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Log in to Portfolio
Manager, navigate to
Reporting tab and click
“Create a New Template”
button

1 Staternent of Energy Performance (SEP!

e Staternent of Energy Design Intent
& (SEDI

1 Data Verification Checklist

% Progress & Goals Report

1 EMERGY STAR Score Card

Veather Normalized Site EUI
How much energy would be reported on my bills, under average weather conditions?

Templates & Reports (18)
e

\—;‘
@ Your new report(s) has been generated

+# Hame + Status * Action

w— =
W | Current Year E‘}b Generated: 7/23/2015 4:14 PM | weant ta... d
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Create a Report Template

Report templates provide you with an easy way to regularly access infarmation and metrics. You can regularly prepare reports or graphs using Excel. You can also
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that you create with other people who may have
similar needs with their properties.

o Name Your Template B Ti
€ Enter Name @

*

Name: |Elaseline Year

As you create and save your templates,
they will appear in the Templates &
Reports section ofthe Reparting tab.

Please provide & unigue name for this template

e Select Timeframe Kee.pmg the names unigue will make it
easier foryou to find and use your
Timeframe: * | Current Year - templates.
Each property Current Year ica to be calculated. | o" | . V24
displayed in your =] Se e Ct B a S e I n e Ye a r
Single Year

Corpare Twd Years 1
o Select Propel Compare Baseline Year TI m e fra m e

ning to use your report

Compare Current Year e woreguest information from
. Current Year vs. Baseline Year
Properties: * [ Dats Rancs ZI qtherpeople, yqu anly n.eed o sglectthe
g timeframe and informationfimetrics.

Whern the people respond to your
o Select Information & Metrics request, they will selectthe properties to

include.
Information & Metrics: = B EENGUHGENGHEN UGN Selected terns: 4
Save Template [
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Create a Report Template

Report templates provide you with an easy way to regularly access information and metrics. You can regularly prepare reports or graphs using Excel. You can also
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that you create with other people who may have
similar needs with their properties.

o Name Your Template J‘J Tip

Name: * |Elase|ine Wear

Asvyou create and save your termplates,
Pleasze provide & unique name for this template they will appear in the Templates &
Reparts section of the Reporting tah.
Keeping the names unigque will make it
easier for yau to find and use yaur

Timeframe: * | Baseline Year j terplates.

0 Each property must have 12 full months of data for metrics to be calculsted. If metrics cannaot be calculated, "MAA" will be
|| Tip

displayed in your report. Pick the last day of the 12 morth period that you want.
e Select Properlies Ifyou are planning to use your report
template to request information fram
other people, you only need to selectthe
timeframe and infarmation/metrics.
When the people respand to your

h Select ”MUItipIe request, they will selectthe properties to
include.
seecte. Properties”

Save Template [&ne
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e Select Timeframe

Properties: = | Select Number of Property(ies) - =
- Select Mumber of Property(ies] -
One Propert

Select InformBiELTdEN TS
All Properties

Information &.repertiesinaGroup
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Create a Report Template

Report templates provide you with an easy way to regularly access information and metrics. You can reqularly prepare reports or graphs using Excel. You can also
use your custom report template to collect data from other Portfolio Manager users. You can even share ternplates that you create with other people who may have
similar needs with their properties.

o Name Your Template G Tip

=

Name: |Eiase|ine Year

Ag you create and save your templates,
they will appear in the Templates &
Reports section of the Reparing tahb.

e Select Timeframe Kee.pmg the narmes unigue will make it
easier foryou to find and use your

Pleaze provide a unigue name for this template

Timeframe: = | Baseline Year ;I templates.
Each property must have 12 full morths of data for metrics to be calculated. If metrics cannot be calculated, "NAS" will be
displayed in your report. Pick the last day of the 12 month period that wou want. . Ti
id ip
e Select Properties Ifyau are planning to use your report

template to request infarmation fram

other people, you only need to select the

tlected Items: O tirmeframe and information/metrics.
WWhen the people respond ta yaur
request, they will select the properies to

o Select Information & Metrics include.

Information & Metrics: = BRI GELGLELGENEN  Selected tems: 4
Save Template [
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Select Propenie

Check box to
Select all filtered properties

Part of
Larger
Property

-
e

Primary Function #

State/Province

-
-

Algonguin YWastewater
Treatrnent Facility

Mot

Applicable:

Single
Building

Wasteweater Treatrent
Plant

Allstate Arena

Mot

Applicable:

Single
Building

Perfarming Arts

Alpha Park Public Library

Mot

Applicable:

Single
Building

Library

Arthur Sewage Plant

Mot

Applicable:

Single
Building

Wasteweater Treatrment
Plant

Canaryville Public Library

Mot

Applicable:

Single
Building

Library

Carol Stream WWater
Beclamation Plant

Mot

Applicable:

Single

| Building

Wastewater Treatment
Flant

Central Athletic Center -
Wheaton Park District

Mot

Applicable:

Single
Building

Fithess Center/Health
ClubiGym

r Creve Coeur Waste
| Water Treatrment Plant

Selected Properties: 0 (Wiew Selection)

Mot

Applicable:

Single

P Tal Foaee

Wasteweater Treatrent
Plant

Filter Properties (2161)

Filter by Group (Creste Mew Groug)

[~ Atizona (67)
I Harvwaii (224)
™ lincis (36)

™ lowa (1184)

Filter by Primary Function

[ Adutt Education (1)
[T Callegeiiniversity (45)
[T Courthause (473

[ Data Center (2

Filter by Construction Status

| T Existing (2161)

Filter by State/Province

T Avizona (673
[ Hawaii (2241
¥ lingis (36)

[T lowa (1184)

Filter by Shared from

[T B3 Benchmarking (1154)
[~ Barbara Meyer (B5)
[T Darnigl Hagan (243

[~ David 5t. Jean (B3)

Apply Selection

- properties to

Using filters, choose

include in report
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Create a Report Template

Report templates provide you with an easy way to regularly access infarmation and metrics. You can regularly prepare reports or graphs using Excel. You can also
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that you create with other people who may have
sirnilar needs with their properties.

o Name Your Template JJ Tip

Name: * |Base|ine ear

Asyou create and save your ternplates,
they will appear in the Templates &
Reparts section ofthe Reporing tah.

Pleasze provide a unigue name for this template

o Select Timeframe Kee.plng the names unique will make it
easier foryou to find and use your
Timeframe: * | Baseling Year j templates.

Each propetty must have 12 full morths of data for metrics to be calculsted. If metrics cannat be calculatedd, "NEA" will be
digplayved in your report. Pick the last day of the 12 month period that you wart.

‘Q Tip

o Select Properties Ifyou are planning to use your repart
template to request information from
other people, you only need to selectthe

Properties: * | Wultiple Properties j Selected ltems: 36 timeframe and informationimetrics.

When the people respond to your
request, they will select the properties to

o Select Information & Metrics include.

LA ek { Select Information & Metrics elected lterns: 4
e —
Save Template &R
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Property Mame

Farent Property Name

Portfolio Manager Property 1D

FPaortfolio Manager Parent Property 1D

Primary Property Type - Self Selected

Frimary Property Type - ERPA Calculated

Year Built

State/Province

Murmber of Buildings

Property Floor Area (Building(s)) ()

Mational Median Reference Property Type

Energy Baseline Date

Energy Current Date

Mational Median Source EUI (kKBtUAtE)

Mational Median WaterdWastewater Source EUI (kBtu/gpd)
source Energy Use (kBu)

Weather Mormalized Source EUI (KBLUAE)

ENERGY STAR Score

Difference from Mational Median WateriWastewater source ELI
Cifference from kational Median Source ELI

Alert - Data Center does not have an T Meter

Alert - Gross Floor Area s 0 ft2

Alert - Individual monthly meter entry is mare than 65 days long
Alert - Meter has overlaps

Alert - Meter has gaps

Alert - Meter has less than 12 full calendar months of data
Alert - Mo meters are associated with this property

Alert - Property has no Uses

WaterAWastewater Source EUI (kBtu/gpd)

Select these
L reporting items
for the template
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Create a Report Template

Report templates provide you with an easy way to regularly access information and metrics. You can regularly prepare reports or graphs using Excel. You can also
use your custom report template to collect data from other Portfolio Manager users. You can even share templates that you create with other people who may have
similar needs with their properties.

o Name Your Template G Tip

*

Name: |Elase|ine fear

As ol create and save your templates,
they will appear in the Templates &
Reports section ofthe Reporting tah.

o Select Timeframe keeping the names unigue will make it
easier for you to find and use your

Please provide a unigue name far this template

Timeframe: * | Baseline Year ;I ternplates.
Each property must have 12 full months of dats for metrics to be caloulsted. f metrics cannot be calculated, "MEA" will be
dizplayed in your repart. Pick the last day of the 12 month period that you swant. . Ti
G P
o Select Properties Ifyau are planning tq use yogr repart

ternplate to reguest information from
other people, you only need to selectthe

Properties: * | Multiple Properties j GG QUGG AN Selected ltemns: 36 tirreframme and infarmationmetrics.

When the people respond ta your
request, they will selectthe properties to

o Select Information & Metrics include.

Information & Metrics: ™ BRCIEEAMGHGEHGLERIE (N Selected ltems: 29

Save Template [t
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"__ Staternent of Energy Performance (SEF)

ey Staternent of Energy Design Intent
= (SEDI

2 Data Verification Checklist
-

Progress & Goals Report
n__ ENERGY STAR Score Card

Generate a new
report using the
template you created

Weather Normalized Site EUL
How much energy would be reported on my bills, under average weather conditions?

Templates & Reports (18)

@ Your new report(s) has heen generated

+ Name + Status > Action
— =
W | Current Year @ Generated: 7/24/2015 5:05 PM ‘ | weant to.. j
™ | Data Request: SEP LBE report ternplate (Request from Chris
£ gl P p q =
F1+ | Stratton) No Response Preview Generated ‘ | want to... J
—_
E_T Data Request: test (Reguest from Jason Powers) Mo Response Preview Generated ‘ | want to... j
—
5_1' Data Reguest: mandatory items report (Request from Chris Stratton) Mo Response Preview Generated ‘ | want to... j
™ | Data Request: SEP LBE report template (Request from Jason —
£ ul P P q -
F12t | Powers) MNo Response Preview Generated ‘ | want to... J
| Baseline Yoar Generated: 7/132015 1:27 PM (et to... |
| want to
= Wiew Current Report
W | Daterange Generated: 7/10/2015 4:16 PM Downlnad Current Report in Excel
Download Current Report in XML
r Energy Performance Generated: 1017/2014 B:35 PM
Edit this Ternplate
[r— Share this Ternplate

Performance Highlights Generated: 10/17/2014 4:20 PM Request Data using this Template
Delete this Ternplate

) Genersted reparts will only be availabie: for 30 days. After that time you will nesd to generste 3 new report to obtain data with your template
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Once the report has
been generated,
download it as an
Excel file

Weather Normalized Site EUF
How much energy would be reported on my bills, under average weather conditions?

Templates & Reports (18)

“__ Staternent of Energy Performance (SEP)

e, Staternent of Energy Design Intent

el (SEDI

m__ Data “erification Checklist

B'__ Progress & Goals Report

m__ EMERGY STAR Score Card

Create a New Template

Eb Your new report(s) has been generated

Name %

Baseline Year

Current Year

Data Request: SEP LBE report template (Request from Chris
Strattan)

Data Request: test (Request from Jason Powers)

Data Request: mandatory items report (Request from Chris Strattaon)

Data Request: SEP LBE report template (Request from Jason
Powers)

Diate range

I R R T T O

Eneryy Performance

Performance Highlights

Status <

@) Generated: 7/24/2015 6:19 PM
@ Generated: 7/24/2015 5:05 PM
Mo Response Preview Generated
Mo Response Preview Generated
Mo Response Preview Generated
Mo Response Preview Generated
Generated: 771072015 416 PM
Generated: 10/17/2014 6:35 P

Generated: 10/17/2014 4:20 P

{‘ Generated reports will only be available for 30 days. Atter that time you will need to generate & newy repart to obtain data with your template.

Action

Iwant to...

| weant ta..
Wiewr Current Repart

D ( 1t in

Download Current Report in XML
Generate New Report

Edit this Template

Share this Template

Request Data using this Template
Delete this Ternplate

[ want to... [ k=
[ want to... |
[ want to... -
[ want to... |
[ want to... |

=
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1 Date Generateds 0F/ 24,2005 O6: 1% P EDT o |iate e ated: U7 L0/AILS UF:E2 P EDT
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proviso math 12/31/2001 |K-12 1391 |mingis 5 [354385 |praviso math l 1 226
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» sune choose the “Baseline | e
Open downloaded L ” ; :
. _ ; e Year” tab, select all and | ! |
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paste content Trom
arthur & Hhnois 1% (3670722 ANt Aviilatile
t, select all and
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E tasalle Wistewaer |
illingis 3672915 Jlmm!s
Treatment Blant Nt Avallabile 1394 Hinois 17 |peT3s03 |ty e hiot Availible 1584 iilingis
fepalr Services fepair Services E: Fark District of Repalr Services
vehide, Shoe, hice, Shoe, 1364 o 15 [3RTa%61 Framkfin Park Service (vizhicle, Sho, _]l!;_s_o s 2 b
Nl niniem Centra 8
rac Bageling Sat PAultif sniily Housing Mot Available (k] 1Hinais 19 |36T37TR Condo il i Housing Mot Avsilable Lﬂ_ﬂﬂi Hlinais 1jMot Available
Mckdillian Pavilion - et ar) Puition - !
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i Graphs and tables in all tabs should then update =
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