
 

 

 
 

 

 

 

 
 

 
 

 
 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

  

  

  

 
 

 
 

 
 

ENERGY STAR® Portfolio Manager Data Collection Worksheet 

This worksheet was designed to help building owners and managers collect data to benchmark 
buildings using EPA’s ENERGY STAR Portfolio Manager. The information in this worksheet will be 
used to establish your building’s profile in Portfolio Manager, which is critical to calculate benchmarks 
of key metrics such as energy intensity and costs, water use, and carbon emissions. All building 
types can be entered into Portfolio Manager and receive energy and water benchmarks, as 
well as a comparison of performance against a national average for buildings of a similar type. 

Some buildings will also receive an ENERGY STAR score. The ENERGY STAR score is a benchmark that indicates how 
efficiently buildings use energy on a 1-100 scale. A score of 50 indicates that energy performance is average compared to 
similar buildings, while a score of 75 or better indicates top performance, and means your building may be eligible to earn 
the ENERGY STAR label. To receive an ENERGY STAR score, the gross floor area of the building must be comprised of 
more than 50% of one of the following space types: bank/financial institution, courthouse, data center, hospital (acute care 
and children's), hotel, house of worship, K-12 school, medical office, office, residence hall/dormitory, retail store, senior 
care facility, supermarket/grocery store, warehouse (refrigerated and unrefrigerated), and wastewater treatment plant. 

Use this worksheet to collect the data for all space types applicable to your facility. 

Required Data for ENERGY STAR Benchmarking 

 Portfolio Manager username and password. 

 The building street address, year built, and contact information. 

 The building gross floor area and key operating characteristics for each major space type. Use this worksheet to 


collect this information before logging in to Portfolio Manager. 
 12 consecutive months of utility bills for all fuel types used in the building.  If you don’t have this information 

readily available, contact your utility provider(s) as most will be able to easily supply this historical information.  

General Building Information 

Facility name _______________________________________________________________ Year built______________ 

Building address ___________________________________________________________________________________ 

City ____________________________________________________ State ____________ZIP ____________________ 

Space Use Attributes 

Before compiling the information noted in the boxes below, review the following important information: 

	 Specific definitions and instructions for each of the data fields listed in the boxes below can be viewed by 
navigating to Portfolio Manager Help, selecting “Space Type Definitions,” choosing the appropriate building type, 
and selecting “Space Use Information.”  

	 Some buildings may contain multiple space types within a single building (e.g. office, data center, and parking OR 
K-12 school and swimming pool). Complete the fields below for each applicable major space types within the 
building. 

	 For buildings with multiple tenants with the same space type, these spaces should be entered separately only 
when the number of weekly operating hours among tenants differs by more than 10 hours. For example, in a 
100,000 square foot (SF) office building where 75,000 SF operates 60 hours a week and 25,000 SF operates 80 
hours a week, please list as two separate spaces – one 75,000 SF space and one 25,000 SF space. As this is 
most common in office buildings, multiple office space fields are provided below to capture data for multiple 
tenants if necessary. 

	 Default values supplied by Portfolio Manager can be used for all space use characteristics with the exception of 
gross floor area. Using default values will result in an approximate energy performance score which can be a 
beneficial metric for estimating energy performance. If defaults are used for an initial score, it is recommended 
that actual data be added later to more accurately measure a facility’s energy performance. Facilities using 
default values are not eligible to apply for the ENERGY STAR label.  Leave any of the requested information 
below blank (except gross floor area) to use a default value for the field. 
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Bank/Financial Institution: Data Center: 

Required: Required: 

_______ Gross floor area (SF) _______ Gross floor area (SF) 


_______ Weekly operating hours 
 _______ IT Energy Configuration – Select one from:  


_______ # of workers on main shift
 1.Uninterruptible Power Supply (UPS) Meter 
supports only IT Equipment. (Preferred) _______ # of personal computers 

2.UPS Meter includes non-IT load of 10% or less. 
_______ Percent of floor area that is air conditioned   

3.UPS Meter includes non-IT load greater than (>=50%, <50%, or none) 
10%. Non-IT load is sub-metered. 


_______ Percent of floor area that is heated       
 4.UPS Meter includes non-IT load greater than 
(>=50%, <50%, or none)   10%. Non-IT load is not sub-metered. 


Courthouse: 
 5.Facility has no UPS Meter. 

6. IT Energy is not current metered at this facility – 
Apply Estimates. 

Required: 

_______ Gross floor area (SF)
 

_______ Weekly operating hours 
 _______ IT Energy Data – 12 months of measured energy 
consumption data is required from either the UPS or _______ # of workers on main shift 
PDU Meter, depending on IT Energy Configuration
 

_______ # of personal computers 

Meter Type (select 1): UPS Output or PDU Input 


_______ Percent of floor area that is air conditioned 
Energy(>=50%, <50%, or none) 

Month Start Date End Date Consumption
 
_______ Percent of floor area that is heated       
 (kWh) 

(>=50%, <50%, or none) 
1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

Optional: 

_______ UPS System Redundancy (N, N+1, N+2, 2N, 
greater than 2N, none of the above) 

_______ Cooling System Redundancy (N, N+1, N+2, 2N, 
greater than 2N, none of the above) 
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Hospital (General Medical and Surgical): House of Worship: 

Required: Required: 

_______ Gross floor area (>20,000 SF) _______ Gross floor area (SF) 

_______ # of staffed beds _______ Maximum seating capacity 

_______ # of MRI machines _______ Weekdays of operation 

_______  # FTE workers _______ Hours of operation per week 

Optional: _______ # of personal computers 

_______ Laboratory on-site – yes or no _______ Presence of cooking facilities - yes or no 

_______ Laundry facilities on site – yes or no _______ # of commercial refrigeration/freezer units 

_______ Number of Buildings 

_______ Maximum # of floors 

_______ Tertiary care facility – yes or no 

_______ Ownership Status (drop down of options) 

Hotel: 

Required: 

_______ Gross floor area (SF) 

_______ # of rooms 

_______ # of workers on main shift 

_______ # of commercial refrigeration/freezer units 

_______ On-site cooking – yes or no 

_______ Percent of floor area that is cooled in 10% 
increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is heated in 10% 
increments (10%, 20%, 30%, etc.) 

Optional: 

_______ Hours per day the guests are on-site 

_______ Number of guest meals served 

_______ Square footage of full-service spas 

_______ Square footage of gym/fitness center 

_______ Laundry processed at site (drop down of 
options) 

_______ Annual quantity of laundry processed on-site 

_______ Average Occupancy (%) 

K-12 School: 

Required: 

_______ Gross floor area (SF) 

_______ # of personal computers 

_______ # of walk-in refrigeration/freezer units 

_______ High school - yes or no 

_______ Open weekends – yes or no 

_______ On-site cooking – yes or no 

_______ Percent of floor area that is cooled in 10% 
increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is heated in 10% 
increments (10%, 20%, 30%, etc.) 

Optional: 

_______ Months of use 

_______ School District 
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Medical Office: General Office 1: 

Required: Required: 

_______ Gross floor area (SF) _______ Gross floor area (SF) 

_______ # of workers on main shift _______ Weekly operating hours 

_______ Weekly operating hours _______ # of workers on main shift 

_______ Percent of floor area that is cooled in 10% _______ # of personal computers 
increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is air conditioned   
_______ Percent of floor area that is heated in 10% (>=50%, <50%, or none) 

increments (10%, 20%, 30%, etc.) 
_______ Percent of floor area that is heated       

(>=50%, <50%, or none) 

Multifamily Housing: General Office 2: 

Required: Required: 

_______ Gross floor area (SF) _______ Gross floor area (SF) 

Optional: _______ Weekly operating hours 

_______ Total number of units _______ # of workers on main shift 

_______ Total number of bedrooms _______ # of personal computers 

_______ Maximum number of floors in the tallest _______ Percent of floor area that is air conditioned (>=50%, 
building/tower <50%, or none) 

_______ Percent of square footage devoted to common _______ Percent of floor area that is heated       
area (>=50%, <50%, or none) 

_______ Number of laundry hookups in individual 
apartment units 

_______ Number of laundry hookups in common areas 

_______ Total number of dishwashers in all units 

_______ Percent of floor area that is cooled in 10%       
increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is heated in 10% 
increments (10%, 20%, 30%, etc.) 

_______ Primary hot water fuel type 

_______ Resident population type (No specific type, 
Dedicated Student, Dedicated Military, 
Dedicated Senior/Independent Living, Dedicated 
Special Accessibility Needs, Other Dedicated 
Housing) 

_______ Government subsidized housing (Yes or No) 
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Other: General Office 3: 

Required: Required: 

_______ Gross floor area (SF)
 
of gross building floor area in order for the 


_______ Gross floor area (SF) (must be less than 10% 

_______ Weekly operating hours 
building to be eligible for a rating) 


_______ # of workers on main shift
 
Optional: 

_______ # of personal computers 
_______ # of personal computers 

_______ Percent of floor area that is air conditioned   
_______ Weekly operating hours (>=50%, <50%, or none) 
_______ # workers on main shift _______ Percent of floor area that is heated       

(>=50%, <50%, or none) 

Parking: Retail Store: 

Required: Required: 

_______ Gross floor area (SF) _______ Gross floor area that is enclosed (SF) 

_______ Weekly operating hours 

(SF)
 

_______ Gross floor area that is not enclosed with a roof 

_______ # of workers on main shift 
_______ Gross floor area that is open (SF) _______ # of personal computers 
_______ Weekly hours of access _______ # of cash registers 

_______ # of walk-in refrigeration/freezer units 

_______ # of open & closed refrigeration/freezer cases 

_______ Percent of floor area that is cooled in 10% 
increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is heated in 10% 

increments (10%, 20%, 30%, etc.) 


_______ Exterior entrance to the public – yes or no
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Residence Hall/Dormitory: Senior Care Facility: 

Required: Required: 

_______ Gross floor area (SF) _______ Gross floor area (SF) 

_______ # of rooms _______ # of units 

_______ Percent of floor area that is cooled in 10% _______ Average Number of Residents 

increments (10%, 20%, 30%, etc.) 


_______ Total Resident Capacity 
_______ Percent of floor area that is heated in 10% 

_______ # of workers on the main shift increments (10%, 20%, 30%, etc.) 
_______ # of PCs owned by the community (does not include Optional: 

PCs owned by residents)  
_______ Computer lab on-site – yes or no 

_______ # of commercial refrigeration/freezer units 
_______ Dining Hall on-site– yes or no 

_______ # of commercial washing machines 

_______ # of residential washing machines 

_______ # of residential electronic lift systems 

_______ Percent of floor area that is cooled in 10% 
increments (10%, 20%, 30%, etc.) 


_______ Percent of floor area that is heated in 10% 

increments (10%, 20%, 30%, etc.) 


Supermarket/Grocery Stores: Swimming Pool: 

Required:  Required: 

_______ Gross floor area (SF) __________ Swimming pool size, choose from: 
Olympic (50 meters x 25 meters) _______ Weekly operating hours 
Recreational (20 yards x 15 yards) 

_______ Workers on main shift Short Course (25 yards x 20 yards) 
_______ On-site cooking – yes or no __________ Indoor or outdoor 
_______ # of walk-in refrigeration/freezer units Optional: 
_______ Percent of floor area that is cooled in 10% _______ Months of use 

increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is heated in 10% 
increments (10%, 20%, 30%, etc.) 

Optional: 

_______ # of open or closed refrigeration/freezer cases 

_______ # of registers and/or personal computers 
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Warehouse (refrigerated and unrefrigerated): 

Warehouse (Unrefrigerated): 

Required: 

_______ Gross floor area (SF) 

_______ Weekly operating hours 

_______ # of workers on main shift 

_______ # of walk-in refrigerators/freezer units 

_______ Percent of floor area that is cooled in 10%       
increments (10%, 20%, 30%, etc.) 

_______ Percent of floor area that is heated in 10% 
increments (10%, 20%, 30%, etc.) 

Optional: 

_______ Distribution Center – yes or no 

Warehouse (Refrigerated): 

_______ Gross floor area (SF) 

_______ Weekly operating hours 

_______ # of workers on main shift 

Wastewater Treatment Plant: 

Required: 

_______ Average influent flow (mgd) 

_______ Average influent biological oxygen demand (BOD5) 

_______ Average effluent biological oxygen demand (BOD5) 

_______ Plant design flow rate (mgd) 

_______ Presence of fixed film trickle filtration process –  yes 
or no 

_______ Presence of nutrient removal process – yes or no 

Water Treatment and Distribution Utility: 

Required: 

_______ Average flow (mgd) 
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PORTFOLIO MANAGER 
QUICK REFERENCE GUIDE 

STEP ACTIVITY ACTION 

Access Portfolio Manager. (step not shown) 

Visit www.energystar.gov/benchmark. 
Scroll down to the Login section on the right-hand side in the middle of the 
page. 

Access your account: (step not shown) 

s�#REATE�A�NEW�ACCOUNT� 
s�,OGIN�TO�AN�EXISTING�ACCOUNT� 

s�#LICK�REGISTER, and follow instructions. 
s�%NTER�USER�NAME�AND�PASSWORD��AND�CLICK�LOGIN. 

Review system updates and enter account. 
(step not shown) Click ACCESS MY PORTFOLIO, located below Welcome to Portfolio Manager. 

Add a new facility. (step not shown) Click ADD a Property, located in the upper right portion of the screen. 

Select property type and enter 
general facility information. 
(step not shown) 

Select the option that most closely resembles your facility and click 
CONTINUE. Enter general data and click SAVE. 
For more information on facility space types, see: WWW�ENERGYSTAR�GOV�INDEX� 
cfm?c=eligibility.bus_portfoliomanager_space_types. 

Enter space use data. 

From the Facility Summary page, shown above, go to the Space Use section, 
located half way down the page, and click ADD SPACE. 
s�%NTER�A�FACILITY�NAME��)N�THE�Select a Space Type menu, select the appropriate 

space type(s) for your building. If your space is not listed, select Other. 
Click CONTINUE. 
s�%NTER�BUILDING�CHARACTERISTICS��#LICK�SAVE. Information required for each space 

type is listed here: WWW�ENERGYSTAR�GOV�INDEX�CFM�C�ELIGIBILITY�BUS?
 portfoliomanager_space_types. 
s�2EPEAT�STEPS�ABOVE�TO�ADD�ALL�MAJOR�SPACES�IN�YOUR�FACILITY� 

Use bulk import service to minimize manual data entry of large sets of facility data 
(10 or more facilities or campuses are required). 
s�'O�BACK�TO�My Portfolio by clicking on the link in the upper left portion  

of the page. 
s�#LICK�IMPORT Facility Data Using Templates, located below Add a Property. 

Enter energy use data. 

From the Facility Summary page, go to the Energy Meters section, located below 
the Space Use section, and click ADD METER. 
�s�%NTER�METER�NAME��TYPE��AND�UNITS��#LICK�SAVE. 
�s�%NTER�NUMBER�OF�MONTHS�AND�START�DATE��#LICK�CONTINUE. 
�s�%NTER�ENERGY�USE�AND�COST�FOR�EACH�MONTH��#LICK�SAVE. 
�s�2EPEAT�FOR�ALL�ENERGY�METERS�AND�FUEL�TYPES� 
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Portfolio Manager is an interactive energy management 
tool that allows you to track and assess energy and water 
consumption across your entire portfolio of buildings in a 
secure online environment. Use this Quick Reference Guide 
to identify opportunities for energy efficiency improvements, 
track your progress over time, and verify results. 

IDENTIFY ENERGY EFFICIENCY PROJECTS 
Use Portfolio Manager to identify under-performing 
buildings to target for energy efficiency improvements and 
establish baselines for setting and measuring progress for 
energy efficiency improvement projects over time. 
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9a 

ACTIVITY ACTIONACTION 

Create custom groups. 

Organize facilities into groups (e.g., Fire Stations, Northwest Region). Groups are 
completely customizable, and each facility may belong to multiple groups. 
s�&ROM�THE�My Portfolio page, click CREATE GROUP, located directly to the right 
 of the Group drop-down menu. 
s�&OLLOW�INSTRUCTIONS�TO�SELECT�BUILDINGS�AND�NAME�YOUR�GROUP��� 
s�/NCE�THEY�HAVE�BEEN�SAVED��CUSTOM�GROUPS�WILL�BE�AVAILABLE�IN�THE�Group drop-
 down menu. 

View and interpret results. 

Option 1: Go to My Portfolio and view all buildings to compare performance 
metrics. 

/PTION�����%XPORT�DATA�TO�-ICROSOFT®�%XCEL�� 

s�/N�THE�My Portfolio page, select the view, from the View drop-down menu that 
� WILL�DISPLAY�THE�DATA�YOU�WISH�TO�EXPORT���4HE�My Portfolio page will update to 

display the selected view. (9a) 
s�3ELECT�THE�DOWNLOAD IN EXCEL link. A File Download dialog window will open. 
���&OLLOW�THE�STEPS�PROVIDED�BY�%XCEL����B	 
s�5SE�%XCEL�FUNCTIONALITY�TO�VIEW�BUILDING�ENERGY�PERFORMANCE�GRAPHICALLY���4HE� 
���EXAMPLE�BELOW�SHOWS�A�COMPARISON�OF�%NERGY�5SE�)NTENSITY�FOR�A�PORTFOLIO�OF�
   fire stations, identifying under-performing buildings to target for energy  

eficiency improvements. 

Fire Stations - EUI Comparison 
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TRACK PROGRESS OVER TIME 
Portfolio Manager comes pre-populated with nine 
standard summary views of facility data, which 
are displayed on the My Portfolio summary page. 
These standard views include: 

s�3UMMARY��%NERGY�5SE 
s�0ERFORMANCE��'REEN�(OUSE� 

Gas Emissions 
s�0ERFORMANCE��&INANCIAL 
s�0ERFORMANCE��7ATER�5SE 

Additionally, users can create and save custom 
downloadable views by choosing from more than 
70 different metrics. The default view set by the 
user will display automatically after logging into 
Portfolio Manager, and data from all views can be 
EXPORTED�TO�-ICROSOFT§�%XCEL� 
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CREATE A CUSTOM VIEW 

STEP ACTION 

From the My Portfolio page or the Facility Summary page, select the Create View link, located directly to the right of 
the View drop-down menu. 

%NTER�A�NAME�FOR�THE�VIEW��4O�SET�AS�THE�DEFAULT�VIEW��SELECT�THE�BOX�LABELED�Set this View as My Portfolio Default, 
located directly to the right of View Name. You may include up to 7 (seven) columns in each view. 

Choose each metric to be included in the view by selecting an order number from the Preferred Column Order drop-
down menu to the left of the Facility Data column. 

Click SAVE at the bottom of the page. You will be returned to the My Portfolio page, and your custom view will be 
available in the View drop-down menu. (step not shown) 
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VERIFY AND DOCUMENT RESULTS 
Use Portfolio Manager to quickly and accurately document 
reductions in energy use, greenhouse gas emissions, 
water use, and energy costs for an individual building or 
an entire portfolio. This valuable information can be used 
to provide a level of transparency and accountability to 
help demonstrate strategic use of funding. 

Generate a Statement of Energy Performance that 
includes valuable information about your building’s 
performance, including: 

s� .ORMALIZED�ENERGY�USE�INTENSITY� 
s� .ATIONAL�AVERAGE�COMPARISONS� 
s� 'REENHOUSE�GAS�EMISSIONS� 
s� %NERGY�PERFORMANCE�RATING��IF�AVAILABLE	 

In addition, you can also request an Energy Performance 
Report to see the change in performance over time 
for selected buildings or an entire portfolio. Available 
comparative metrics in this report include: 

s� .ORMALIZED�ENERGY�USE�INTENSITY� 
s� 4OTAL�ELECTRIC�USE� 
s� 4OTAL�NATURAL�GAS�USE� 
s� %NERGY�PERFORMANCE�RATING��IF�AVAILABLE	 
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GENERATE A STATEMENT OF ENERGY PERFORMANCE AND AN ENERGY PERFORMANCE REPORT 

STEP ACTION 

From your selected building’s Facility Summary page, click GENERATE A STATEMENT OF  
ENERGY PERFORMANCE. 

/N�THE�NEXT�PAGE��SELECT�A�PERIOD�ENDING�DATE��(step not shown) 

Click GENERATE REPORT, located in the bottom right corner of the screen. (step not shown) 

Save the Statement of Energy Performance, accompanying Data Checklist, and Facility Summary that include 
information on energy use intensity and greenhouse gas emissions. 

From the My Portfolio page, click REQUEST ENERGY PERFORMANCE REPORT, located under Work with 
Facilities, which shows reductions in key performance indicators over a user-specified time period.  Specify the 
type of report, the facilities to be included, and the requested report columns. The report will be e-mailed to a 
user-specified address within one business day. (step not shown) 
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Sharing Your Energy S tar Portfolio Manager Buiilding Profile with a Mast er Account 

Before yoou can do this step, you muust have: 

1.	 Created a Porttfolio Manageer Account 

2.	 Created your bbuilding profi le 

3.	 Be logged into Portfolio Maanager 

A.	 From the “My Porttfolio” Page, sselect “Share Facilities” in the upper rigght 

B.	 Next, it will ask youu to select a uuser or masteer account to share your bbuilding profil e with. 

1.	 Use the “Selecct a Portfolio Manager Masster Account”” drop down menu. Do NOOT use the “Enter 

a Portfolio Ma nger User Naame data entrry box. 

2.	 Frrom the dropp down menu,, select “Atlannta_BBC” 

3.	 Seelect the “Ad d and Modifyy” button in t he bottom rigght corner. 

1
 



 

 

 

 

 

 

 

 

 

   

 

   

   

   

 

 

   

     

 

 

 

       

 

C. Selectt Access Rightts for Atlanta _BBC Accounnt 

1. Under “Accesss Role”, selectt “Read Only”” 

2. Seelect the “Co ntinue” buttoon in the botttom right hannd corner. 
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D.	 Selectt Facility(ies) to share. 

1.	 Assuming you are sharing juust one facilitty for the pur rposes of the contest, sele ct the checkbbox 

next to that fa cility in the “SSelect Faciliti es to Share” ccolumn. Feel free to sharee more than oone 

faacility if desireed. 

2.	 Seelect the “Co ntinue” buttoon in the botttom right hannd corner. 

E.	 Confirrmation 

You will bbe asked to reeview your se lections and cconfirm. TO cconfirm, selecct the “Save” button in thee 

bottom ri ght hand cor ner. 

An email wwill be sent too Clint Mays notifying himm of the share ed facility. Clinnt will then reeview and acccept 

the share d facility. Oncce this is donee, you shouldd get an emai l from buildinngs@energystar.gov with tthe 

following content: 

“Dear (Usser), 

Clint Mays (username: PNEWCOMBB) has accepteed the facilitiees you sharedd.” 

Congratullations! You hhave successffully shared yoour building pprofile with CClint Mays maaster accountt. 

Thank youu for your int erest in the bbuilding comppetition and inn reducing ennergy! 
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