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CONNECTING TO OUR ENERGY BENCHMARKING SERVICE

Our Energy Benchmarking service gives you access to a direct feed of whole-building energy usage data from our
metered data repository right to your ENERGY STAR® Portfolio Manager® account. If you haven't already, set up a
Portfolio Manager account following Steps 1 through 3. If you're already set up in Portfolio Manager, skip down to Step 4.
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CREATE AN ACCOUNT IN PORTFOLIO MANAGER

Portfolio Manager website: https://portfoliomanager.energystar.gov/pm/

CREATE A PROPERTY IN PORTFOLIO MANAGER

1. Click Add a Property.

MyPortfolio Sharing Planning

Properties (6)

oo <

2. Enter general property characteristics.
3. Click on Get Started!

Get Started!

4. Enter property information.
5. Click Continue.

Continue

6. Enter values or leave blank for now (optional).
7. Click on Add Property.

Add Property



https://portfoliomanager.energystar.gov/pm/

Sl S48 CREATE METERS IN PORTFOLIO MANAGER

Once you have created your property in Portfolio Manager®, you have the ability to create a meter(s) for:

1. The entire building as an aggregate whole,
2.Each individual tenant in your building, or

3.Any combination in between.

Xcel Energy’s Energy Benchmarking service will accommodate any of these options, but if you are looking
to benchmark total building usage, we encourage you to utilize option 1. This will allow you the greatest
opportunity to bypass the requirement to obtain individual customer consent forms.

1. Click on the Energy tab. Once you are in this tab

’—0

Y

Energy

Summary, Details Water Waste & Materials Goals Design

Meter Summary Energy Use by Calendar Month

2 Energy Meters Total

2-Used to Compute Metrics

Add A Meter

Current Energy Date

Not Available
Enter Your Bills

S0k
Sep'1s Jan'lS May'lS Sep'lS lan'l6 May'ls Sepl6 Jan'17 May'17 Sep17

-+ Electric-Grid
"} Four Ways to Enter
Bill Data

1. Manually

2. Use our simple spreadsheet (one
meter)to upload or Copy/Paste

3. Use our complex spreadsheet
(mutiple meters + mutiple
properties)

4. Find an organization to
electronically enter your data into
Portfolio Manager

(&) Export Data by Calendar Month

Meters - Used to Compute Metrics (2) Add A Meter [IBS
Change Meter Selections

View as a Diagram

2. Select all energy sources for your property. &——

Sources of Your Property's Energy

What kind of energy do you want to track? Please select all that apply.

w

[¥] Electric
[¥] purchased from the grid

How Many Meters? |1

generated onsite with my own solar panels

E
[C] generated onsite with my own wind turbines
[ Natural Gas

How Many Meters? |1

In setting up your meters, use the following table to

help guide the number of meters to input for each fuel:

Suggested number of meters
in Portfolio Manager

One for each fuel type served by Xcel Energy

! (ie. One electric and one gas, if applicable)
2 One for each tenant
3 One for each sub-unit of your building that you

would like to analyze

3. Click on Get Started!

Get Started!

select Add A Meter.
———e

Note that Xcel Energy only supports the transfer of
electricity purchased from the grid and natural gas at
this time.

Gas transportation customers

If you receive your natural gas from a third-party
provider, we are not currently able to transfer this
data to Portfolio Manager for you. Please work
directly with your third-party provider in order to
access this information.

District steam and chilled water customers

If you receive district steam and chilled water, we
are not currently able to transfer this data to Portfolio
Manager for you. Please work directly with your
district steam and chilled water provider to access
this information.

*for Xcel Energy district steam and chilled water
customers, configure your meters in Portfolio
Manager as follows:

District service meter type units
Steam district steam kLbs. (thousand pounds)

Chilled water district chilled water from an electric-
driven chiller ton hours

Onsite solar or wind generation customers

For customers with a solar photovoltaic (PV) system
or wind turbine, Xcel Energy currently is not able to
transfer the electricity generation data to Portfolio
Manager for you. Please refer to your Xcel Energy
billing statements to access this information. Note
that Xcel Energy will transfer the gross electricity
provided to the site from the grid under the electric
grid meter in Portfolio Manager. You will need to
create an additional electric solar meter or electric
wind meter for the onsite generation system and
enter the production data for that system with that
meter. More information can be found at https://
www.energystar.gov/buildings/tools-and-resources/
portfolio-manager-technical-reference-green-power

«—




4. Enter fields for meters.

NOTE: To set up meters, you need to enter units and the date when the meter became active.
Enter values in these fields by clicking in the black space under that field heading.

Xcel Energy will provide natural gas consumption data in “therms” and electric data
in “kWh.” It is very important that you use these measurement units when setting
up your meters in Portfolio Manager.

2 Energy Meters for Ren Box Test (click table to edit)

Other Date Meter Date Meter Enter as
(LS Astarhiams Typs Type Uit became Active inRaas became Inactive  Delivery?
Tl Natural Gas Natural Gas therms 1112013 =
. Kwh (thousand -
Electric Grid Meter Electric - Grid Walt-hours) 17172013 =

If you have multiple meters of the same type, use the Meter Name Field to help
Xcel Energy understand how to assign your tenants to each meter (i.e. “first floor retail
or “common areas”).

"

B. Click on Create Meters.

Create Meters

6. Skip usage entries, and click on Continue.

Continue

7. Select These meter(s) account for the total energy consumption for this property.
®

Electric Grid Meter

Natural Gas

Total of 3 energy meter(s). Tell us what these meter(s) measure’

> i@} These meter(s) account for the total energy consumption for this property.

8. Click on Apply Selections.

Apply Selections

Congratulations, you've successfully set up your property and meters in
Portfolio Manager. Now you're ready to connect to our benchmarking service.

Back to contents



CONNECTING TO OUR ENERGY BENCHMARKING SERVICE

STEP 4 SET UP AN ACCOUNT IN THE XCEL ENERGY
BENCHMARKING PORTAL

Xcel Energy Benchmarking portal: https://xcelenergy.force.com/benchmarking

1. Click on Sign Up.@———

@ Xcel Energy*

UUUUUUU

Xcel Energy employee? Log In

2. Enter your information. Make sure to use the same email as the one you used in Portfolio Manager®.

Let's get started

About you

First Name
Last Name
Your Role |Facility Owner [=]
Email
Choose wiselyl This email address will be your account connection key with us in ENERGY STAR Pertfolio Manager &

About your company

Company Name

Phone

Physical and Mailing Address

City

state AL

Zip/Code

Country [United States =]
| Submit |

Once you have clicked Submit, you will receive an email from noreply@benchmarking.com indicating
you need to log in and change your password.

3. Click on the e-mail link you received from Xcel Energy and log in to the portal.

Back to contents



https://xcelenergy.force.com/benchmarking

313:2:3 BACK IN PORTFOLIO MANAGER, CONNECT YOUR ACCOUNT
WITH XCEL ENERGY

1. In Portfolio Manager, click on Contacts.

Welcome dq82285: Account Settings | Contacis | Help | Sign Out

2. Click on Add Contact.

SN Add Contact m

3. Under contact username, type: XCELENERGYWEBSERVICES and click on Search.

Find Contact in Portfolio Manager

Search using any of the criteria below

Name:

Organization:

Userame: | xceLENERGYWEBSERVICES

.

[ searcn [0

4. \When the contact shows up, click on Connect.

@ Xcel Energy
Web Services Account with Xcel Energy

Xcel Energy Portal Usemame’ [neyuser@gmail.com |

. i - i Xcel Energy Portal Username; 1 - 100 Characters
5. Type in your log-in email you set up for the |—>
Xcel Energy Benchmarking portal. Terms of Use: ' =
. By connecting with Xcel Energy, you agree to:

(You must use the same email address used T e —

to create your account in Step 4, on page 6 T e RN 2 SRS Y PO el ST

of ‘th|s user gu|de) Then agree ‘to Terms of Use 2) 1ake appropriate adminisirative, technical, and physical safeguards 1o =
. protect the whole building data from any unau!ncnzgd use or uisclnsu!e to

by checking the box. ¢ DN A

3) only use the whole building energy use data for the purposes of building
benchmarking, identifying energy efficiency projects, energy management,
and complying with laws or ordinances;

4) not attempt to determine an individual utility customer's energy use from
the whole building energy use data and not to use the information to
contact the subject of the information;

5) not use the whole building energy use data for a secondary commercial .

Agreement w [ lagreetomy providers (Xcel Energy) Terms of
Use

6. Click on Send Connection Request.

Send Connection Request

7. Xcel Energy will notify you via email when your account connection request has been received and
connected. Allow 30 minutes.

8. When the email arrives, log back in to your Portfolio Manager account.

Back to contents



C11 S48 SHARE YOUR PROPERTY AND METERS WITH XCEL ENERGY

1. Click on the Sharing tab.

‘ MyPortfolio Sharing Plar*

¥

2. Click on Share (or Edit Access to) a Property.

= Share%fropemes Select Properties
We'll get into the details of the level of access fater. For now, which properties do you
want to share and/or edit access to?
a Property

[ S 7
Download Sharing Report - Select Number of Pro b4

Y

Select People (Accounts)

. Which people (accounts) do you want to share these properties with (or modify their
3. Select the properties that you would current access to)? The access for each can be different and you'll be able to specify that

. the next
like to share. e b e

Select contacts from my contacts book

Xcel Energy (XCELENERGYWEBSERVICES!

4. Select people: Indicate Xcel Energy. o« |

5. Choose permissions —
Select the button
Personalized Sharing and Exchange Data.

® To select multiple contacts, hold down your Control (CTRL) key and click on each selection. Only your
connected contacts sppear in this list.

6. Click on Continue. Ehoose Pamiasions

o S If you only need to choose one permission (because you are doing a single share or you
L

co ntin ue want to give the same permissions for all of your shares), select "Bulk Sharing.” If you
need 1o assign different permissions or share with Data Exchange providers, select the
2nd option
“ (O Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permession (either
because | am doing a single share OR | want to choose the same permission for all of
my share requests)

7. Select Exchange Data. > ® P lized Sharing & Exchange Data ("Custom Orders”) - | need to give
different permissions for different share requests, and/or | need to give Exchange Data
permission

Continue =
Read Only
No Access Full Access C A Exch
Name (ID) '® Access C o
. e .
Test (6185684)
Xeed Enarqy O O

Back to contents



8.

10.

1.

12.

13.

Give full access to property information as well as all Xcel Energy delivered fuel meters**

If you do not share with full access, Xcel Energy will not be able to update your property.

Select the permission level below that you would like to grant Xcel Energy for each category
Item None Read Only Access Full Access
Property Information ® ® @

All Meter Information

Electric Grid Meter ® ®
Natural Gas . ® ® @
Goals, Improvements, & Checklists | © (5] @
Recognition ® ®

Make a selection regarding “Share forward.”

(This gives Xcel Energy permission to share the property with others). If you're
participating in an Xcel Energy program or plan to at some point in the future,
this may be beneficial, but is not required.

Click on Apply Selections and Authorize Exchange.

Apply Selections and Authorize Exchange

Scroll down, and click on Share Property(ies).

Share Property(ies)

Verify Sharing Requests have been sent.

Your sharing notifications will automatically appear in the Sharing Notifications section
of the Sharing Tab under your Portfolio Manager account.

Sharing Notifications (3) View All

'C" Ren Box Test - Sharing request sent to Xcel Energy =

m

<% | Natural Gas - Sharing request sent to Xcel Energy

Xcel Energy retrieves connection requests.

When Xcel Energy has retrieved the share requests, they will be automatically accepted
and an email will be sent to you. Allow 30 minutes. If your requests were declined for
any reason, go back to Step 6 and ensure that the appropriate permission levels have
been set for both the Property and Meters.

Back to contents



STEP 7

BACK IN PORTFOLIO MANAGER, CONNECT YOUR ACCOUNT
WITH XCEL ENERGY

We require that if anyone other than the building owner is requesting data on the building owner’s behalf,
that requester needs to obtain authorization from the building owner before proceeding. If you are the
building owner, this step will not require any action from you. If you are not, this authorization can be
completed using the customer energy usage data release forms found at the following link:
xcelenergy.com/DataConsent

Use the following instructions when completing the consent form:

1) Specify your (the third party’s) contact information, including identifying a contact person who the
customer may contact with questions related to the data release request.

2) Describe the purpose(s) of the proposed use of customer energy usage data. Be sure to include Energy
Benchmarking in your description of the purpose.

3) Provide the consent form to the customer of record and have the customer enter their account number,
service address and name in the customer section of the consent form, and sign and date the form.

4) Submit the completed release request consent form to Xcel Energy, by sending an email to
datarequest@xcelenergy.com and copying benchmarking@xcelenergy.com. Invalid or incomplete forms
will be returned, and their request for information release will not be honored.

XCEL ENERGY WILL COMPILE YOUR TENANT LIST

This may take up to five business days, depending on the complexity of the building. We will send you an
e-mail if we get stuck. No action is required of you at this stage.

TENANT TO METER MATCHING

We will make an initial attempt to match tenants to the meters you shared in Step 3. If we have any
questions, we'll reach out to you.

The system will analyze the configuration to see if individual customer consent forms are required. At this
point, you will receive an email from us indicating one of the following:

a.Individual tenant consent is required (Step 10)
b.Consumption data was successfully published to your Portfolio Manager account (Step 11)

If you need to adjust the tenant list for any reason, create a task for Xcel Energy within the
Benchmarking Portal.

a. Scroll down to open activities | open Activities New Task
and C||Ck on NeW TaSk No records to display

b. Fill out the form, click on Send.

We wiill contact you if we have any additional questions.



SISV WORK THROUGH CONSENT PROCESS

Note that if you chose option 1 when setting up your meters, this step may not apply to you. Depending
on the number of tenants in your building, you may require consent from individual tenants.

1. Receive notification from Xcel Energy telling you that consent forms are required from one or
more tenants.

1. Click on the link embedded in the notification email to download a copy of
the customer consent form.

2.Complete the consent form with the required tenants according to the directions in Step 7.

3.Email consent form to benchmarking@xcelenergy.com

2. Xcel Energy will validate the consent form and notify you if more information is needed.

SIS INITIAL UPLOAD

1. Property status should be set to “Ready for Processing.”

Xcel Energy will begin processing your property. If additional questions arise, we will contact you.
But if not, you should see 36 months of energy data populated to your meters in Portfolio Manager
within two business days.

2. Data is automatically uploaded into Portfolio Manager.

Display Year(s): [ Show All Years x
Start Date End Date ““’;h’fm“m o Wtk hours) Cost ($) Estimation 0°°" | Last Updated
S MR02 713112012 585,882.83 a m gﬁggw
SR 8312012 . 90043241 - - gt
M 9012 81302012 833,855.09 uf i | el
“ | 102012 103172012 131761365 ] R
11z 11/30/2012 1,377, 22237 al ] ;ff’féﬂlfg :
712012 12312012 1661,248.03 ] ] Ef}%ﬂ;fg

11 ONGOING PROCESSING

After a month has passed, ongoing processing will display new or updated usage totals.

Back to contents
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