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About Ontario’s Broader Public Sector Energy Reporting Initiative

Energy usage can represent one of the largest operating costs for public agencies. Energy reporting
and conservation planning helps public agencies:

e better manage their energy use and costs

o identify best practices and energy-saving opportunities

o find ways to reduce greenhouse gas emissions

e evaluate results by comparing similar facilities across the province

e provide a benchmark to set goals

e measure improvement over time

Under the energy reporting regulation for broader public sector (BPS) organizations, Ontario public
agencies must report their annual energy use each year to the Ministry of Energy by July 1.

More than 700 agencies are required to submit a report, including:
e municipalities and municipal service boards
e universities and colleges
e school boards
e hospitals
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The Portfolio Manager Guide and Other Resources

This document will guide you through the process of entering your energy consumption data into
Portfolio Manager specifically for BPS organizations.

Here are some other resources that may help you with future questions about reporting:

e The BPS homepage provides an overview of the initiative, reporting requirements and
benefits of reporting

e The Guide to BPS Energy Reporting provides detail on the reporting steps and
requirements, including property types and collecting usage data

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 is to update your organization’s Reporting Lead contact information.
The reporting lead is the person who will receive energy reporting related emails for your
organization. You can update the information any time.

To update your Reporting Lead contact information, please contact us at the phone number or email
address provided below.

Contact us

If you have a question, please contact BPS Support at bpssupport@ontario.ca.
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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.

E ENERGY STAR® Help

=2 PortfolioManager® >

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of properties. Buildings Homepage
Usemame 'I| I Take a Training

Password: |
| forgot my password - Learn More About
Llatgol g uamirame, m = Portfolio Manager

These links provide more information from

/]
Create a New Account ENERGY STAR and are not available in French

0 You are accessing a U.S. Government information system. System usage may be monitored, rece nd subject to sudtt. 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 (5 i 8@ “{ 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.

ENERGY STAR®

— Portfollol\/lanager

Create an Account

Accessing Your Account

Usemame I ACME_PM ¥ Name Available!

Password Ioo-o.tnoor- v Secure

Qnmammuntm&cmmmwmmmmumnd
the 9 lesters, letters, numbers andice special
characters (such as *. #, %, etc )

Confirm P: d | ¥ Passwords Match
About Yourself

First Name IJOhn

Last Name g I Smith

Help | Login
Language: English | Erancais

Already have an account? Sign In Here

n Getting Started

Please complete and submit this form to register for an
account with Portiolio Manager. After submission, you
will receive an email confimation. If your email provider
actively filters spam, please add
“noreply@energystar.gov” to your address book to
ensure delivery.

n‘ 1ts for Organizations

Iif you are creating an account that you intend to use as
YOUr 0rganizabion's account, then you may want to
consider entering your organization name in the first and
last name fields in order to make It easier for other
Portiolio 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 l John
Last Name | Smith
Job Title: | ACME Property Administrator
Emal [|smnh@acme ca
- v
Confirm Email I jsmith@acme ca
note we never share your of  O€IECE the Conventional EPA
: Units (e.g., kBtu/ft?) option
Phone [4165551234 (¢.g-, kBtu/ft)) op
\&
Country " Canada ¢ v
| anAriane Ennlich o
Reporting Units @ Conventional EPA Units (e g., kBtuft)
) Metric Units (e.g.. GJ/Im?)
Street Address: (3234 Main Streer

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 ) No | €& | Select the Yes option
youaconnectlon op
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. You can refer to the Portfolio Manager website
for additional instructions on entering data using Microsoft Excel and via Web Services.

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.

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.

', PN ENERGY STAR®
ot

=21 Portfolio/Vlanager®

MyPortfolio

Welcomqg

Sharing Reporting Recognition

Properties (0)

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

.4 l

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 a
buildings. Since there are so many choices, Portfolio Manager ca Select the Property Type

start monitoring your energy usage and pursue recognition! for your bu||d|ng

Your Property Type

We'll aet into the details later. For now overall. what main purpose does you

 Convention Center i]}
Learn 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
buildings on the property
Your Property's Buildings *

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

(O None: My property is part of a building
® One: My property is a single building
(O 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 entenng this property as a construction progect that has not

vot haan rramnlctad?

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

uscng-Pottfoim Mz g er 1o evaluate the energy e‘lﬁcner;:y of the design progect
Test Property - not a real property. | am enenng it 1o test features, or for other

purposes such as ® ming

Select Existing for your ] Get Started! Jses
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
Test Property: This is not a real property. | am entering it to test features, or for other

Click on the Get Started! button = [ ]
4

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: Occupancy is the percentage of your property’s Gross Floor Area that is
occupied and operational. See more on calculating Occupancy on Energy Star’s
Website. Although this field is mandatory for Energy Star, it is not one required by
the ministry and is not utilized in the calculation of GHG emissions.
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( Fields marked with a red asterisk
are mandatory

Set Up a Property: Basic Property IrL

Tell us a little bit more about your property, including a name that you will use to klk up your property and its address

About Your Prope

Name | Brambleberry Towers |
Country: " Canada v
Street Address I 55 Elm Street |
City/Municipality ’ I Sudbury I
County [ canaca |
State/Province: * Ontario v
Postal Code : P3C 1S2
Year Built h 1992
Gross Floor Area 64.340 Sq.Ft. v | [ Temporary Value
Gross Floor Area (GFA) is the total property floor area, measured from the principal exterior
surfaces of the buliding(s). Do not Include parking. Datalls on what 1o Include

Occupancy ; o0 v %
Property Photo -_
(optional) _Choose File | No file chosen

Select an image file on your computer with the format type of jpg, jpeg. png of .oif, photos will be
resized 1o fit a space of 2.78 inches wide x 2 inches tal

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?

Based on what you've told us so far, Portfolio Manager has set up your property. Fill in the tables below 10 provide more detailed information on how your property
is used

Basic Information

Name: Brambleberry Towers Country: CA
Property Type: ffice Address: 55 Elm Street
Sudbury, ON P3C 182
Year Built: 1992
Property consists of: 1 building
Ed
If applicable, select the additional S gl
2 . More Specifically? | Restaurant v

Type of Use from the drop-down list

and then click on the Add button

| business actvities. This mcludes administrative and professional offices

4

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 Ea! Nare m

O%ice refers to bulongs used %or the CONJuct ©f commerTe or overnments! tus ess scivies Ths roludes pIMAstratve and pro‘essonel o¥ces

Qross Flocr Asee (OFA) shoud inciude ol space winin the buldng(s) moiuding ofices. confererce moms ang sudnonums. Dresk rooms. kiichens. lobbies
f1ess 37043 DASEMENtS. 5307808 4reRS. SINWEYS. NS Slevalor Shafs

¢ you Pave restiaurants, retal. or services (dry clesners) aithin the Ofice. you shoud most licely ingiude ths square ‘ootage and erergy In the O™ce Property
Use Thars aoe 4 arceptons 1o B e when you should Sreate & separste Procecty Use

zore (note: Retel can only get 8 soore If 4 5 grester han £ 000 square feet)

* progecty's GFA

r By more than 10 hours from the man Property Use

Pomrmasty Hea MNateit Vetia Current As Of Temporary
Vakse

o Oross Floor Area

934 g FL ¥ - m
oy Use & OslauR 11472017 W
fr Number of Workers om Main Shift < | adetout TRE0N [11:1]
W Number of Computers U.S » defaun u

W Peroent That Can Be Heated O%ormoe ¥

Total combined Gross Floor Area
must equal total Gross Floor Area
specified for the overall property

& Percent That Can Be Cooled gy

W This Use Detadl i3 used 1o calculste the 1-100 ENERGY STAR Score

W Restaurant Use E31 Nare

Resipurant refers 10 bulongs used for preceraton and sale of resdy-to-e8t 1000 a0 Laversges o * | oreceny zaTpies

noiude a5 casusl casusl, and fine inrg restsurarts
Gross Floor Ares should moiuce 8) 300Ce Within the DUidNg(s). Includng iche~s. sales aress. O 3 veas. ofces sa¥ Dresk rooms. and SIFEQE SRS

Gross Flocr A Should A0l INSLUTE 8ty OULEOS IenOr SASUNG S1eaS, DUt 1he energy use of th 007 S7AS SNOUN D MOORD 0N yOUT #Negy Melers

Current As Of Tempoeaty

Vakue

Gross Floor Area "5 000 Sqa FL Vv o101

w2 m

Weekly Operating Hours 5 gr1012017 m

a. A building may include more than one property use type (e.g., classroom
/ laboratory) 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. 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 BPS initiative. If you choose not to enter these, Portfolio
Manager will automatically assign default values for the building.
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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.

W Parking Use

Parang refers 1o buik IFJS and © !S used for parking vehicles. This Includes ops

i ] parkng § Iy and
anmq structures may be free standing or physic 1Ih (£« nnc( ted 1o ‘1r pr n(-rn"

Property Use Detall Value Current As Of ;;m:orarv

Open Parking Lot Size

Sq Ft 01/01
Partially Enclosed Parking Garage Size Sq Ft 01017201
Completely Enciosed Parking Garage Size Sq F

Supplemental Heating Use a default

1

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 Custom IDs

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 usage, and more.

To successfully submit your report, it is essential that you enter your building’s

custom ID information in the Details tab of the property’s profile page.

The following are the steps to add your building’s custom IDs 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

Congrsatulations! You have successfully crested your property.

Next, you can:

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

55 Elm Street. Sudbury, ONP3C 152 | Msp It Certification

Portfolio Manager Property ID: 81286155
Yesar Built: 1682

/ Edt

Brambleberry Towers L e

Click on the Details tab of the
Summa ils ne @
" — .| property profile page

Property Profile (Future enhancements)

This section will be deleted in 2018, except for the z
property photos which will remain. More information Metrics Summary
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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
Baslc Information Property Uses and Use Details
Construction Status: « View as Diagram {A,Md Another TYPQ of Use
Test property that is one single building
Property GFA - Self-Reported: Name Property Use Type 2
64,340 Sq. Ft.
Occupancy: P Convention Center Use Convention Center 5
80%
@ P Restaurant Use Restaurant 5

KJnique Identifiers (IDs)

Portfolio Manager ID:
6023547

Custom IDs: None

Standard IDs: None

o You can select from Portfolio 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.

Property GFAby Use = P
Pri
Restaurant: C
777%
Pr
c
& | Click on the Edit button o

Property GFA (Buildings): 64
Property GFA (Parking): 0

u To add multiple uses and buildings to this prg
to upload your information.

~ _Convenfion

NS
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3. The screen will reload to show the Edit Property Identifiers (IDs) page. Scroll to
the Custom IDs box. Enter Custom ID names and ID values based on the sector
your organization belongs to from the information in below.

a. Custom ID 1 Name — Enter the term “Organization Name” in the space for
this field

b. Custom ID 1 Value — Enter the name of the BPS organization for which
you are entering data (Example, City of Toronto, Algonquin College etc.)

c. Custom ID 2 Name —

+ Enter the term “Sub-sector” in the space for this field if you are
reporting on behalf of municipalities, municipal service boards,
post-secondary institutions or hospitals.

* Enter the term “Weekly Average Hours” in the space for this
field if you are reporting on behalf of school boards.

d. Custom ID 2 Value —
* For municipalities, enter the sub-sector value as “Municipality”

* For municipal service boards, enter the sub-sector value as
“Municipal Service Board”

* For post-secondary institutions, enter the sub-sector value as
“College” or “University”

* For public hospitals, enter the sub-sector value as
“Acute/Chronic Hospital”, “Acute Hospital”, or “Chronic
Hospital”

* For school boards, enter the number of average hours per
week that the property is operating for

e. Custom ID 3 Name —

* Enter the term “Number of Portables” in the space for this field
if you are reporting on behalf of school boards.

+ Enter the term “Weekly Average Hours” in the space for this
field if you are reporting on behalf of municipalities, municipal
service boards, post-secondary institutions or hospitals

f. Custom ID 3 Value —

* For municipalities, municipal service boards, post-secondary
institutions or hospitals, enter the number of average hours
per week that the property is operating for

* For school boards, enter the number of portables that the
school has
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0 Important: The ministry will not be able to report data correctly if you
do not enter the correct custom ID information for your property.

Custom IDs

You can add up to three custom IDs as long as they have different names. Only people who have
access to this property data will be able to see these custom IDs.

Custom ID 1:

Name: ID:
Custom ID 2:

Name: ID:
Custom ID 3:

Name: ID:

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. This
section is optional.

1.

Once you have entered your Custom IDs 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 any
additional information you would like to for this 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.

You have 1000 characters remaining for your notes.
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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 Ba

Summary Details Energy V\-é Click on the Enel'gy tab

Rasie Inf, s Property Uses and Use Details

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.

Summary Details Energy Water Waste & Materials Goals Design
Meter Summary Meters - Used to Compute Metrics (0) Add A Meter
0 Energy Meters Total =, View 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 1 There are currently no er”
c £ D energy usage and recei
urrent Energy Date information about your .
Click on the Add A Meter button

& 4
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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.

w

Sources of Your Property's Energy

V! Electnc
M purchased from the gnd
How Many Meters? [1

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

| Natural Gas
How Many Meters? [1
| Propane
Fuel Oil (No. 2)
[] Diesel
District Steam
District Hot Water
District Chilled Water
[] Fuel Oil (No_4)
Fuel Oil (No. 5 and No. 6)
Coal (anthracite)
Coal (bituminous)
[] Coke
Wood
(] Kerosene
Fuel Oil (No. 1)

What kind of energy do you want to 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

\Z

Get Started! ncel

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 s Date Meter Date Meter En
?
L]} Mietor Nams Type Type Units became Active In Use? became Inactive | De
[]  Natural Gas Natural Gas ™
L] | CleCUic Onia vieter Electric - Gnd Vi

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 m3
(cubic meters).

/
B el T m |- ol menane " Select the unit of
{Union Gas Natural Gas v Cubic meters ﬂ Fl 2‘@ ) measure from the
- 2 T - :
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.

[7]  Meter Name

i  [Natural Gas

Type

Natural Gas

o |

Other
Type

O

Electrj

X Delete Sel
Add Anott

Select the date the
meter became active

Units

Cubic meters

—

[Du!e Meter

o

Su Mo

15
22

| &

became Active

|

1B 3 4 5 s 7
8 9

16
23
30

Date Meler\ i

2
3 Lisad became Inactiv I

—
o

(7
November 1992

Tu We Th Fr Sa

10
17
24

1 12
18 19

25 26
i

13
20
271

FCreate y/Aer

14
21
28

8.

repeat steps 5 through 7 for each type.

If you have specified more than one energy source/meter type for the property,

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.

Meter Name

Union Gas

Toronto Mydro

Type
Natural Gas

Electrc - Gnd

Olhuw

Type

Cubic meters

kKWh (thousand
Watt-hours)

Date Mater

became Active

11021992

11021932

In Use?

v

v

Date Moter
became Inactive

Enter as
Delivery?

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

Now we need actual energy consumption informaton in order 1o start peoviding you with your metncs and, possibly, your scorel

2 Energy Meter(s) for Brambleberry Towers

W Union Gas

llsage

Start Date End Date

| consecn | € === Ciick on the Click to add an entry link

hon

f

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 Usage
Cubic meters

01/01/2017 & b
o January 2017 ()]
% Det
ali; Su Mo Tu We Th Fr sa Select the Start Date
a Ll =g €| of the first reporting
) _ 2 e | o 1 time period
8 9 10 1 12 13 14
Lol
15 16 17 18 19 20 21
0| ) 22 23 24 25 26 27 28 lJHisFAQ)
¢ > lishee
t

t| 29| 30 31
<hoose File | No file chosen Dad

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).

Note: Billing cycles cannot overlap. This will result in an error.

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 @ Date Usage \
Cubic meters

01/01/2017 &8 | 01312017 533

January 2017

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

& Learn how to copy/paste

1 2 3 B 5 6 7

8 9/, 10 1| 12| 13|| 14
0

Ik
Select the End Date ofw‘ 15 16 17 18 19 20 21
the first reporting time 0 22| 23| 24| 26| 26| 27| 28

ds § et
period for the meter /[ vs 30 /
chosc
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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, ‘0" must

be entered.
Usage .
Start Date End Date PR Total Cost ($)
11312017 113172017 5,603

A

Enter consumption data

Note: You can also enter your cost information in the Total Cost information
field, but the BPS regulation does not require it.

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

1/3122017

02/01/2017

Nealatae Salerted Fntries

Add Another Entry

Usage
End Date Cubic meters
1/31/2017 5,603
B | 02280017 s
€| Click on the Add Another Entry link to

) S=toe

ceote

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 which mebers ko include when calculating the Frasny matres for Feaml vy Fossncs 4R thil we £80 Divnaris v

arth Fhp mnet e este metnes possible
Summary ﬂergy Meters \
Select all meters to be included in your Energy meircs. (Ht: Most meters should be included unless they
: ! ara melers. )
Name
Maters reprasantng the Meter ID Tywe
todal energy consumplion
for Ecamblatery Towers (o [ ] e Natural Gas
single building) I2TE08E4
| e | Electnc - Grid
2780865 5
'] About Sub-meters
dy Total of 2 meter{s). Tell us what this epresants
¥ you have sub-mabers o measse " @ These meier(s) account for the total enengy consumphion for Brambleberry Towers (a single
SNRegy OF Water Consumption for a building])
specific curncse. and you aiso have These mater(s) do not account for the total ensngy consumption for Bramblebenry Towers (8 sngle
B PSR Ml (which medsses

building])
fotal consumption], counting bot of
Tose meters would double count
FOUS CONSIMEDON ANA Skéw yons

meircs (8.9, anically ncrease

your Site Erengy Use Intensity) ¢
L L& i A o 4

Select all the meters that make up the oon Sesections
property's energy consumption and click —_— _
on the Apply Selections button J
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2.5 - Adding Volumetric Flow Rate of Water and
Wastewater

The following are the steps to add volumetric flow rate information for properties related
to the treatment of water or sewage that are operated by a municipal service board
and/or a municipality.

1. If the operation is related to the treatment of water or sewage and is operated by
a municipal service board and/or a municipality, the regulation requires
additional information identifying the volumetric flow rate of water/sewage
treated. The volumetric flow rate can be reported in millions of gallons per day or
cubic meters per day. This information can be updated/edited in Portfolio
Manager under the Plant Flow Rate Meters in the Details tab.

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

Summary ! Oetails | Efferoy —efpmm— wm[ Click on the Details tab ]

Basic Information Property Uses and Use Details

Construction Status: «« View as Diagram Add Another Type of Use v
Existing property that is one single
building -
Name Property Use Type f,:mss Eioox Action
Property GFA - Self-Reported: —
1Sq. Ft tewater Treatment
P Building Use Diard T 1fe I want to v
Occupancy: -
95% -
’ @ Property GFA (Buildings). 1 (used to calculate EU

Property GFA (Parking): 0

3. Scroll to the lower part of the page and locate the Plant Flow Rate Meters
section. Click on the Add a Meter button.

A |

Plant Flow Rate Meters (0) AddAMeter
I In order to receive a score for your property, you must provide metered Plant Flow.

. View as a Diagram
" You have not entered a meter yet for providing yo
meter, you will need to associate itin order to recd  cjick on the Add a Meter button
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4. The screen will reload to show the Plant Flow Meters page. Enter 1 unless you
want to report multiple meters, in which case report the number of plant flow
meters you would like to report.

Plant Flow Meters .
&, | Click on the Get Started button
You have told us that your property is used as

drinking water treatment and distribution prop:
accurate reports, we need information about how your flow is metered.

How Many Meters?] [:]

Get Started! j e

5. Click on the Get Started! button and proceed to the next step.

6. The page will reload to show the building use that this plant flow rate meter
applies to. Select building use and click on the Get Started button again.

Plant Flow Meters
You have told us that your property is used as a waste water treatment plant or
drinking water treatment and distribution property. In order to provide you with

accurate reports, we need information about how your flow is metered.

How Many Meters? D

Tell us which meters to include when calculating the total usage for this property so
that we can provide you with the most accurate metrics possible.

Select the use that this plant flow meter applies to:

Meter Name Associated Use

Average Influent Flow Meter #1 [[Building Use V]}

[ Get Started! ]Cancel
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About Your Meters for Wastewater Treatment Facility

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 name

1 Plant Flow Meter for Wastewater Treatment Facility (click table to edit)

— Other Date Meter In Date Meter Custom Meter Custom Meter
LI pkSetor Heure dype Type Vuks became Active Use? became Inactive  ID 1 Name ID 1 Value
Average Influent Flo | Average Influent
L w Meter Flow
»
X Delete Selecte W ntries
Add Another E
Click on the Meter Name field and
enter the desired label for the meter Create Meters JueEl

7. 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.

About Your Meters for Wastewater Treatment Facility

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 name

1 Plant Flow Meter for Wastewater Treatment Facility (click table to edit)

Create Meters

— Other Date Meter In Date Meter Custom Meter ID
() | Metor Name Type Type L became Active Use?  became Inactive 1 Name
) | S — ——
.| Select the unit of L
measure from the b | Cuic Meters per Day ' '
%0 N . Millions of Gallons per Day
.| Units drop-down list J

Cancel
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8. 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.

About Your Meters for Wastewater Treatment Facility

1 Plant Flow Meter for Wastewater Treatment Facility (click table to edit)

U’ | Meter Name Type ?yt::f Unics @xsf;ive :.'J‘se? E::;x:(l?lrac e 1 Name
O Average Influent v Milions of Gal v || ()t
a February 2023 0o
X Delete Selected Entries Select the date Su Mo Tu We Th Fr Sa
Add Another Entry the meter "

1 2 3 4
became active s/ 6 7 8 9 10l 11
12 13 14 15 16 17 18
21

22

28

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 name

Custom Meter ID

I

»

Cancel

9. If you have specified more than one plant flow meter for the property, repeat

steps 5 through 7 for each meter.

10.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.

About Your Meters for Wastewater Treatment Facility

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 name.

1 Plant Flow Meter for Wastewater Treatment Facility (click table to edit)

[] Meter Name Type Other

Units Date Meter In
Type

became Active Use?

Milions of Gal v| [ |8

Date Meter
became Inactive 1 Name

[l | JAverage Influent Average Influent v
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X Delete Selected Entries
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Click on the Create
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11. 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.

Meter Selection: | Average Influent Flow Meter - 152

Start Date End Date =
Click 10 add an entry C—
X Delete Selected Entries

Add Another Entry
& Learn how to copy/paste
X Delete ****ALL**** Meter data for
this meter

Manage Bills (Meter Entries) for Wastewater Treatment Facility

v

» Basic Meter Information (**=click on the arrow to the left to expand this section)

Display Year(s) Show All Years X

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

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

Mo Tu We Th

Upload the completed file below

No file chosen

Display Year(s) Show All Years X

Usage e
Start Date End Date Millions of Gallons per Day Total Cost ($) Estimation  Last Updated
=~ . —_—
0 L lﬁ [ ] I
(<] February 2023 o

Select the Start Date for the
first reporting period

Upload

Note: If you are unable to obtain flow rate data that begins on January 1 and
ends on December 31, you can enter data that includes flow rate outside of the
reporting year. Portfolio Manager will then prorate the data.
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Example: You need to report your plant flow rate data 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).

Note: Billing cycles cannot overlap. This will result in an error.

13.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.

{
Dispiay Year(s Show All Years X
Usage -
Start Date End Date Millions of Gallons per Day Total Cost ($) Estimation Last Updated
 — it [ﬁ\
February 2023
De d En
Ad Ttry Su Mo Tu We Th Fr Sa
2 Learn how 10 copy/paste il 2 3 4
Delete AL Meterdatatol] Select the End Date
e S 6 7 :
Tl e e G| for the first reporting
Upload datainbulk fo} 19 20 21 22 23 24 25 peHOd
« Upload the completed file below
Copy and Paste the data info the table above
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14.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’.

F— ontnily Entries

Display Year(s) Show All Years %
n n ion Usios
[ gatt:r consumptio }late . Nilions of Gallons per Day Total Cost ($) Estimation = Last Updated
T — L | I [ 1 0O

Note: You can also enter your cost information in the Total Cost information
field, but the BPS regulation does not require it.

15.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.

L- onthly Entries

Display Year(s Show All Years X

Usage
Millions of Gallons per Day

[ i [ 1 [ ] [ 1 C

Click on the Add Another Entry link
to enter additional reporting time
periods

Start Date End Date Total Cost ($) Estimation Last Updated

16.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 plant flow rate.
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17.When you have entered all of the consumption data for all of the meters, click on
the Save Bills button to save this entry.
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2.6 - Checking for Possible Errors

o Important: The Data Quality Checker is NOT a substitute for data
verification because it does not identify all issues. 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 [‘,& E CI'Ck on the summary tab Goals Design
Energy Performance — Metrics Comparison for Your Property & Y
(kBtu/ft2)

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

40 of 55



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 correct 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

[ Year Ending: "[Dec31 [v| [2016]v]

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 1o view or correct your data as needed

lect y

Click on the Run Checker
button
Select Timeframe & Run Checker

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

Vear Ending “Doc31 [9] (20169 [ ]
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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 comrect your data as needed

Select Timeframe & Run Checker Example of an alert. This
We check data for a full year (12 months) of meter consumpty " igne iS for incomplete data

Metnic Year). Select a Year Ending Date and click "run check

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

Year Ending: “[Dec31  [v] [2016[v]

 Union Gas ‘"‘"’] 9 "(""‘ “>"1 Follow the links in the alerts to view
i and correct your data as needed

* I you think this is a r ke, click
meler 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 Think This IS a mistake, CIiCk the INKks above 10 review the entnes for each | |
meter and make corrections if necessary

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

Click on the Cancel link to return to
the Summary page

Cance

—_ ' (
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2.7 - 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. At the top of the page, click on the MyPortfolio tab to view all of your properties.

’\ ENERGY STAR Welcome ACME_P)
i

=< Portfolio/Vlanager®

MyPortfolio |/ €= | Click on the MyPortfolio tab

‘ You have successfully updated the unique identifiers for Brambleberry Towers

Brambleberry Towers @ Nty bl tof
555 Main Street, Vancouver, ON 222123  Map It Certification
Portfolio Manager Property ID: 6023547
Year Built: 1992
/ Edi

Summary Details Energy Water Waste & Materials Goals Des|

D e J L b Ll Dhadail |

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.

MyPortfolio Sharing Reporting Recognition

Click on the Add a Property
button to add additional

properties to your portfolio

Properties (1)

Add a Property é
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2.8 — Submitting Your Report

During the submission process, you will receive a link to submit information for your
buildings. Once you have added all your properties and their energy use information to
Portfolio Manager, you can submit your report.

The following are the steps to complete the submission process.

1. Click on the Portfolio Manager BPS submission link provided here:

https://portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/0ad4e12
c4-0f4a-4891-ba13-32f23c00f538

Or, you can copy the link above and paste it into the address bar of your web
browser.

2. 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: Data Request:BPS Annual Energy Reporting - 2023

from Ontario Ministry of Energy Ontario Public Service (Ontario Ministry of Energy)

. /|| Responding to Data
About this Data Request ¢ Requests

You are viewing this screen because
someone has asked you to provide data
For help, contact:  Ontario Ministry of Energy Ontario Public Service at bpssupport@ontario.ca or 1-844-274- to them In the form of a data request. To
respond, simply fill out the information on
this screen and select what properties
you wish to include (some decisions may
have been made by the data requestor.)

Data Requested By:  Ontario Ministry of Energy Ontario Public Service

Also see the How to Respond 1o Data
Requests guide

/1| Submitting Data for
About Your Response “& someone Else

Sometimes people delegate their
nsibilities for responding to data
sts to other people. If you are

@® myself . ] .Sele(_:t Who the data nding on behalf of someone else,
someone else IS belng submitted for select their name from your
cts Book so that they will be
attributed to the response

Who is this data being submitted on behalf of?
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3. 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 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.

c. All Properties — This option will include all properties from your portfolio
for the submission.

Your Response
Select Information to Include:

Timeframe:

f the data requestor has specfied a tmeframe for the request. you wil not be able to change ¢

Properties: [ 4 properties v

The deta reouestor mav have askad far on I sr more standard |Ds 10 be included with the property
« requested standard [Ds for each propernty before

|

*’1 NG yOur response
B -
Generate Response Preview &R

Select the desired option
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4. Click Generate Response Preview.

Your Response
Select Information to Include:

Timeframe: "/ "

oingie Year

u If the dats requestor has specfed

Click on the Generate Response
Properties:  * 4 Properties Preview button

The data equestor may have &
information Make sure you have entered the requested standard 1Dy l r each property before

sending your response
Generate Response Preview

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:BPS Annual Energy Reporting - 2023" on behalf of Nupur
Deonarine (Ontario Public Service) 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 order for your data to be released.

Please note that each property you included should have a full 12 months of inf tion for each timeframe. Otherwise, the metrics may not be able to be
calculated. When this happens, "N/A" will be displayed in your response.
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5. Scroll down the page and locate the Templates & Reports section. The Status
field will indicate the “Response Preview Generated” message once the
preview is generated.

Create a New Template

Data Requests from Others My Reports and Templates ENERGY STAR Reports

@ Your new response preview(s) has been generated.

¢+ Name e SR e + Action
Data Request BPS Annual Energy Reporting - 2023 Resp Preview G d
(Request from Ontario Ministry of Energy Ontario 2/27/2023 1:34 PM | want to v
Public Service) No errors found
Resp Previe A5 d
Data Request Test (Request from Nupur Deonarine) 11/15/2022 1:45 7, I want to v
No errors found
Ontario EWRB Energy and Water Data Report for 2021 = Closed:
| want to v

(Request from Ontario Ministry of Energy) 9/01/2022 3:08 P}

Data Request Test 2 (Request from Nupur
Deonarine)

> The Status field will indicate

Response Preview Generated

6. 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.

¢ Name ¢ Status ~ Action
Data Request BPS Annual Energy Reporting - 2023 Response Preview Generated:
(Request fror: in Mini i 27/ 1:34 PM | want to v
Public Serv und |
) want to
Select the Preview Preview Generated: Brovion R
bataRequel - Response option to el e —

preview your submission

Ontario EW!
(Request fr

Generate an Updated Response
Send Response
Delete 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.

Information and Metrics 1 records

Property id Property Name * Year Ending Address 1 Address 2 City State Province Postal Code

Campbeiton e 15 - g v -
5093114 s cipers 1213172016 123 Jasper Ave  Not Avattable orchto Ontano Mev1a1
Community Upload

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 | Download Excel ’ Close I
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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.

Data Requests from Others

+ Name

Public Service)

Data Request BPS Annual Energy Reporting - 2023
(Request from Ontario Ministry of Energy Ontario 2/27/2023 1:34 PM

My Reports and Templates

4+ Status

No errors found

Response Preview Generated:

Data Reque,

(Request

Select the Send Response
ontario Ew| Option to proceed to the next

5 PM

PM

ENERGY STAR Reports

~ Action

Response Preview Generated:

=

Create a New Template

| want to v
| want to

Edit Properties and Timeframe
Preview Response

Download Preview in Excel

o

-

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 (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.

Data Requests from Others

¢ Name

Public Service)

Data Request BPS Annual Energy Reporting - 2023
(Request from Ontario Ministry of Energy Ontario 22712023 1:34 PM

My Reports and Templates

¢ Status

No errors found

Response Preview Generated:
Data Request Test (Request from Nupur Deonarine) 11/15/2022 1:45 PM

No errors found

Ontario EWRB Energy and Water Data Report for 2021  Closed:

ENERGY STAR Reports

Response Preview Generated:

(Request from Ontario Ministry of Energy)

» Data RequestTest 2 (Request from Nupur

9/01/2022 3:08 PM

In Progress (& to@v 10 see response

Create a New Template

~ Action

| want to v

Iwant to...

Edit Properties and Timeframe
Preview Response

S = =

| Generate an Updated Response '

Delete Response
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10.Once 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
email 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.

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

Select contacts from your contacts book: ( \
Luc Besner (RRE_Admin) | - Select the individuals from
‘ your contact book who you

wish to send a confirmation
email to

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
ce@qmail.com < individuals who are not in your
Portfolio Manager contact book

e

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

o What format would you like your data in for the email attachment?

e Excel
DXL o (Select the Excel option 1

N o
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12.In section “3”, select the checkbox to confirm the release of your data to the
Ministry of Energy. 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

o
o E-Sign your Data Response v

| hereby certify that | am releasing data about my properties, or on behalf of someone eise, to
Ontario Ministry of Energy with Ontario Ministry of Energy

Your usermname

Your password y E-Sign Response

Send Data =R

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.

(Conﬁrmation of the
o E-Sign your Data Response applied e-signature

¢ | hereby certify that | am releasing data about my properties
Ontario Ministry of Energy with Ontano Ministry of Energy

Your usemame o = <
TestingAcc3_EnergyON

Your password - v Signed

e ) m
Click on the Send Data button > [
to complete your submission

\. J

The page will reload to show a message confirming that your submission was
completed successfully.

You will receive a confirmation email from the ministry with a receipt and copy of
the data that you submitted.
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You will also receive an email confirmation shortly afterwards from Portfolio

Manager.
From: donatreply Bensrgystar .gov Sent: Tue 11/21/2017 5:17 PM
To Luc (MGCS)
Cc
Subject Receipt for Data Request Submittal

I Message B responseDataxisx @ KB)

» &21

Dear Luc

This is to confirm the receipt of the following Data Request:
Response sent: 11212017 5:17 PM
Response includes: 1 properties

Response sent to:
Ontario Ministry of Energy
Ontario Ministry of Energy
77 Grenville Street
Toronto, ON M7A 2C1

Response sent by:
Luc
MGCs
77 Grenville Street
Toronto, ON M5S 1B3

To know that you have successfully completed reporting, you must receive two emails:

1) Confirmation email from the Ministry of Energy
2) Confirmation email from Portfolio Manager

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

Energy Star Score — The Energy Star Score helps building owners understand their
energy consumption and how they are performing by comparing their usage to similar
buildings nationwide. A score of 75 or higher indicates that your building is a top
performer and your building may be eligible for Energy Star Certification. The Energy
Star website provides more details on how Energy Star Scores are calculated.

Energy Use Intensity (EUI) — EUI describes a building’s energy use as a function of its
size or other characteristics. For property types in Portfolio Manager, EUIl is expressed
as energy per square foot per year. It's calculated by dividing the total energy
consumed by the building in one year (measured in kBtu or GJ) by the total gross floor
area of the building (measured in ft> or m?).

BPS Energy Reporting — Acronym for the Broader Public Sector Energy Reporting
initiative for the Ministry of Energy. The BPS energy reporting initiative collects annual
energy consumption information from public agencies in Ontario.

BPS Reporting Period — BPS Reporting Period refers to the yearly reporting period
from January 15t to July 15t. During the reporting period, public agencies are required to
submit their annual energy consumption information through Portfolio Manager.

Portfolio Manager — Portfolio Manager is a third-party application by Energy Star. It is
the data entry and collection application for public agencies to report their annual
energy consumption information.

55 of 55


https://www.energystar.gov/buildings/benchmark/understand_metrics/how_score_calculated
https://www.energystar.gov/buildings/benchmark/understand_metrics/how_score_calculated

	Structure Bookmarks
	Guide to Submitting Data through Portfolio Manager for Ontario’s Broader Public Sector 
	Guide to Submitting Data through Portfolio Manager for Ontario’s Broader Public Sector 
	March 2023 
	March 2023 
	Ministry of Energy Version 1.0 
	We are committed to providing accessible formats and communications supports. To request an accessible format or communications support, contact us at 
	. 
	. 
	bpssupport@ontario.ca


	Similarly, if you need accessibility assistance using Portfolio Manager, please contact us. 
	Contents 
	About Ontario’s Broader Public Sector Energy Reporting Initiative 
	About Ontario’s Broader Public Sector Energy Reporting Initiative 
	About Ontario’s Broader Public Sector Energy Reporting Initiative 
	About Ontario’s Broader Public Sector Energy Reporting Initiative
	Untitled
	Guide to Submitting Data through Portfolio Manager for Ontario’s Broader Public Sector 

	.................................................... 
	5 

	The Portfolio Manager Guide and Other Resources 
	The Portfolio Manager Guide and Other Resources 
	.............................................................................. 
	6 

	1 
	1 
	– Creating a Portfolio Manager Account
	......................................................................................... 
	7 

	2 
	2 
	– Entering Data 
	................................................................................................................................. 
	11 

	2.1 
	2.1 
	– Adding and Setting Up a Property 
	............................................................................................. 
	12 

	2.2 
	2.2 
	– Adding Your Building’s Custom IDs 
	.......................................................................................... 
	19 

	2.3 
	2.3 
	– Adding Property Notes 
	................................................................................................................. 
	23 

	2.4 
	2.4 
	– Adding Energy Meters and Energy Consumption Data 
	............................................................ 
	24 

	2.5 
	2.5 
	– Adding Vol um et r i c Fl ow Rat e of Water and Wa s t e water 
	........................................... 
	32 

	2.6 
	2.6 
	– Checking for Possible Errors 
	...................................................................................................... 
	40 

	2.7 
	2.7 
	– Adding Another Property 
	............................................................................................................. 
	44 

	2.8 
	2.8 
	– Submitting Your Report 
	................................................................................................................. 
	45 

	Definitions 
	Definitions 
	................................................................................................................................................ 
	55 


	3 of 55 
	4 of 55 
	About Ontario’s Broader Public Sector Energy Reporting Initiative 
	About Ontario’s Broader Public Sector Energy Reporting Initiative 
	Energy usage can represent one of the largest operating costs for public agencies. Energy reporting and conservation planning helps public agencies: 
	• 
	• 
	• 
	better manage their energy use and costs 

	• 
	• 
	identify best practices and energy-saving opportunities 

	• 
	• 
	find ways to reduce greenhouse gas emissions 

	• 
	• 
	evaluate results by comparing similar facilities across the province 

	• 
	• 
	provide a benchmark to set goals 

	• 
	• 
	measure improvement over time 


	Under the , Ontario public agencies must report their annual energy use each year to the Ministry of Energy by July 1. 
	energy reporting regulation for broader public sector (BPS) organizations

	More than 700 agencies are required to submit a report, including: 
	• 
	• 
	• 
	municipalities and municipal service boards 

	• 
	• 
	universities and colleges 

	• 
	• 
	school boards 

	• 
	• 
	hospitals 
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	The Portfolio Manager Guide and Other Resources 
	The Portfolio Manager Guide and Other Resources 
	This document will guide you through the process of entering your energy consumption data into Portfolio Manager specifically for BPS organizations. 
	Here are some other resources that may help you with future questions about reporting: 
	• 
	• 
	• 
	The provides an overview of the initiative, reporting requirements and benefits of reporting 
	BPS homepage 


	• 
	• 
	The provides detail on the reporting steps and requirements, including property types and collecting usage data 
	Guide to BPS Energy Reporting 


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



	Stay informed 
	Stay informed 
	The best way to stay informed is to update your organization’s Reporting Lead contact information. The reporting lead is the person who will receive energy reporting related emails for your organization. You can update the information any time. 
	To update your Reporting Lead contact information, please contact us at the phone number or email address provided below. 
	Contact us If you have a question, please contact BPS Support at 
	. 
	bpssupport@ontario.ca
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	1 – Creating a Portfolio Manager Account 
	1 – Creating a Portfolio Manager Account 
	The following are the steps to create a Portfolio Manager account. 
	1. 
	1. 
	1. 
	Open your web browser and go to the Portfolio Manager log-in page at . 
	https://portfoliomanager.energystar.gov/pm/login.html
	https://portfoliomanager.energystar.gov/pm/login.html
	Untitled



	2. 
	2. 
	Click on the Create a New Account button. 


	Figure
	3. The screen will reload to show the Create an Account page. Enter the required information. Fields marked with a red asterisk are mandatory. 
	Figure
	4. 
	4. 
	4. 
	Under the About Yourself section, for the Reporting Units field, select the Conventional EPA Units (e.g., kBtu/ft²) option. 

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

	6. 
	6. 
	Once you have entered all the requested information, click on the Create Account button to create the account. 

	7. 
	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. 


	Figure
	Figure

	2 – Entering Data 
	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. You can refer to the Portfolio Manager website for additional instructions on entering data using Microsoft Excel and via Web Services. 
	1. 
	1. 
	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. 
	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. 

	3. 
	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. 


	2.1 – Adding and Setting Up a Property 
	2.1 – Adding and Setting Up a Property 
	The following are the steps to add and set up a property. 
	1. 
	1. 
	1. 
	Click on the Add a Property button under the MyPortfolio tab. 

	2. 
	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. 

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


	Figure
	Figure
	Figure
	4. In the Your Property’s Construction Status section, select Existing. 
	Figure
	5. Click on the Get Started! button to confirm your choices. 
	Figure
	6. 
	6. 
	6. 
	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: Occupancy is the percentage of your property’s Gross Floor Area that is occupied and operational. See more on calculating Occupancy on . Although this field is mandatory for Energy Star, it is not one required by the ministry and is not utilized in the calculation of GHG emissions. 
	Energy Star’s Website


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

	8. 
	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. 

	9. 
	9. 
	Scroll to the next section of the page and enter all of the Property Use Details for each type of use: 


	Figure
	Figure
	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. 
	Figure
	a. 
	a. 
	a. 
	A building may include more than one property use type (e.g., classroom / laboratory) 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. 
	b. 
	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 BPS initiative. If you choose not to enter these, Portfolio Manager will automatically assign default values for the building. 


	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. 
	Figure
	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. 

	2.2 – Adding Your Building’s Custom IDs 
	2.2 – Adding Your Building’s Custom IDs 
	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 usage, and more. 
	To successfully submit your report, it is essential that you enter your building’s custom ID information in the Details tab of the property’s profile page. 
	The following are the steps to add your building’s custom IDs to the property profile. 
	1. 
	1. 
	1. 
	Continuing from where we left off in the previous section, click on the Details tab of the property profile page. 

	2. 
	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. 

	3. 
	3. 
	3. 
	The screen will reload to show the Edit Property Identifiers (IDs) page. Scroll to the Custom IDs box. Enter Custom ID names and ID values based on the sector your organization belongs to from the information in below. 

	a. 
	a. 
	a. 
	Custom ID 1 Name – Enter the term “Organization Name” in the space for this field 

	b. 
	b. 
	Custom ID 1 Value – Enter the name of the BPS organization for which you are entering data (Example, City of Toronto, Algonquin College etc.) 

	c. 
	c. 
	c. 
	Custom ID 2 Name – 

	• 
	• 
	• 
	Enter the term “Sub-sector” in the space for this field if you are reporting on behalf of municipalities, municipal service boards, post-secondary institutions or hospitals. 

	• 
	• 
	Enter the term “Weekly Average Hours” in the space for this field if you are reporting on behalf of school boards. 



	d. 
	d. 
	d. 
	Custom ID 2 Value – 

	• 
	• 
	• 
	For municipalities, enter the sub-sector value as “Municipality” 

	• 
	• 
	For municipal service boards, enter the sub-sector value as “Municipal Service Board” 

	• 
	• 
	For post-secondary institutions, enter the sub-sector value as “College” or “University” 

	• 
	• 
	For public hospitals, enter the sub-sector value as “Acute/Chronic Hospital”, “Acute Hospital”, or “Chronic Hospital” 

	• 
	• 
	For school boards, enter the number of average hours per week that the property is operating for 



	e. 
	e. 
	e. 
	Custom ID 3 Name – 

	• 
	• 
	• 
	Enter the term “Number of Portables” in the space for this field if you are reporting on behalf of school boards. 

	• 
	• 
	Enter the term “Weekly Average Hours” in the space for this field if you are reporting on behalf of municipalities, municipal service boards, post-secondary institutions or hospitals 



	f. 
	f. 
	f. 
	Custom ID 3 Value – 

	• 
	• 
	• 
	For municipalities, municipal service boards, post-secondary institutions or hospitals, enter the number of average hours per week that the property is operating for 

	• 
	• 
	For school boards, enter the number of portables that the school has 






	Figure
	Figure
	Figure
	Important: The ministry will not be able to report data correctly if you do not enter the correct custom ID information for your property. 
	Figure
	4. Click on the Save button to confirm your changes and proceed to the next step. 

	2.3 – Adding Property Notes 
	2.3 – Adding Property Notes 
	The following are the steps to add property notes to the property profile. This section is optional. 
	1. Once you have entered your Custom IDs 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 any additional information you would like to for this property. Then click on the Save Notes button just below the field to save your changes. 
	Figure

	2.4 – Adding Energy Meters and Energy Consumption Data 
	2.4 – Adding Energy Meters and Energy Consumption Data 
	The following are the steps to add an energy meter to the property profile. 
	1. 
	1. 
	1. 
	Continuing from the previous section, scroll to the top of the property profile page and click on the Energy tab. 

	2. 
	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. 

	3. 
	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. 

	4. 
	4. 
	Click on the Get Started! button and proceed to the next step. 

	5. 
	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. 

	6. 
	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
	3 


	7. 
	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 

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

	9. 
	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. 


	Figure
	Figure
	Figure
	Figure
	(cubic meters). 
	enter usage data with dates later than the date the meter became active. 
	Figure
	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. 
	Figure
	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. 
	Figure
	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. 
	Example: You need to report your energy consumption from January 1, 2018 to December 31, 2018 and your billing cycle ends on the 20of every month. 
	th 

	• 
	• 
	• 
	The first reporting time period you enter will have a Start Date of December 21, 2017 and an End Date of January 20, 2018. 

	• 
	• 
	The second reporting time period will have a Start Date of January 21, 2018 and an End Date of February 20, 2018. 

	• 
	• 
	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). 


	Note: Billing cycles cannot overlap. This will result in an error. 
	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. 
	Figure
	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, ‘0’ must be entered. 
	Figure
	Note: You can also enter your cost information in the Total Cost information 
	field, but the BPS regulation does not require it. 
	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. 
	Figure
	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. 
	Figure

	2.5 – Adding Volumetric Flow Rate of Water and Wastewater 
	2.5 – Adding Volumetric Flow Rate of Water and Wastewater 
	The following are the steps to add volumetric flow rate information for properties related to the treatment of water or sewage that are operated by a municipal service board and/or a municipality. 
	1. 
	1. 
	1. 
	If the operation is related to the treatment of water or sewage and is operated by a municipal service board and/or a municipality, the regulation requires additional information identifying the volumetric flow rate of water/sewage treated. The volumetric flow rate can be reported in millions of gallons per day or cubic meters per day. This information can be updated/edited in Portfolio Manager under the Plant Flow Rate Meters in the Details tab. 

	2. 
	2. 
	Continuing from the previous section, scroll to the top of the property profile page and click on the Details tab. 

	3. 
	3. 
	Scroll to the lower part of the page and locate the Plant Flow Rate Meters section. Click on the Add a Meter button. 

	4. 
	4. 
	The screen will reload to show the Plant Flow Meters page. Enter 1 unless you want to report multiple meters, in which case report the number of plant flow meters you would like to report. 

	5. 
	5. 
	Click on the Get Started! button and proceed to the next step. 

	6. 
	6. 
	The page will reload to show the building use that this plant flow rate meter applies to. Select building use and click on the Get Started button again. 


	Figure
	Figure
	Figure
	Figure
	Figure
	7. 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. 
	Figure
	8. 
	8. 
	8. 
	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. 

	9. 
	9. 
	If you have specified more than one plant flow meter for the property, repeat steps 5 through 7 for each meter. 


	Figure
	10.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. 
	Figure
	11.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. 
	Figure
	12.Under the Start Date column, click on the calendar icon to select the start date for the first reporting time period for the meter. 
	Figure
	Note: If you are unable to obtain flow rate data that begins on January 1 and ends on December 31, you can enter data that includes flow rate outside of the reporting year. Portfolio Manager will then prorate the data. 
	Example: You need to report your plant flow rate data from January 1, 2018 to 
	December 31, 2018 and your billing cycle ends on the 20of every month. 
	th 

	• 
	• 
	• 
	The first reporting time period you enter will have a Start Date of December 21, 2017 and an End Date of January 20, 2018. 

	• 
	• 
	The second reporting time period will have a Start Date of January 21, 2018 and an End Date of February 20, 2018. 

	• 
	• 
	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). 


	Note: Billing cycles cannot overlap. This will result in an error. 
	13.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. 
	Figure
	14.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’. 
	Figure
	Note: You can also enter your cost information in the Total Cost information 
	field, but the BPS regulation does not require it. 
	15.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. 
	Figure
	16.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 plant flow rate. 
	17.When you have entered all of the consumption data for all of the meters, click on the Save Bills button to save this entry. 

	2.6 – Checking for Possible Errors 
	2.6 – Checking for Possible Errors 
	Important: The Data Quality Checker is NOT a substitute for data verification because it does not identify all issues. 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. 
	Figure

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

	2. 
	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. 

	3. 
	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. 

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

	5. 
	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. 


	Figure
	Figure
	Figure
	Figure
	Figure
	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. 
	Figure

	2.7 – Adding Another Property 
	2.7 – 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. 
	1. 
	1. 
	At the top of the page, click on the MyPortfolio tab to view all of your properties. 

	2. 
	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. 
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	2.8 – Submitting Your Report 
	2.8 – Submitting Your Report 
	During the submission process, you will receive a link to submit information for your buildings. Once you have added all your properties and their energy use information to Portfolio Manager, you can submit your report. 
	The following are the steps to complete the submission process. 
	1. Click on the Portfolio Manager BPS submission link provided here: 
	c4-0f4a-4891-ba13-32f23c00f538 
	c4-0f4a-4891-ba13-32f23c00f538 
	https://portfoliomanager.energystar.gov/pm/reports/dataRequest/accept/0a4e12 


	Or, you can copy the link above and paste it into the address bar of your web browser. 
	2. 
	2. 
	2. 
	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. 

	3. 
	3. 
	3. 
	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 and cannot be changed). From the Properties drop-down list, select one of the following options: 

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

	b. 
	b. 
	Multiple Properties – You will be prompted to select a group of properties from your portfolio for the submission. 

	c. 
	c. 
	All Properties – This option will include all properties from your portfolio for the submission. 
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	4. Click Generate Response Preview. 
	Figure
	The Reporting tab will open with a status box explaining that your report is being generated. 
	Figure
	5. 
	5. 
	5. 
	Scroll down the page and locate the Templates & Reports section. The Status field will indicate the “Response Preview Generated” message once the preview is generated. 

	6. 
	6. 
	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. 

	7. 
	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. 

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

	9. 
	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. 
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	Important: In some cases, you may want to add or update 
	Important: In some cases, you may want to add or update 
	Figure

	information after you have already sent your submission to the Ministry of Energy (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. 
	Figure
	10.Once 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 email 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. 
	Figure
	11.Under the “2” section, select the Excel option as the email attachment format. 
	Figure
	12.In section “3”, select the checkbox to confirm the release of your data to the Ministry of Energy. Enter your Username and Password and then click on the E-Sign Response button to give your consent. 
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	13.If 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. 
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	The page will reload to show a message confirming that your submission was completed successfully. 
	You will receive a confirmation email from the ministry with a receipt and copy of the data that you submitted. 
	You will also receive an email confirmation shortly afterwards from Portfolio Manager. 
	Figure
	To know that you have successfully completed reporting, you must receive two emails: 
	1) Confirmation email from the Ministry of Energy 
	2) Confirmation email from Portfolio Manager 
	Congratulations, you have completed your requirement to report for the year. 



	Definitions 
	Definitions 
	Energy Star Score – The Energy Star Score helps building owners understand their energy consumption and how they are performing by comparing their usage to similar buildings nationwide. A score of 75 or higher indicates that your building is a top performer and your building may be eligible for Energy Star Certification. The website provides more details on how Energy Star Scores are calculated. 
	Energy Star 

	Energy Use Intensity (EUI) – EUI describes a building’s energy use as a function of its size or other characteristics. For property types in Portfolio Manager, EUI is expressed as energy per square foot per year. It’s calculated by dividing the total energy consumed by the building in one year (measured in kBtu or GJ) by the total gross floor area of the building (measured in ftor m). 
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	BPS Energy Reporting – Acronym for the Broader Public Sector Energy Reporting initiative for the Ministry of Energy. The BPS energy reporting initiative collects annual energy consumption information from public agencies in Ontario. 
	BPS Reporting Period – BPS Reporting Period refers to the yearly reporting period from January 1to July 1. During the reporting period, public agencies are required to submit their annual energy consumption information through Portfolio Manager. 
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	Portfolio Manager – Portfolio Manager is a third-party application by Energy Star. It is the data entry and collection application for public agencies to report their annual energy consumption information. 





