry Towers (8 * L " o
single building). ¥ 2180864 Nasural Gas
2 | rocess | e - Gnd

J*'&; About Sub-meters Total of 2 meter(s). Tell us what this represents

I you Nave sub-maters 10 measure © ® These meater(s) account for the total energy consumption for Bramblebecry Towers (a single
7ergy Of water consumption for 3 buiding)

Spacific purnoss, and you aleo hive These meter(s) do not account for the total energy consumption for Bramblabany Towers (a single
8 master matec (atch measures building)

0l consumption), counting bom of

P30 meters would doubile count

YOUT CONSUMEBON AT Shiw your

mRYKS (@ 9 . aViCay creane

your Site Ensrgy Use Intensity *
A | - -

Select all the meters that make up the

property’s energy consumption and click = =~
on the Apply Selections button J
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2.5 - Adding Water Meters and Water Consumption Data

The following are the steps to add water usage to the property profile.

1. Continuing from the previous section, scroll to the top of the property profile page
and click on the Water tab.

Summary Details Energ Water \las_e s C"ck on the Water tab

. 2

Meter Summary Energy Use by Calendar Month

2 Energy Meters Total -

2 - Used to Compute Metrics i M
[ Ak

2. The page will reload to show the Water tab page. In the top right corner of the
tab page, click on the Add A Meter button.

Summary Details Energy Water Waste & Materials Goals Design
Meter Summary Water Meters - Used to Compute Metrics (0) Add A Meter
0 Water Meters Total « » View as a Diagram
In order to receive metrics for your
property, you must provide meters. You
have not entered any metars yet.
Add A Meter I In order to receive water
have not entered any met

L Click on the Add A Meter button
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3. The screen will reload to show the Your Property’s Water Usage page. You will
be presented with a list of potential meter types. Select all of the types that apply
to your property. Depending on the type of meter selected, you will be prompted
to select additional related options.

Your Property's Water Usage
What kind of water do you want to track? Please select all that

Mty S P e Select all of the meter
'{,’L’,‘;‘; types that apply to
4.‘ Mixed Indoor/Outdoor your property

How Many Meters? |1
"] Municipally Supplied Reclaimed Water
] Well Water

\ Other: | J

[ Get Started! incel

Click on the Get Started! button
to confirm your changes

4. Click on the Get Started! button and proceed to the next step.
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5. The page will reload to show the About Your Meters page with a table listing the
meter types you selected in the previous step. Under the Meter Name column,
click on the name for the first meter type listed and enter the desired label for the

meter.
Other Date Meter
Meter Name Type Type Units became Active
l Greater Sudbury Potable Indoor ¥ v ﬁ
F'OI&N*TGOOI Meter Potable Outdoor

Click on the name for the Meter Name field
and enter the desired label for the meter

6. Click the cell in the Units column. The fields for the meter will become active and
you can select your preferred unit of measure for the meter type.

. Othe Date Meter
Meter Name |  Select the unit of Units

Type became Active
measure from the

Greater Sudb Units drup-d list * Cubic meters v Em

Fotable Culd
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7. Under the Date Meter became Active column, click on the calendar icon and
select the date the meter became active. Portfolio Manager will only allow you to
enter usage data with dates later than the date the meter became active.

Other Date Meter p;m
e Type Type R became Active L Inactive
Greater Sudbury Potable Indoor  * Cubic meters | e

Fotable Ouldoor Meter 0 January 2017 0

X Delete Setected Entrigs Select the date the —
Add Anglher Eniry meter became active e

8 2 10 1" 12 13 14

Su Mo Tu We Th Fr BSa

15 18 17 18 1% 20 N
22 a3 24 25 6 27 EI=

NEEER—

8. If you have specified more than one water meter for the property, repeat steps 5
through 7 for each meter.

9. Once you have entered the necessary information, for all meters, click the
Create Meters button to confirm your changes and proceed to the next step.

Cner Date Meter Date Meter became
Mater Mame Units LA
Type Tipe Became Active Inactive
Greater Sudbury |Rilties Pobabils Indoor Cubic meters QuoRoT o
Founiain Potable Oubdoor Cubic meters. v ovzny | Bl -’

Enter the information 1

for all meters J 4\

Click on the Create Meters button
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10.The screen will reload to show the Your Meter Entries page. In the section for
the first meter, click on the Click to add an entry link.

Your Meter Entries

W Greater Sudbury Utilities

Start Date

Click 1 3gd an entry

for Brambleberry Towers

2 Water Meter{s) for Erambleberry Towers

Now we need aciual energy consumplion information in order 10 start providing you with your metrics and, possibly, your scorel

End Date

D

.

Click on the Click to add an entry link to
start entering data for the selected meter

11.Under the Start Date column, click on the calendar icon to select the start date
for the first reporting time period for the meter.

@ rt Date

01/0172017
4

Djet
Alis Su Mo
2|
8 9

L]ol
15 16
i 22 23

€
<0

I 29
<hnnse File

End Date \

53
January 2017 0
Tu We Th Fr Sa
3 4 5 8 7
0 11 12 13 14
17| 18 1% 20 21
24 25 26 27 28
31

-/

No file chosen

Usage
Cubic meters
d
Select the Start Date
€| of the first reporting
time period

Note: If you are unable to obtain meter consumption data that begins on January
1 and ends on December 31, you can enter data that includes consumption
outside of the reporting year. Portfolio Manager will then prorate the consumption

data.

34 of 58



Example: You need to report your energy consumption from January 1, 2018 to
December 31, 2018 and your billing cycle ends on the 20" of every month.
e The first reporting time period you enter will have a Start Date of
December 21, 2017 and an End Date of January 20, 2018.
e The second reporting time period will have a Start Date of January 21,
2018 and an End Date of February 20, 2018.
e The final reporting time period will have a Start Date of December 21,
2018 and an End Date of January 20, 2019 (for a total of 13 monthly
entries).

12.Under the End Date column, click on the calendar icon to select the end date of
the first reporting time period for the meter. Whenever possible, report your
usage using the smallest available time periods. Portfolio Manager cannot
weather-normalize usage data reported in periods longer than 65 days and will
not be able to calculate your building’s energy use intensity.

Start Date End Date Usage
Cubic meters
01/01/2017 &8 | 01312017 e
January 2017
Delete Selected Entries
Add Another Entry Su Mo Tu We Th Fr Sa
4 Lear ! 2l 2l sl 4| sl 6l 7
8 9 10 11 12 13 14
WIk o -
Select the End Date 15 16 17 18 19 20 21
of the firstreporting |2 22 23 24 25 26 27 28

time period I vs 30 K /
e chose
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13.Enter the consumption data for the selected reporting time period. If the building
has not consumed water at this meter during the time period, enter ‘0’.

Usage
Cubic meters

Start Date End Date Total Cost ($)

11T 1312017

Enter consumption data

Note: You can also enter your cost information in the Total Cost information
field, but the EWRB regulation does not require it and it will not be shared with
the Ministry of Energy, Northern Development and Mines.

14.Click on the Add Another Entry link and repeat steps11 through 13 for each
reporting time period until you have finished entering consumption data for the
full year. Ensure that the Start Date of your new entry is the same day, or one
day after, the End Date of your previous entry.

Usage
Start Date End Date T
11172017 113172017 473
02/01/2017 E 02/28/2017 =

Add Another ENtrY | o Click on the Add Another Entry link to
~1e enter additional reporting time periods

p

15.When you have completed entering consumption data for the full year in the
section for the first meter, scroll to the section for the next meter (if you have
more than one) and repeat steps 10 through 14 for each meter that makes up the
property’s water use.
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16.When you have entered all of the consumption data for all of the meters, click on

the Continue button to proceed to the next step.

17.The page will reload to show the Select Water Meters to Include in Metrics
page. Select all the meters that make up the property’s water consumption and
click on the Apply Selections button to complete the process and continue to

the next section.

Select Water Meters to Include in Metrics

Tedl us which meElers 1o incluse when Calk uiah

oSS

Summary Water Meters

Please tell us whal your Meter 1D rpe
Mebers represent .
sreaies Sudbury USiies | .
* 14880027 Potabie Indoor
Euniain
I
a Bub . *  35EB03T9 Poiakie Duldoor

TR —— Total of 2 water mwter(s]. Tell s what these meten(s) measure
anangy of waber consamplion for a
specile: purposs, and pou also have
2 master Mmatee [whach maadunes
Iotal conswmplion ). counting both of buikding)

ThEse melers) account for e otal water consumplion for Bramt

These meler(s) do not account for the 1otal water consumplion for B

= 5|

y TOE T

Sehact il mElErs o be incluced in your Waler mewics. (Hink LMost melers showld be incieded unkess they

(@ single building)

5 (@ single

=

those melers woukd doubde cound
PO EOFUMPON and sew your
maincs (8 g, anfcially noraais
your Sibe Ensngy Use Inbensty

Select all the meters that make up the w —_ [ '

property's water consumption and click on
the Apply Selections button
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2.6 - Third-Party Certifications

The following are the steps to add a third-party certification (if the building has
one) to the property profile.

1. Continuing from the previous section, scroll to the top of the page and click on
the Goals tab.

— Click on the Goals tab lmwm —_— —
o " al i

Meter Summary Water Use by Calendar Mq

2. The screen will reload to show the Goals tab page. Scroll to the bottom of the
page and click on the Start the Checklist button.

Checklist Complete: =

0% Sustainable Buildings Checklist

B Yes 0% The Sustainable Buldings Checkiist evaluates sustainability in existing buddings. It was first
Not Applicable 0% developed for US federal buikiing managers to achweve the 2008 Federal Guiding Prnciples for

W No 0% High Performance Sustainable Buidings. It can also be used for non-government buildings. For
In Process 0% guidance in using the 2008 Checklst, see How 1o Use the Sustainable Buldings Checklist

M Not Assessed 100%

Updates to this Checkdist to reflect the 2015 Guding Prnciples are on hold. In the meantime, the
2016 Gusding Principles can be tracked in US federal buildings using

alternative

oot

this spreadsh

oy

Checkist comple
“Yes" and "Not

= o i,

Click on the Start the Checklist button 3 [ Start the Checkior
at the bottom of the Goals page
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3. The screen will reload to show the Sustainable Buildings Checklist page. In
the About this Checklist section of the page, click on the Select a Third Party
link.

Sustainable Buildings Checklist: Brambleberry Tq

The Sustainable Buildings Checklist evaluates sustainability in existing buildings. It was fir
Federal Guiding Pnnciples for High Performance Sustainable Buildings. It can also be use|
2016 Guiding Principles are on hold. In the meantime, the 2016 Guiding Principles can be

About this Property

Property Name: Brambleberry Towers (7 View Detads 8 IDs

About this Checklist (Last Updated: 08/30/2017)

(
Estimated Date of I
Sustainable Buildings Click on the Select a Third
Checklist Compliance Party link
Actual Date of Sustainable I ;'-
Buildings Checklist
Compliance
Third Party Certification None [/ Select 3 Third Party
Checkiist Manager Select Contact v| Add Contact

4. The screen will reload to show the Add/Edit Third Party Certifications page. If
your property has any third-party certifications, please report them in this section.
Two common certifications, LEED and Green Globes, are listed. If your building
has another certification, add it in the Other section. Enter the required dates,
then click on the Save Certifications button to confirm your changes and
proceed to the next step.
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Add/Edit Third Party Certifications: Brambleberry Towers

Enter your third party certificas

Third-pary Cemification? ’ < LEED Certification ‘

Target Date of Cenfication: 0672002017

Actual Dase of Cemificaton.  D&202017

Green Globes

¢ Omher  BOMA Best

Target Date of Cenficason. 7/1/2016 W

\ Actual Date of Cenification: 77772016 y

( \=>
Select the applicable certifications,

enter the required dates, and click
on the Save Certifications button

J

5. You will be returned to the Sustainable Buildings Checklist page. Scroll to the
bottom of the page and click on the Save & Close button to confirm your
changes and proceed to the next step.

Motes/Comments:

{

Click on the Save & Close
button to confirm your changes

['] ave & Continue >> [&uT
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2.7 - Checking for Possible Errors

o Important: The Data Quality Checker is NOT a substitute for data
verification because it does not identify all issues. A third-party data
verifier is still necessary for properties with a gross floor area of 100,000
square feet or more — see the next section for more details on data
verification.

The following are the steps to check for possible errors in your property’s profile.

1. Continuing from the previous section, scroll to the top of the page and click on
the Summary tab.

Summary o €= | Click on the Summary tab Goals Design
Energy Performance =— Metrics Comparison for Your Property &
(kBtu/ft?) —

2. The screen will reload to show the Summary tab page. Scroll down the page and
locate the Check for Possible Data Errors section. Click on the Check for
Possible Errors button.

Check for Possible Data Errors

Run a check for any 12-month time period to see if there are any possible errors
found with vour data

Click on the Check for —_ ]

Possible Errors button
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3. The screen will reload to show the Data Quality Checker page. Select the
Year Ending date for the error check — it will be December 31 of the year for

which you are reporting data.

Data Quality Checker for Brambleberry Towers

The Data Quality Checker will help you find potential errors and unusual data within a given year. Select y
links to view or cormrect your data as needed

Select Timeframe & Run Checker

We check data for a full year (12 months) of meter consumption and Property Use Details (called a
ker” to see possible data issues

[YearEndmg "[Dec3t [V 2016_1]

Select the Year Ending
date for the error check

4. Click on the Run Checker button to initiate the property profile check.

Data Quality Checker for Bra

The Data Quality Checker will help you find potentia
links to view or comact your data as needed

Click on the Run Checker
button

Select Timeframe & Run Checker

We check data for a full year (12 months) of meter consumption and F *.ﬂ'_.l Use Details (called a
Metric Year). Select a Year Ending Date and click “run checker” to see Gassible data issues

Year Ending Toec 3 [v] [207619] [ ]
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5. The Data Quality Checker will notify you immediately if there are any issues
with your data. Please attempt to fix all issues, particularly those marked with a
red alert icon. You can follow the links in the alerts to view and correct your data
as needed.

Data Quality Checker for Brambleberry Towers

The Data Quality Checker will help you find potential errors and unusual data within a given year. Select your y|
links 1o view or correct your data as needed

Select Timeframe & Run Checker

We check data for a full year (12 months) of meter consu
Metnc Year). Select a Year Ending Date and click “run chec

Example of an alert. This
one is for incomplete data

Year Ending. "[Dec 31 [v] [2016]v]

Problem: The following meters do not have 12 full calendar months of meter entries for
the year selected (01/01/2016 - 12/31/2016)

oo, ‘"""] "€—"| Follow the links in the alerts to view
What to do and correct your data as needed

«  If you think this is a mistake, chick the

\ meter and make corrections if necessary J

m Weekly Operating Hours appears unusual for the year selected.
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6. After you have addressed each of the alerts in the Data Quality Checker, click on
the Cancel link at the bottom of the page to return to the Summary page.

* 1T you [NINK This IS @ mistake, CIICK e INKS above 10 review the entnies for each | |
meter and make corrections if necessary

» . Weekly Operating Hours appears unusual for the year selected.
» . There is no identified weather station.
» 44 Pro

Click on the Cancel link to return to
the Summary page

- Cancel

A_J

—> |
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2.8 - Data Verification

o Important: Properties with a gross floor area of 100,000 square feet
or more are required to have their data verified by an accredited or
certified professional. To view data verification requirements and examples
of acceptable accreditations and certifications, go to Data Verification
Requirements.

The accredited or certified professional will conduct a review of your data
to ensure there are no errors.

The following are the steps to enter data verification information in your

property’s profile after your data has been verified.

1. Continuing from the previous section, scroll to the top of the property profile page
and click on the Details tab.

Summary [ Details ]Eh Click on the Details tab
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2. The screen will reload to show the Details tab page. Scroll down the page and

locate the Unique Identifiers (ID) section. Click on the Edit button found in the
section.

Unique Identifiers (IDs)

Portfolio Manager 1D:
6023547

Custom IDs: 2 view

Standard 1Ds: 1 view

{[) You can select from Portfolio Manager's
Standard IDs to provide information to
others in data requests Or you can creste
up to three Custom IDs so that you can
cross reference your property in other
systems

@ < In the Unique Identifiers (IDs)
section, click on the Edit button

3. The screen will reload to show the Property Identifiers (IDs) page. In the

Custom IDs section, under Custom ID 3, enter “Data Verification” in the Name
field.

Custom IDs

You can add up to thre nly people who have
access to this property | - Enter the name for Custom ID 3

Custom ID 1: exactly as shown here

Mama:

Custom ID 2: ¢
1Dx:

Mame:

Custom ID 3:

Mame: | Data Verification ID: | Yes
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4. Properties with a gross floor area of 100,000 square feet or more are required to
have their data verified. If the data has been verified, enter “Yes” in the ID field. If
your property is not required to have its data verified and it has not been verified,
enter “No” in the ID field.

Custom ID 3:

Name: | Data Venfication I Yes

A

If required, enter “Yes" in the ID field
after your data has been verified;
otherwise enter “No™.

5. Click on the Save button at the bottom of the page to confirm your changes and
proceed to the next section.
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2.9 - Adding Another Property
You have now completed the process for adding a single property to Portfolio Manager.
The following are the steps to add another property.

1. Atthe top of the page, click on the MyPortfolio tab to view all of your properties.

m ENEHG'T' STAH Welcome ACME_P
M

=<1 PortfolioVlanager®

[ MyPortfolio |- &= | Click on the MyPortfolio tab

You have successfully updated the unigue identifiers for Bramibdeberry Towers.
Brambleberry Towers Not eligible to af
rY E : ENERGY STAR
555 Main Street, Vancouver, ON 227123 Map It Certification
Portfolio Manager Property 1D: 6023547
Year Built: 1952
# Edi
Summary Details Energy Water Wasie & Materials Goals Des
= . Ll el L le o ke ll |

2. The screen will reload to show the Portfolio Views page. Here you can view all
your properties and some summary metrics. If you have more properties to
report, click on the Add a Property button and repeat the steps from the
previous sections starting from section 2.1.1 Adding and Setting Up a

Property.

M)"PCII‘IfD"D Sharing Reporting Recognition

Click on the Add a Property
button to add additional
properties to your portfolio

Properties (1)

Add a Property +
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3 — Submitting Your Report

During the submission process, you will complete the submission for your portfolio of
buildings that are required to report under the EWRB initiative. Once you have added all
of your properties to Portfolio Manager, you can submit your report.

The following are the steps to complete the submission process for your
portfolio.

1. Click on the Portfolio Manager EWRB 2018 submission link provided here:
https://portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/11eded6
3-4715-49ed-811a-7cd2ef7b2c9f. Or, you can copy the link above and paste it
into the address bar of your web browser.

The link in the box below is illustrative. When reporting, please copy and paste
the correct link in the text, above.

I@ https://portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/62651243-86eb | O ~ > ‘ a Bl\

Copy and Paste the link into your
web browser’s address bar

49 of 58


https://portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/11eded63-4715-49ed-811a-7cd2ef7b2c9f
https://portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/11eded63-4715-49ed-811a-7cd2ef7b2c9f

2.

3.

The link will open a Data Request page. In the About Your Response section,
select who the data is being submitted on behalf of. Select “myself” unless you
are submitting data on behalf of a client.

Respond to Data Request: EWRB Energy and Water Usage Data Request for 2016
from Ontario Ministry of Energy (Ontario Ministry of Energy)

1| Responding to Datq
About this Data Request “&" Requests

‘You are viewing this screen becd

Data Requested By: Ontario Ministry of Energy someone has asked you to provi
vou 1o provi

For help, contact: Ontario Ministry of Energy at ewrbsupporti@ontario.ca or 1-844-274-0689 to them in the form of a data reg
respoend, simply fill out the inform)

this screen and select what prop
you wish to include (some decisi
have been made by the data reg

Also see the How to Respond to

Requests guide.

1| Submitting Data for|
About Your Response “&" Someone Else

ople delegate thei
5 for responding to

H her paople. If you 3
@ ol - Select who the datais [T ™="" "
() someone else be"‘]g Subm"_'ted for their name from yo|

Who is this data being submitted on behalf of?

¥ 50 that they will b
he response.

Previewing Reports|

In the bottom part of the page, the Your Response section shows the timeframe
of the request (this is specified by the Ministry of Energy, Northern Development
and Mines and cannot be changed). From the Properties drop-down list, select

one of the following options:

a. One Property — You will be prompted to select a single property from your
portfolio for the submission.

b. Multiple Properties — You will be prompted to select a group of properties
from your portfolio for the submission.
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c. All Properties — This option will include all properties from your portfolio
for the submission.

Your Response

Select Information to Include:

Timeframe:  *[Singie Year v|[Dec31 v |[2016 v |

n if the data requestor has specfied a tmeframe for the request. you wil not be abie to change

Properties: | 4 properties v
B The data reousstor may have asked far or J ir mose standard |Ds to be ncluded with the property
- « requested standard 10s for each propenty before
*ﬂng yOur response

Select the desired option

~

Generate Response Preview R

)

4. Click Generate Response Preview.

Your Response

Select Information to Include:

Timeframe: [ i Voo | v TS | CT.YT e

u i the dats requestor has

Properties: 1 iA" PfQDemes

Click on the Generate Response
Preview button

The data Rquestor may Nave askadng,
nformaton. Make sure you have entered the requested standard lel 7 oach property before

sending your response
Generate Response Preview
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The Reporting tab will open with a status box explaining that your report is being
generated.

A preview for your response to the data request "Data Request: EWRB 2016" on behalf of Ratheyan Aravind (TEST3) is being
generated.

You may view your response preview by selecting "Preview Response™ or "Download Preview in Excel” from the action menu below Large responses
may take a long time to prepare. After you have viewed your response, you must select "Send Response” in arder for your data to be released.

Flease note that each property you included should have a full 12 months of information for each timeframe. Ctherwise, the metrics may not be able to be
calculated. When this happens, "N/A" will be displayed in your response.

5. Scroll down the page and locate the Templates & Reports section. The Status
field will indicate the “Generating Response Preview” message while
processing. It may take several minutes for the preview to be generated.

Templates & Reports (51)
4 Name + Status ~ Action
== | Nov 1 - EWRE Pilot Energy and Water Reporting and Benchmarkin . i r
£ V I ,
(J_+ | Request for 2016 (Request from Ontario Ministry of Energy) E) Generating Response Preview LRt i
~™ . Data Request EWRB Energy and Water Data Request for 2016 - | nespuiise o Svicw Gciiciaicy

The Status field will indicate
Generating Response Preview

6. Once the process has completed, the Status field will indicate “Response
Preview Generated”. From the Actions drop-down list, select the Preview
Response option to preview your submission if you want to preview your
response. Otherwise, go to step 9.

E}J Your new response preview(s) has been generated.

¢ Name ¢ Status « Action
™ Data Request EWRB 2016 (Request from Ontario Ministry of 1 Response Preview Generated - -
07 [ SR e —
9 Preview Response
Select the Preview Response

Generate an Updated Response

option to preview your submission Send Response

Delets Response
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7. The Reporting tab will reload to show the View Report page. The page will
include the Information and Metrics table displaying the property data that will
be included in your submission. Use the page scroll bars to view the full details of

the property data that will be submitted to the Ministry of Energy, Northern
Development and Mines.

Information and Metrics 1 records

Propeny id Proparty Mama = Year Ending Addrass 1 Address 7 City StatnProvince Postal Codd

Campbedfiton

1 0NE 13 i To O 2 % i
Community Usload 12208 23 Jaspar Ave ol Aailabio sronin Cintaria WeM0

Use the scroll bars to view the
full details of the submission

\4

8. At the bottom of the page, click on the Close link to proceed.

{ Click on the Close link to proceed
Generate New Report ! Close
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9. You will be returned to the Reporting tab. Scroll down to the Templates &
Reports table and locate the generated data request. Select the Send
Response option from the Action drop-down list to proceed to the next step.

{:_L;/ Your new response preview(s) has been generated.

¢ Name ¢ Status = Action
™ Data Request EWRB 2016 (Request from Ontario Ministry of 1. Response Preview Generated T :
-+ | Energy) B2 21132017 1138 Aw —

Edit Properties and Timeframe

(i N Preview Response

Download Preview in Excel
Select the Send Response option >
to proceed to the next step

Send Response

p—

J

o Important: In some cases, you may want to add or update
information after you have already sent your submission to the
Ministry of Energy, Northern Development and Mines (for example, if you
realize that your information is incomplete, or something has changed
since you submitted your information). To do this, first update only the
property information you want to change. Then from the Reporting tab
scroll down and locate the data request response you want to update.
Select Generate an Updated Response from the Action drop-down list and
proceed to the next step.

4+ Name ¢ Status ~ Action
,E- EWRE Energy and Water Usage Data Request for 2016 (Request 1. Response Preview Generated:
4 | from Ontario Ministry of Energy) &) 1172172017 4:18 PM Edit Properties and Timeframe
- Preview Response
Performance Highlights Mo Report Generated
Generate an Updated Response |
== Energy Performance Mo Report Generated |LTisIE Meapui e i

54 of 58



10.0nce you have selected the Send Response option, you will be brought to a
response confirmation page. Under section “1”, from the Select contacts list
box, select the people from your contact book you wish to send a confirmation
emalil to. In the Additional Email Addresses box, enter the email addresses of
the people you wish to send a confirmation email to who are not listed in your
contact book.

Confirm Response to Data Request from Ontario Ministr]
Energy)

By clicking Send Data, you will release data to Ontario Ministry of Energy (Ontario Ministry of Energy). Y|
copy of the data attached.

o Who (besides you) should we send a confirmation email to?

Select contacts from your contacts book: e
Luc Besner (RRE_Admin) | < Select the individuals from
your contact book who you

wish to send a confirmation
email to

o

To select multiple contacts, hold down your Control (CTRL) key and click on each selection

Optional- Additional Email Addresses:

Enter the email addresses of the
loe@gmal.com < individuals who are not in your
Portfolio Manager contact book

M

11.Under the “2” section, select the Excel option as the email attachment format.

€©) what format wouid you like your data in for the email attachment?

# Excel
D XML € ( Select the Excel option 1

h -

55 of 58



12.1In section “3”, select the checkbox to confirm the release of your data to the
Ministry of Energy, Northern Development and Mines. Enter your Username
and Password and then click on the E-Sign Response button to give your
consent.

Select the checkbox to confirm the release
of your data to the Ministry of Energy

L
o E-Sign your Data Response v

| hiereby certify that | am releasing data about my properties, or on behalf of someone else, 1o
Ontario Ministry of Energy with Ontanio Ministry of Energy.

Your usemame

Your password : E-Sign Response

Enter your Username and Password
and then click on the E-Sign Response
button to give your consent
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13.1f your entry is successful, the page will reload to show a green checkmark as a
confirmation of your e-signature. Click on the Send Data button. When prompted

to confirm, click on the Continue button.

o E-Sign your Data Response
¢ | hereby certify that | am releasing data about my properties
Ontano Ministry of Energy with Ontano Ministry of Energy

Your usemame T
TestingAcc3_EnergyON

(Conﬁrmation of the

applied e-signature

\/

Your password

v Signed

Click on the Send Data button
to complete your submission

The page will reload to show the following message confirming that your

submission was completed successfully.

—

—
l Send Data ange

copy ofthe data attached shortly.

Your response to the data request from Ontario Ministry of Energy has been successfully sent. You will receive a confirmation email with a receiptand a
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You should also receive an email confirmation shortly afterwards.

Frgemc direnn brapily Genergystar . gov

T Lue (MGCS)

Co

Subject Receipt for Data Request Submittal

| Message | ] responseDatasis @ KB}

Dear Luc

Response semt: 11212017 5:17 PM
Response includes: | properties

Response sent to:
Omntario Minisiry of Energy
Ontario Ministrv of Energy
77 Grenville Street
Toronto, ON MTA 2C1

Response sent byv:
Luc
MGCUs
77 Grenville Street
Torcnto, ON M3S 1B3

This is to confirm the receipt of the following Data Request:

Sent: Tue 11,/21/2017 517 PM

¥ &R

Congratulations, you have completed your requirement to report for the year.
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