HOW TO BENCHMARK YOUR BUILDING

Instructions for Using ENERGY STAR® Portfolio Manager®
and NB Power’s Web Services

Version 1, July 2021



OVERVIEW

This document is a quick start guide for entering your property into Portfolio
Manager® and enrolling in NB Power’s Web Services.

For additional help, we suggest you refer to:

e Natural Resources Canada benchmarking webpage
http://www.nrcan.gc.ca/energy/efficiency/buildings/energy-
benchmarking/3691 or email your question to info.services@nrcan-
rncan.gc.ca

e US Environmental Protection Agency Energy Star Portfolio Manager webpage
https://www.energystar.gov/buildings/facility-owners-and-managers/existing-
buildings/use-portfolio-manager and online helpdesk at
https://portfoliomanager.zendesk.com/hc/en-us

For technical questions related to NB Power’s Web Services, email your Portfolio
Manager property ID and Meter ID plus your NB Power Account number, last bill
dates and bill amount as well as a description of your issue to NB Power’s Portfolio
Manager Web Services / services Web Portfolio Manager d’Energie NB - PMWS-
SWPM@nbpower.com

ENERGY STAR® Portfolio Manager®, an online service created by the
Environmental Protection Agency (EPA), allows you to track the energy consumption
of your facilities and compare them to similar buildings nationwide. Web Services
makes it easier to use this tool by uploading meter data automatically to your
Portfolio Manager® account.

This guide will walk you through the process of benchmarking your building:
e how to register for a Portfolio Manager® account’
e create a profile for your property; and,
e enrollin NB Power’s Web Services.

The troubleshooting section can help you identify and correct problems you may
encounter with NB Power’s Web Services. You will also find detailed answers for
many frequently asked questions at the end of the document.
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Before getting started, you may want to collect information about your building
using the Data Collection Worksheet available on EPA’'s ENERGY STAR® Portfolio
Manager® Benchmarking website:
https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
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SECTION 1

How to Register a Portfolio Manager® Account

1-1 Go to the ENERGY STAR® Portfolio Manager® Login page
(www.energystar.gov/portfoliomanager ) and click Register Now. If you already have
a Username and Password, enter it below.

i ABOUT  FOR PARTNERS SEARCH Q
ENERGY STAR Find Products ~ SaveatHome  NewHomes  Commercial Buildings  Industrial Plants

Home » Commercial Buildings » Portfolio Manager

Portfolio Manager

| ENERGY STAR.‘
Porﬁollol\/lanager@

The most-used energy measurement and tracking tool for commercial buildings.

How Portfolio Manager helps you
save

U2 EE eI ST (4 b COVID-19 Program Impacts: EPA has made several changes to the certification rules.

See this FAQ for the latest updates

ﬂ ENERGY STAR® ey
TenantSpace” |

| |

Get help

Identify your property type »
Use Portfolio Manager

Enter data into Portfolio Manager
‘You've heard it before: you can’t manage what you don't measure. That's why EPA

The data quality checker created ENERGY STAR Portfolio Manager®, an online toel you can use to measure and
Looking for Portfolio Manager

track energy and water consumption, as well as greenhouse gas emissions. Use it to
technical support? Visit our help

How Portfolio Manager
calculates metrics

Interpret your results

Verify and document your
savings

Share and request data

Updates to ENERGY STAR®
metrics with new market data

COVID-19 program changes

Get help accessing your utility
data

Scorecard

benchmark the performance of one building or a whole portfolio of buildings, allin a
secure online environment.

Benchmark any type of building

You can use Portfolio Manager to manage the energy and water use of any building. All
you need are your energy bills and some basic infarmation about your building to get
started.

Are you designing a new commercial building? You can also use Portfolio Manager 1o set
your energy use target and see how your estimated design energy stacks up against
similar existing buildings nationwide.

5 Purtfoliolanzoer == BB RortlioMarager

pr—pe— ]

A
| W

center.

Register now

ENERGY STAR®

PortfoliolVlanager®

EPA's online energy management and

tracking tool enables you to measure and

Login

Forgot password?

Forgot username?
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1-2 Fill out the required information (fields marked with a red asterisk) and click
Create My Account, which appears at the bottom of the screen, after the security
questions used to recover your account.

== Portfolio\Vanaoe! i S

Create an Account e

Accessing Your Account

)

]

Note: Portfolio Manager’s default is to enable others to search for your account to
facilitate connecting with others. Do not change this Searchability in Portfolio Manager
default setting if you intend to enroll in NB Power’s Web Service.
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Energie NB Power

1-3 On the Portfolio Manager log in page (www.energystar.gov/portfoliomanager ),

enter your Username and Password and click Log In. You will be brought to the My
Portfolio tab. The My Portfolio tab displays a summary of the properties in your

portfolio.

Portfolio Manager

How Portfolio Manager helps you
save

The benchmarking starter kit~ P
Identify your property type »
Enter data into Portfolio Manager
The data quality checker

How Portfolio Manager

calculates metrics »
Interpret your results >
Verify and document your >

savings
Share and request data

Updates to ENERGY STAR®
metrics with new market data

COVID-19 program changes

Get help accessing your utility
data

Scorecard

Trark waete and matariale

AN

PN ENERGY STAR®

&2 Portfoliol\lanager®

The most-used energy measurement and tracking tool for commercial buildings.

COVID-19 Program Impacts: EPA has made several changes to the certification rules
See this FAQ for the latest updates

Use Portfolio Manager

You've heard it before: you can't manage what you don't measure. That's why EPA
created ENERGY STAR Portfolio Manager®, an online tool you can use to measure and
track energy and water consumption, as well as greenhouse gas emissions. Use it to
benchmark the performance of one building or a whole portfolio of buildings, all in a
secure online environment

Benchmark any type of building

You can use Portfolio Manager to manage the energy and water use of any building. All
you need are your energy bills and some basic information about your building to get
started

Are you designing a new commercial building? You can also use Portfolio Manager to set

your energy use target and see how your estimated design energy stacks up against
similar existing buildings nationwide,

HW’D‘J«W ger
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ﬂ ENERGY STAR" )
TenantSpace”

Get help

Looking for Portfolio Manager
technical support? Visit our help
center

ENERGY STAR*

PortfoliolVianager®

EPA's online energy management and
tracking tool enables you to measure and
track the energy and water performance of
any building over time.

Register now

Login
usermame |NBP Demo |

password |
Forgot password?

LOGIN

Forgot username?
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SECTION 2

How to Create a Property Profile

To benchmark your facility in Portfolio Manager®, you will need to create a profile
that has basic information about the property, how it is used, and the energy
meters serving it.

2-1 Add a property by clicking Add a Property on the My Portfolio tab. You can also
upload multiple properties by clicking the hyperlink at the bottom of the screen.

MyPortfolio Sharing Reporting  Recognition
Propertles (O) You currently do not have any properties within your Portfolio Manager account. You can set up your
Add a P first property or add up to five sample properties with pre-populated data to your portfolio If this is
your first time using Portfolio Manager, you may want to add sample properties to your pertfolio in

order to test out available features and see the lock of a complete property.

Manage Portfolio Lf ".
i 7l

=y Upload and/or update multiple
properties at once using an Excel
spreadsheet if you are a pro. This can
be done to create new properties, add
use details, create meters and add
meter consumption data.

Set up your first property: Add up to five sample properties

¥ Download your entire portfolio to Excel
or create a custom download.

Set a portfolio baseline and/or target to
help measure progress.

”. Add sample properties to your account
Up to five sample properties with pre-
populated data will be added to your
portfolio for testing purposes

Tip: If more than one person in your organization could be creating properties it is
better to have one person “own” them and have that person share them with others who
are working with the specific properties. See Issue# 3 in Section 6.
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2-2 Enter your property’s primary function, number of buildings, and construction
status. Then click Get Started!

Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with a pool, to a large medical complex with lots of
buildings. Since there are so many choices, Portfolio Manager can walk you through getting your property up and running. When you're done, you'll be ready to
start monitoring your energy usage and pursue recognition!

Your Property Type
o

We'll get into the details later. For now, overall, what main purpose does your property serve?

To set up a property, you'll need

| Select a property type v information such as gross floor area and
Leam more about Property Types. operating hours.
0w
Your Property's Buildings
Not sure what kind of property you are?
How many physical buildings do you consider part of your property? Because we focus on whole bullding
benchmarking, you want to select the
() None: My property is part of a building (e.g., a Tenant Space) property type that best reflects the
() One: My property is a single building activity in the majority of your bullding.
() More than One: My property includes multiple buildings (Campus Guidance) Don't worry if you have other tenants with
_ different business types, just select the
How many?
main activity.
Your Property's Construction Status n Test Properties

You may want to enter a property into
Portfolic Manager that isn't actually a
"real” property, either to familiarize
yourself with features or maybe to train
other people. By telling us this a "Test"
property, we can give the option of
including this property in your portfolio-

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. level melrics. charts and table or not.
() Test Property: This is not a real property. | am entering it to test features, or for other depending what your needs are. This can
purposes such as training. be configured on your Account Settings

Get Started! g
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2-3 Enter the property’s name, address, and other general information and click

Continue.

Set Up a Property: Basic Property Information

Tell e 2 e bit more about your propesty, induding 2 nosme that you will use io ook 5p your property and s addeess:

About Your Property

Mame 'I

Couniry Selec] el

Street Addness:

Caty/lhmicipaiity

. [

StaleProvince: Sedect el

—— ]
Grozs oo Ama |: [Saft % | O Temporay Vale

Broes Floor Sree 10FA) S Mo D@ oo™y "00r el Teakores ToT 0000l @i

sraces o e oukcrges. Do nol nekede perking. Tuosic - atat oo
gated Arez [Erwv]

Seiect W | %

Propesty Photo

optionall Choose Fie | No fie chozen
Sewd 20 rmags e on v comeus i e T ee of 00 oee. org o 9F oot wl o
enzec © T2 swoace of 2 TE romes mod a2 e il

Siandard IDs

Standard IDs are typicailly used in data eollection. inciuding by most ste and iocal govenments with
benchmarking bra=_ F your property is covered by a benchmorking b, you probably need 1o Bl this in. See fis

FAQ ¥ you nesd help finding your Standard ID.

Standard ID{s):

Do any of these apply?

O Ny property’s energy conssnpiion ncudes pariong aees

O Ny property has 2 Data Center fhal requires 2 constant power load of 75 kW or more
O My property has one or mone retail stores (ot 2 eligble for 2 Betai soe

O My property hes one or mone restarants/cafetesios

Continue | S

Tip: Make sure the city name is accurate and
spelled correctly—mistakes may cause an error
in connecting with NB Power’s Web Services.

ﬁ ‘ the power of possibility
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The rame you choose for your propesty
dioes not s 1o b umigue. Bt @ ey
e it eser for you io work with
properties, in'your portiiio # you donot
e e e (on i) raTes

ENERGY STAR aifiaion. Onoea
e s e o with 2n

appicion, # oot becdhenged wnsl
the e e et e property recees
ENERGY STAR coviificaiion

Q-

Areeng e srpie guesions wil
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2-4 Enter the specific information on how your building is used. The fields required
will depend on the selection made in Section 2 2 for the building's Primary Function.

For example, if you indicated your building’s Primary Function is Office, you would
be asked to supply the Gross Floor Area, Weekly Operating Hours, Number of
Computers, Number of Workers on Main Shift, Percent that can be Heated, and
Percent that can be Cooled. If you indicated that your building had a Data Center or
Parking, additional fields pertaining to these uses would also be required.

Some space attributes, like “Gross Floor Area”, are always required. Others may give
you the option to “Use Default Value” (which inserts the national average for that
attribute) or “Temporary Value” (which is your estimated value for that attribute)
until you can collect and enter actual data for your facility. You can also rename the
primary property use by clicking Edit Naome next to Office Use, at the top of the next
page in this example.

D
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Set up a Property: How is it used?

Basic Information

Nama: MGP Demonsiration Country

Proparty Type Agadrase
Year Bullt: 2 515 King Street PO Bax Station A [
Proparty consists o
bl
W Building Use Echi

Property Use Detall walue Current As OF Ti;zgcrsr_f
# Grosa Floor Area g | [—m
# Waakly Oparating Houra [7 am a chadadt [—m
# Number of Workers on Main Shift [7 I [—m

Number of Computary 1 i e [—m
# Percent That Can Be Heated v [—m
# Percent That Can Be Cooled o [—m

W Thiz Use Detail iz used o caleuly 1-100 ENERGY STAR Score

Tip: To get detailed descriptions of each space and its space attributes, click the Help
link at the top right corner of the screen, select Search the Knowledge Base, then
Property Types on the left-hand side menu This will give you the definitions of each space
type and attribute, default values, and answers to Frequently Asked Questions

ADDING ANOTHER TYPE OF USE

Portfolio Manager uses the term “Type of Use” to characterize the various spaces
within a building. Your building may have one or more property use types. For
example, an office building might have occupied office space, a computer data
center, and parking. Each of these should be entered as a separate “Type of Use”
and will require different information. If more than 10% of a building's gross floor
area is vacant, the vacant square footage should be described as a distinct space

> )
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type. Links to more information on how these space types are defined can be found
in the Portfolio Manager Online Help section.

2-5 To add another space to your facility, click Add Another Type of Use and select the
type of space you would like to add. Complete the required fields just as you did in
Section 2-4.

i Fey Not currently eligible for A
NBP Demonstration Mot cuenty <l U;’z:lrl:;r ;ll;mﬁ;: -
515 King Street PO Box 2000, Station A, Fredericton, Certification

NB E3B 4X1 | Map It

Portfolic Manager Property |D: : Current: M
“ear Built: 2000
7 Edi Baseline: N/A

Summary Details Energy Water Waste & Materials Goals Design

ot e Property Uses and Use Details

EoronrE e R s . View as Diagram |Add Another Type of Use Al Add |
Test property that is one single building
Property GFA - Self-Reported: Name Property Use Type Eross Al Action
279 Sq. M. rea
Occupancy: P Building Use Office 279 m? | want to ~
100% @

Property GFA (Buildings): 279 (used to calculate EUI)

Property GFA (Parking): 0

[) To add multiple uses and buildings to this property, you can use this spreadsheet template
to upload your information

Unique Identifiers (IDs)
Portfolio Manager ID:

14800775
Custom |Ds: None
Property GFA by Use = Property Type
Standard IDs: None Property Type - Self-Selected:

0 “fou can select from Porﬁ'.nlin Man.agel‘s Dfflce / Edit
ater it et Oty can el S e i e
s rorance vt oty 1 ohr i
2-6 Continue with the procedure described in Section 2-5 until your building’s gross

floor area is completely entered. Make sure the sum of all spaces is equal to the
total gross floor area of the facility. To finalize your entries, click Save Use.

1
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MyPortfolio Sharing

Add Property Use For NBP Demonstration

Reporting

Recognition

Medical Office refers to buildings used fo provide diagnosis and treatment for medical, dential, er psychiatric cutpatient care.

Gross Floor Area should include all space within the building{s) including offices. exam rooms, laboratories, lobbies, atriums. conference rooms and auditoriums,
employee break rooms and kitchens, rest rooms, elevator shafts, stairways, mechanical rooms, and storage areas. If you have restaurants, retail (pharmacy ). ar
services (dry cleaners) within the Medical Cffice, you should most likely include this square footage and energy in the Medical Office Property Use. There are 4

exceptions fo this rule when you should create a separate Property Use:

Ifitis a vacantunoccupied Office

More on this rule.

Name:'|MedicaI Office Use |

Property Use Detail

#r Gross Floor Area

W Weekly Operating Hours

#r Number of Computers
Number of Workers on Main Shift
Surgery Center Floor Area
Number of Surgical Operating Beds
Number of MRI Machines

o Percent That Can Be Heated

#r Percent That Can Be Cooled

4 This Use Detail is used to calculate the 1-100 ENERGY STAR Score.

Q

Energie NB Power
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Ifitis a Property Use Type that can get an ENERGY STAR Score (note: Retail can only get a score if it is greater than 5,000 square feet)
If it accounts for mere than 25% of the property's GFA

If the Hours of Operation differ by maore than 10 hours from the main Property Uss

Current As OF

[irvzoo0 ] 28

[irvzon0 ]

[irvzoos ] 8

Use a default

Value
*
[1,000 | [Ga.Ft. v |
[85 | Use a default
5 | O
5 | O

Use a default

[irvzoo0 ] 28

| [Sa.Ft. » |

[irzoos ] 28

| [irzo0 ] &8

All of it - 100%
Allofit- 100%

] Use a default

| [irzo00 ) &8
[irzoos ] 68
[irvzoo0 ] 8

Use a default

Temporary
Value

O

Oo|o|o|0| D

O

O
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2-7 After saving your entries, you will see a green bar at the top of the Summary
tab, confirming you have successfully created your Property. The next section will
provide the steps to set up your building’s energy meters.

MyPortfolio Sharing Reporting

Recognition

Congratulations! You have successfully added Medical Office Use to your property.

NBP Demonstration

515 King Street PO Box 2000, Station A, Fredericton, NB

E3B4X1  Maplt

Partfolio Manager Property 1D: I:I

Year Built: 2000

# Edit

Summary I' Details Energy

Basic Information

Construction Status:
Test property that is one single building

! Property GFA - Self-Reported:
279 Sq. M.

Occupancy:
100%

Unique Identifiers (IDs)

Portfolio Manager 1D:
14800775

Custom [Ds: Mone

Standard IDs: None

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

systams.

AN
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/# Change Metric

!' Property GFA (Buildings):
Property GFA (Parking):

¢ Mot cumenily eligible for Weather Normalized —
L Source EUI (GJIm?) “sct
Certification
Current: MN/A
Baseline: N/A
Water Waste & Materals Goals Design
Property Uses and Use Details
= View as Diagram | Add Ancther Type of Use ~ | | Add |
Name Property Use Type Gross Floor Action
Area
> Building Use Office 279 m* | want to... ~
b Medical Office Use Medical Office 93 m* lwant to... b

372 {used o calculate EUI)

0

[[)) To add multiple uses and buildings to this property. you can use this spresdshest template

to uplosd your information.

Property GFA by Use =

Medigal
Office:
25%

Office:
T5%

Property Type

Property Type - Seli-Selected:
office # Edit

Property Type -Porifolio Manager-
Calculated:
Office

nThe Porffalio Manager-Caleulated
Property Type is used for your metrics.
{except for Mixed Use properties). Leam
more about property types.

13 of 48



SETTING UP ENERGY METERS

You will need to add an Energy Meter to your property profile for each meter
serving the building. For NB Power meters that you are signing up for Web Services,
add one meter for each NB Power Account Number.

2-8 To add a meter, you can either click the “add energy use information” link in the
green bar, or click on the Energy tab. Either choice will take you to the Energy tab.

MyPortfolio Sharing Reporting

Recognition

Congratulations! “You have successfully added Medical Office Use to your property.

NBP Demonstration

/' Change Metri
Mot curently eligible for Weather Normalized
o, Why ot
§4s| ENERGY STAR Source EUI (GHM?) o=

515 King Street PO Box 2000, Station A, Fredericton, NB Certification
E3B4X1 | Maplt
Portfolio Manager Property ID: [ Current: N/A
Year Built 2000
Z Edit Baseline: MN/A
Summary ! Details I Energy I Water Waste & Materials Goals Design
E
Meter Summary Meters - Used to Compute Metrics (0) Add A Meter

0 Energy Meters Total

In erder to receive metfrics for your
property, you must provide melers. You
have not entered any meters yet.

Add A Mefer

Current Energy Date
Mot Available

Enter Your Bills

"J Five Ways to Enter
Bill Data

1. Manual {Instructions here)

M

Use our simple spreadsheet {on

the bottom of each meler's

Manage Bills page) to upload or

Copy/Paste

3. Use our complex spreadshest
{multiple meters + multiple
properties)

4. Hire an organization to

electronically enter your data

5. See if your utility offers this service

1

the power of possibility
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.. Miew as a Diagram

F There are currently no energy meters entered for this property/building. In order to track

. energy usage and receive energy metrics. you must provide an energy meter. Enfer
information about your energy meters to begin tracking energy usage. After entering the
meter, you will need to choose fo include it in your melrics

For a step-by-siep guide to entering meter data, see How to get Utilify Data into Portfolio
Manager.

Your ufility. . may be able to send enengy data directly to this building record. using
Porifolio Manager web services. Click here for additional information and fo see if this
opflion is right for you. If this is what you would like to do, you can connect with to get the
process started.
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2-9 Once you are on the Energy tab, click Add A Meter.

MyPortfolio Sharing Reporting

Recognition

| Congratulations! You have successfully added Medical Office Use to your property.

NBP Demonstration

515 King Street PO Box 2000, Station A, Fredericton, MB

E3B4X1  Maplt

Mot currently eligible for
M(E| ENERGY STAR
Certificafion

Perifolio Manager Property 1D :

“Year Built: 2000

/ Edit

Summary ! Details Energy

Water Waste & Materials Goals Design

IMeter Summary

0 Energy Meters Total
In order to receive metrics for your

IMeters - Used to Compute Metrics (0)

.. View as a Diagram

/' Change Metric

Weather Normalized

Source EUI (GJIm?) scee

Current: N/A

Baseline: N/A

2-10 Indicate the sources of your property’'s energy. As you select different fuels,
additional fields will appear. After you have filled out the required information
about the meter(s), click Get Started.

Note: You may also track your property’s water usage, but it is not required to benchmark your
property, and site water consumption will not factor into your benchmark score.

Get Started Setting Up Meters for NBP Demonstration

There are five ways lo enter meter data. First. you can enter manually, slarfing below. Second, you can set up your meters below, then upload a specially formatted
spreadsheet vith just your bill data. Third, for advanced users, you can use our upload tool that allows you to set up al of your meters and enter bill data. Fourth

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

0 Electric

O Natural Gas

) Propane

O Fuel Oil (No. 2)
Diesel

O District Steam

) District Hot Water
District Chiled Water
Fuel Oil (No_ 4)

(m]

oo

Fusl Ol (No. 5 and No. &)

Coal (anthracite)

a

Coal (bituminous)
Coke
Wood

oooo

Kerosene
Fuel Oil (No. 1)

(=]

(m]

1

a Tracking Energy

To track your energy. creste an energy
meater for each source of energy from 2
utity, a neighbaring builkling, or an onsite
solar or wind panel. If you purchase 2
raw fuel (.g. gas) and produce your own
fuel (e g, electricity or chilled water), you
only need a meter for the fuel you
purchased (e g. gas), and not for the fuel
you produce.

1| Two Meters Needed for
Onsite Solar/Wind

If you've got ansite Solar (ar Wind), you
still need to enter an Electric Grid Meter.
Leam Maore

1) Automate Your Meter
Entries

There 2re many organizations that will
iactronically enter your utilty data into
Fartfolio Manager. Many utiities pravide
this senvice for free. Sarvice providars
integrate this service into their own
software and value-added ofierings.
Leam more

| Get Starte Cancel

’ the power of possibility
Energie NB Power | débordant dénergie
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2-11 Indicate the Units for each fuel type by double-clicking in the appropriate field
and selecting the correct units in the drop-down menu that appears. Then, enter
the date the meter was first billed for each meter, which is normally the date the
building was built.

For NB Power meters you plan to connect via Web Services, you can name using
any text. We recommend making the meter name something you can easily
recognize later and add the NB Power account number to the meter name for
reference (for example “Arbutus Office on Main 000099999"), then click Create
Meters.

Note: For NB Power meters, the units selected for electricity use should be kWh. If you have a
collective bill, you can use the Collective Bill Number as opposed to the NB Power meter number,
and you will use the NB Power Account Number for the billing data in the following step (see
screen shots).

About Your Meters for NBP Demonstration

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

1 Energy Meter for NBP Demonstration (click table to edit)

-

Other Units Date Meter In Date Meter Enter as
Type became Active Use? became Inactive Delivery? 1

Electric Grid Mel Electric - Grid RAn thousa > | ([ ] 54 [

1 Meter Name Type

Delete Selected Entries
Add Another Enfry

Create Meters | [t

2-12 To add monthly meter entries manually, select Click to add an entry. You will
then need to enter the billing Start Date, End Date, and Usage for each month. If
you have a consolidated (collective billing) account, you will have entered the
Consolidated Account Number for each meter entry, and now use the individual
Meter Account Number for the billing Start Date, End Date, and Usage for each
meter entry.

Note: Adding cost data is optional. Instead of adding data manually, you can upload an Excel
spreadsheet to add multiple meter entries at once using the link at the bottom of the screen.
However, if you intend to use NB Power’s Web Services to upload your meter’s historical data
and usage automatically going forward, simply click Continue.

> )
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‘Your meters have been created! If you have your energy consumptien information for these meters, you can enter it below. Or, you can contfinue with setting up
your meters and enter your energy bills later.

Your Meter Entries for NBP Demonstration

Mow we need actual energy consumption information in order to start providing you with your metrics and, possibly, your score!

1 Energy Meter(s) for NBP Demonstration

W Electric Grid Meter

StartDate  End Date U380 Total Cost {$}

kWh (thousand Watt-hours)
Click to add an enfry

M Delete Selected Entries
Add Another Eniry
@ Learn how to copy/paste

Estimation | Green Power Demand (KW) Demand Cost (§)

Upload data in bulk for this meter:

u Use this single-meter spreadsheet to:

= Upload the completed file below
= Copy and Paste the data into the tsble shove

Choose File | Mo file chosen

Continue | f«£53]

2-13 Indicate which meters should be used to calculate your building's energy

metrics and whether or not the selected meters account for the building's entire
energy consumption.

Note: This important step is also often referred to as “configuring your meters”. After you have
made your selections, click Apply Selections.

1

the power of possibility
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MyPortfolio Sharing

Reporting

Recognition

Your meter entries have been added to your meters!

Select Meters to Include in Metrics

Tell us which meters to include when calculating the metrics for NBP Demonstration so that we can provide you with the most accurate metrics possible.

Summary

1

IMeters representing the
total energy consumption
for NBP Demonstration (a

Energy Meters

Select all meters to be included in your metrics. (Hint: Most meters should be included unless they are sub-
meters.)

—  Name T
— Meter ID ype

Electric Grid Meter

single building).

Electric - Grid

Total of 1 meter(s). Tell us what this represents:

“ About Sub-meters
If you have sub-meters o measure BT
energy or water consumption for a

specific purpose, and you also have

a master meter (which measures

total consumption), counting both of

those meters would double count

your consumption and skew your

metrics (e.g., artificially increase

your Site Energy Use Intensity).

Learn iare about configuring

meters for performance metrics.

2-14 The Summary tab will show a green banner at the top,
successfully associated your meters with your Property.

MyPortfolio Sharing Reporting  Recognition

Congratulations! Any energy meters you selected have been o your

l

NBP Demonstration Y Not currently eligible for
Bal ENERGY STAR
515 King Street PO Box 2000, Station A, Fredericton, NB Certification
E384X1 | Maplt
portoto anager Frpery ]
Year Built: 2000
7 Edt
Summary ! Details Energy Water Waste & Materials Goals Design

Meter Summary
1 Energy Meters Total

Meters - Used ta Compute Metrics (1)

Change Meter Selections

1 - Used to Compute Metrics s View as 2 Diagram

Add A Meter Name

e o « EnergyType ¢

Current Energy Date

Not Available
Enter Your Bills

Electric Grid Meter Electrc - Grid

Q

the power of possibility
Energie NB Power

débordant d’énergie

Most Recent
Bill Date

/' Change Wetric

Weather Normalized yu, oo
Source EUI (GJ/m?)  seore?

Current: N/A

Baseline: N/A

Add A Meter

InUse?
¢ | (Inactive Date) ©

Yes

|\ Download Annual Totals by Meter

@ These meter(s) account for the total energy consumption for NBP Demonstration {a single building).

(O These meter(s) do not account for the total energy consumption for NBP Demonstration (a single

Apply Selections

Cancel

confirming you have
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SECTION 3

How to Enroll in NB Power's Web Services

Before enrolling in Energie NB Power's Web Services, make sure that:

e All of the meters accounting for the building's total energy consumption have
been added to the property profile.

e You have collected the validation details for each meter. You will need your
billing account number and meter number or collective billing account
number.

e The city name is spelled correctly in the address for each property.

e You have downloaded your existing meter consumption and cost data into a
spreadsheet (for future reference and verification).

3-1 To set up Web Services, the first step is to connect with the username
“Energie_NB_Power” (and not Energie NB Power Web Services as Portfolio
Manager® cannot record characters with accents for the username) as a contact.
Click on the Contacts link at the top right-hand corner of the page.

- BERGE fsmi‘- M ® wemn ] g s D1 omor [
0 0 Io a n a g er Motifications

MyPortfolio Sharing Reporting Recognition

My Contacts | |

This is where you keep track of your contacts and/or organizations (i.e. people or companies associated with your properties such as Professional Engineers,
Registered Architects, or others with whom you share information). You can add anyone as a contact, regardless of whether they have a Portfolic Manager account
and you can share your properties & reports with any of your eonnected contacts. You can "connect” to other Portfolio Manager users by searching for their
accounts and sending a connection request.

Add Contact Add Organization
m Name % Organization &
[ |

’ the power of possibility 19 of 48
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3-2 This takes you to your My Contacts list. Click Add Contact.

Search Criteria: Name: Energie NB Power or
Organization: Energie NB Power or
Username: Energie_NB_Power or

Email Address: PMWS-SWPM@nbpower.com

3-3a Search for Energie_NB_Power by entering “Energie_NB_Power” as the
username. Click Search.

MyPortfolio Sharing Reporting  Recognition

Search Results

The results of your search are listed below. Clicking "Connect" will send a request to the person asking them to confirm your request to add them as your contact. If
they accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet, you will see them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

S @ Energie NB Power Web Service -
YOUr SearCh Crlte”a Services Web d’Energle NB Power Web Services with Energle NB Power m
Name: Energie NB Power Page of 1 (50 v] 1-10f1

g~
Can't find what you are looking for? Try adjusting your

search criteria

MyPortfolio Sharing Reporting Recognition

Search Results

The results of your search are listed below. Clicking "Connect" will send a request to the person asking them to confirm your request to add them as your contact. If
they accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet, you will see them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

; : @ Energie NB Power Web Service
Your Search Criteria Services Web d'Energie NB Power Web Services with Energie NB Power
Name | | Page[T__ Jof1 [ v 1-10t1
Organization: | Energie NB Power I
Usermame: | |

Email Address: | ]

=]

g

Can't find what you are looking for? Try adjusting your
search criteria.

1

Energie NB Power
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MyPortfolio Sharing Reporting Recognition

Search Results

The results of your search are listed below. Clicking "Connect" will send a request to the person asking them to confirm your request to add them as your contact. If
they accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet, you will see them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

: ; @ Energie NB Power Web Service
Your Search Criteria Services Web d'Energie NB Power Web Services with Energie NB Power

Name: | | Page[l of1 50 v| 1-10f1

Organization: | |

Username: | Energie_NB_Power |

Email Address: |

o~
Can't find what you are looking for? Try adjusting your

search criteria.

MyPortfolio Sharing Reporting Recognition

Search Results

The results of your search are listed below. Clicking "Connect" will send a request to the person asking them to confirm your request to add them as your contact. If
they accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet, you will see them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

s @ Energie NB Power Web Service
Your Search Criteria Services Web d'Energie NB Power Web Services with Energie NB Power

Name: I I Page D of 1 50 v 1-10f1

Organization: | I

Username: | |

Email Address | PMWS-SWPM@nbpower.com |

o

Can't find what you are looking for? Try adjusting your
search criteria

3-3b After the page refreshes, “Energie NB Power Web Services” will appear on the
right-hand side of the page. Click Connect.

21 of 48
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3-4 Next, carefully read all of NB Power’'s Terms and Conditions. Scroll down,
read everything carefully, and agree to the Terms and Conditions. Finally, click Send
Connection Request.

Send a Connection Request to Energie NB Power Web Service to Begin Exchanging
Data

Energie NB Power Web Service requires the following information in order to exchange data with your property(ies). If you have any questions about how to
complete this information, please contact Energie NB Power Web Service. Once your connection request has been accepted, you can share individual properties
and/or meters with them to get started exchanging data

Terms of Use: .
La version francaise suivra

Terms and Conditions for Using NB Power’s Web
Services to access NRCan’s Portfolio Manager @

For the purposes of these Terms and Conditions “Customer” or “you®
means the person or organization who is legally responsible for the New
Brunswick Power Corporation (“NB Power”) electricity service account.

Natural Resources Canada (NRCan), in conjunction with the U S
Environmental Protection Agency (EPA) have developed a national building
energy performance benchmarking tool known as Portfolio Manager®, a
tool of the ENERGY STAR® program.

Customer acknowledges that NRCan and EPA require information about -
Agreement * [ |agreeto my provider's (Energie NB Power Web
Service) Terms of Use

Send Connection Request eI

3-5 The top of the next page will show a green bar, confirming your connection
request was sent to Energie NB Power. Note: You are not yet connected to Energie
NB Power until your request is accepted. You will receive a notification in Portfolio
Manager when Energie NB Power accepts your request. This process takes up to 24
hours.

Y5uU Bave SUCCOSSAMY Sart 4 CONMCSON Maquast 19 KL Mydre VWan Senvices. Wies 5L M0 W Senaces Sas accagted po.s fequest y3u Wi be abe ¥
Ahate proparies and tharmiers amertoe Bn provider 3 Dagn awchasgng das o yoor oewy o)

Search Results

The reses of your search are isted below Cldking “Cernect” ol 30nd 2 request % e porsen asking them 10 coniem your reguest 1o 203 Dem as your contact #
Doty aconpt yoawill e B B4 ae & COMCIES COMAC I your Sdduie DOoL | Bury &0 ot aicagt o Sive et Accapted pol, you wil sew tharn ss &
ENCUNNECeE Cortact n your sddress ook Conmecing with cortachs wil mace t easaer te shato groperty nformation within Porfiobo Masegur

Your Search Criteria

Nerre

1
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3-6 After you have received notification that Energie NB Power has accepted your
connection request, the next step is to share your property or properties with
Energie NB Power through your Portfolio Manager account. Go to the Sharing tab.

3-7 Click Share (or Edit Access to) a property as shown on this screen.

MyPortfolio Sharing Reporting  Recognition

My Shared Properties Sharing Notifications (0)
(0)

Share (or Edit Access to)
a Property

‘You have no new notifications.

More About Sharing -
No properties are currently shared between you and your contacts. Sharing can be helpful if “.‘J
you want to allow other people to view your property or help maintain or update information
about it (e.g. property use details or meter data). You may also want to consider sharing with

an organization who exchanges data to automatically update your meter information. Learn more

about exchanging data.

Set Up Web Services/
Data Exchange

3-8 Next, make your choices under Select Properties to Share. Use the drop-down
windows to choose the number of building(s), or group of buildings you would like
to share with Energie NB Power, and then indicate which specific buildings. Next,
under Select People (Accounts) to Share With, highlight Energie NB Power as the
Account with which you would like to share. Lastly, under Permissions, select the
setting for Exchange Data. Click Continue.

MyPortfolio Sharing Reporting Recognition

Share (or Edit Access to) Properties
Sometimes it's really important to be able to share your property with someone else. Maybe they need to help monitor your property, enter energy information

(perhaps automatically) or process applications for recognition. If this sounds like what you need, start out by selecting the property(ies) that you'd like to share and
who you'd like to share with them. If you have already shared properties, you can also use this form to edit people’s access to your properties.

Select Properties ||| sharing with Accounts
We'l get into the details of the level of access later. For now, which properties do you want  In order to share properiies with oihers (either
to share and/or edit access to? individuals or organizations), you need to be.
“connected” with them. To make a connection, ga fo the.

One Property v | |- Select Property - hd “Contacts’ page and search for them under “Add
Contact or *Add Organization” (they need fo have 2
Portfolio Manager account). Once you find them, send a
“Connection” request. Vhen they acoept your
connection request, they will show up on the list to the.
Which people (accounts) do you want to share these properties with (er modify their left.
current access t0)? The access for each can be difierent and you'l be able to specify that
on the next page.

Select People (Accounts)

{1} Exchanging Data
Select contacts from my contacts bookc e 4 aine

To ge started, first connect with an prganization that
Francois-Guy Hache (fhache) exchanges data. Once you are connected. their name
Energie NB Power Web Service (Energie_NB_Power) viill appear on the selection list on the I¢ft. Note: you

can now share in bulk for exchanging data.

wew Who gets to Share Forward?

Full Access - Automatically includes "Share Forward”

rights

Read Only - Aulomatically does NOT include “Share

Forward" rights

Custom - You decide, along with the individual

Choose Permissions permissions for property, mefer, goals and recognifion
permissions.

Exchange Data -You decide, along wilh fhe individual

permissions for property, meter, goals and recognition

To select multile contacis. hold down your Caniral (CTRL key and dlick on each selsction. Only your
connasied contacts appear in his st

o {2 Iryou only need to choose one permission (because you are doing a single share or you
C want to give the same permissions for all of your shares), select "Bulk Sharing.” If you

kZ)  need to assign diferent or share with Data , select the
2nd option permissions
* © Bulk Sharing ("One.Size-Fits-All") - | only need fo choose one permission (sither

because | am doing a single share OR | want to choose the same permission for all of
my share requests).

@ Personalized Sharing & Exchange Data ("Custom Orders”) - | need o give
different permissions for diffarant share requests, andlor | need to give Exchange Data
permission

1
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3-9a On the next screen, select the Exchange Data radio button and click Edit as the
permission level to grant Energie NB Power. When you do, a pop-up box opens, as
seen in the next screen shot.

MyPortfolio Sharing Reporting  Recognition

Share Your Property(ies)

To finish up, tell us what type of access the people you have selected should have for each of the properties
that you have selected. The option to exchange data is only available for authorized accounts.

wew Who gets to Share Forward?

Full Access - Automatically includes "Share Forward"

rights
Read Only - Automatically does NOT include "Share
PR Forward" rights
Select Permissions for Each Contact Custom - You decide, along with the individual
o o) The access levels you select do not have to be the same for each property or each permissions for property, meter, goals and recognition
'ﬂ' person. permissions.

ﬂ Exchange Data -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Sort by: | Property Name v
Read Only
No Access Full Access
Name (D) o EETES F Custom Access Exchange Data
O

NBP Demonstraho[l |

Energie NB Power Web Service O

Share Property(ies) e

3-9b For Property Information select FULL Access

Note: This window is longer than it appears here. To see all fields, you must scroll down.

L)
Select Access Permissions to NBP Demonstration for Energie NB Power Web Service

The following information is required by Energie NB Power Web Service in order to provide service to your property(ies). If you have any questions -
about how to complete this information, please contact them directly.

Select the permission level below that you would like to grant Energie NB Power Web Service for each category.

NB Power Meter or Recent Master Account Number

Read ull NB Power Account Number g,y mber / Numéro de from Collective Bill |
Item None Only o de p " h P
Paeeg Access d'Energie NB1 s} ou de facture Numeéro de compte principal
récente d'Energie NB2 de la facture collectived
Property e e
Information - -

All Meter Information

Energy
Meters

Electric
Grid O | O | [ |
Meter
Goals
Improvements, @] i
1MIB Brwsar Ansniint ki e Anmanta AIEnarmia MB: Cvamnia: 060000 WS Dauer . s s ; Ep—

O
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3-9c¢ Select your Electric Meters Access to ‘Full Access” (meters with read only access
will be declined by Energie NB Power Web Service).

Then fill in the required validation fields.

Note: You will need the NB Power Account Number and NB Power Meter Number or the
Master Account Number for a Collective Bill.

Energie NB Power

Samere Gatramd o Bervue P b
ey AN T
 } f Vam s TORMTOAN

Summary of Charges/Sommaire des frais

Lome pmw wnt W b jmeimnd

e e e S A T
VA e Ve e

Cummnnt shanges for Maw L8 2050 Apw 12 DO

Fomis comnmern o L1 maes PILD 2 12 s D010

Mot wv tr g Trem b —— T

[ T e R

" P A b S )
e e L T T T

W1 TUW e N Pommer 9053000 WO 15 M
| ot premwrd agra Viem & weiv e

Amowrd $ue Montant &6

M Mgy £ LD 8 N paerend (P e seety
Mtte e P T e Sae § e s &

S

Your electricity bill

Votre facture
d'électricité

A anandd

AL Y
bomin mu 1one A W S
W S D—— d
et — C— =
- —— - ——— v— "

D
(P

Frw W cant it wn P - —
P w0 g

s34

Select Full Access for each electric meter you would like to connect with Energie NB
Power. Choose Read Only for Goals, Improvements, & Checklists, as well as NONE

for Recognition.

NOTE: If your organization receives a consolidated (collective) bill from NB Power you
can use Collective Billing Account Number (“Master account number”), for connection to

Energie NB Power Web Service updating.

1
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https://portfoliomanager.energystar.gov/pm/contact/view/399934
https://portfoliomanager.energystar.gov/pm/contact/view/399934

1. On-line bill example

Home / Accounts & Billing / Account Summary / View Bill

VIEW BILL
Billing

g - 20210024
l I i Current Balance Last Payment Amount Last Payment Date

Account Number
Select a bill date:

2021-03-16 - 2021-04-14 -

Service Address H N L2 .
Bill Amount Bill Due Date Meter associated with this account
Read on 2021-04-14
Premise Phone Number
O After a late payment charge may apply

Other Names Associated With $ PAYBILL Y) DOWNLOAD PDF v BILL INSERTS
This Account

Summary of Charges for Rate Category

Bill Details

Bill Inserts Amount Due Last Month
Back Of Bill Message Less Payments
iti O Received
Received
Balance

Note: Any adjustments for past bills will be applied to the current balance
Current Charges for 2021-03-16 - 2021-04-14 (30 billing days)
The usual breakdown of charges will appear on your next monthly bill.

Service Charge

Paperless billing is a free service that allows you to view your bills online, instead of
receiving paper bills in the mail.

e Sign up for paperless billing.

26 of 48
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https://www.nbpower.com/en/accounts-billing/billing-and-payment#paperlessBilling

2. Paper bill example

Energie NB Power
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Votre facture
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3-9d Set the Share Forward permission level to NO, then in the bottom right hand
corner, click on the blue box reading Apply Selections & Authorize Exchange. The pop-
up window will now close.

AN
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Energie NB Power

Select Access Permissions to NBP Demonstration for Energie NB Power Web Service

Recognition (O] O o

-

1 NB Power Account Number / Numéro de compte d'Energie NB: Example: 9999999; NB Power Account number from your bill / Numéra de compte d'Energie NB qui parait
sur votre facture; Between 6 and 12 Characters

2 NB Power Meter or Recent Bill Number / Numéro de compteur ou de facture récente d'Energie NB: Example: 989999, NB Power Meter number or Bill Number from a
recent bill. Leave blank if you intend to enter a collective account number in the next column / Numéro de compteur d'Energie NB ou Numéro de facture qui parait sur une
facture récente. Laissez en blanc si vous avez l'intention de saisir un numéro de facture collective dans la colonne suivante; Between 1 and 10 Characters

3 Master Account Number from Collective Bill / Numéro de compte principal de la facture collective: Example: 99999999; Account number from your collective bill's
Summary sheet (if applicable). Leave blank if you have entered a meter or bill number in the previous column / Numére de compte principal d'Energie NB qui parait sur la
premiére feuille de votre facture collective (le cas échéant). Laissez en blanc si vous avez saisi un numéro de compteur ou de facture dans la colonne précedente; Between 8
and 13 Characters

Additional Options:
Item Yes No
“ Share Forward

Allow Energie NB Power Web Service to share this property with others and give them any permissions that he/she has,
including the right to share with more people.

O
®

Apply Selections & Authorize Exchange | Ko=) ~

3-9e Finally, it is very important that you select “Share Properties” to complete the
process. Until you click “Share Property(ies)”, the selections you entered in the pop
up window will not be submitted to Energie NB Power.

MyPortfolio Sharing Reporting  Recognition

Share Your Pl'Opel"[y(iES) vew Who gets to Share Forward?

To finish up, tell us what type of accass the people you have selected should have for each of the proparties

. . . . Full Access - Automatically includes "Share Forward”
that you have selected. The option to exchange data is only available for authorized accounts. v

rights
Read Only - Automatically does NOT include "Share

Select Permissions for Each Contact Foruard" rights

Custom - You decide, along with the individual
o o) The access levels you select do not have to be the same for each property or each permissions for property, meter, goals and recognition
Q person. permissions.
i} Exchange Data -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Sort by: | Property Nams

Read Only
No Access Full Access
Name (ID) R Custom Access Exchange Data
O 0O O
o} @ Edi

Some of your contacts already have access to the properties you selected. When you select "Share Propert(ies)” their access levels will be changed. No
accpetance is required.

Cancel

Q
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3-10 A green banner will appear at the top of the Sharing tab confirming the
request submission.

Note: Your request should be processed within 1-2 business days. Each shared meter
will receive up to 36 months of historical data (depending on when the account was
opened) plus monthly updates going forward.

3-11 Review Uploaded Data and Erase any Duplicates

For meters that have been successfully shared, Energie NB Power will populate up
to 36 months of energy data for that meter. Review uploaded data for accuracy and
erase duplicates of previous consumption entries you have made.

3-11a Go to the screen showing summary data for the property. If there are issues

in the consumption data, there will be an exclamation mark on the Energy tab. Click
on that tab, then on the electric meter.

Summary Details ! Energy Water Waste & Materials Goals Design

/ Change Metric
Weather Normalized Site EUI Trend (GJ/m?) oS TEHE
V4 Change Time Periods
Ve Change Metric
— Metrics Summary
0.4 X Apr 2018 {Energy Nov 2020
Metric # Baseline) 4 (Energy CurrenlJ/ Change @
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3-11b The displayed consumption entries will have highlighted error messages at
the top and in between consumption records.

Manage Bills (Meter Entries) for

A\ Electric Grid Meter {_—l_loverlap of 30 days between 01/26/2021 and 02/24/2021. Please confirm this is correct or remove the overlap by
adjusting the dates per your meter entries and saving your changes. For more help, see this FAQ.

Meter Selection: | Electric Grid Meter | e v

» Basic Meter Information (***click on the arrow to the left to expand this section)
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3-11c Scroll down to the duplicate entries and select the ones you don't want.

»

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

~ Monthly Entries

Display Year(s): | | Show All Years x |

Usage
Total Cost - Green Demand Demand Cost
Start Date End Date m n('t)housand Watt ® Estimation | 2OE% | | (6 Last Upda
[ | 92412020 1012772020 1,415 23.02 O O ‘ 382020
0 | 10282020 1112512020 1,408 209.97 O O VR0
0 | 172612020 1212812020 3,199 437.42 O O ‘ il
2112021
Energie NB
0 | 1212912020 112512021 3,098 42457 0 O |o 0 ey
Service
31112021
Energie NE
0O | 1262021 202412021 3,466 47154 O O |o 0 e
Service
A\ Electric Grid Meter [ an overlap of 30 days between 01/26/2021 and 02/24/2021. Please confirm this is correct or remove the overlap by adjusting the
dates per your meter entries and saving your changes. For more help, see this FAQ.
O I 112612021 212412021 3,466 47154 O a |o 0 S0

¥ Delete Selected Entries
»}= Add Another Entry

& Learn how to copy/paste

¢ Delete All Entries

9 Download to Green Button XMLu Downioad to Excel

3-11d Scroll to the bottom of the page and click Delete Selected Entries.

O

12/29/2020

112512021

3,008 42457

1/26/2021

2i24/2021

3,466 471.54

O

O

) Electric Grid Meterl____Tas an overlap of 30 days between 01/26/2021 and 02/24/2021. Please confirm this is correct or remove the overlap by adjusting the d:
your meter entries and saving your changes. For more help, see this FAQ.

' [0172672021 ]

[0212212021

[3.466 | | [¢7154

O

O

AN

Energie NB Power

Ix Delete Selected Entries

the power of possibility
débordant d’énergie

9 Download to Green Button XMLu Download to Excel

31 of 48



3-11e A confirmation box will pop up, click Continue.

You have chosen to delete one or more meter entry from your property. If you

continue, this information will be deleted and will not be recoverable. Are you sure you

want to continue?

3-11f Click on Save Bills to save your changes.

X Delete Selected Entries 9 -
«}+ Add Another Entry Download to Green Button XMLu Downioad to Excel

& Learn how to copy/paste
¢ Delete All Entries

Upload data in bulk for this meter:

u Use this single-meter spreadsheet to:

« Upload the completed file below
« Copy and Paste the data into the table above

Choose File | No file chosen Upload

Save Bills Cance!

3-11g A green banner will appear confirming your updates. The warnings for the
corrected records should disappear.

Congratulations! You have successfully updated your bills (i.e., consumption information) to Electric Grid Meter:

Meter Selection: [ Electric Grid Melerl | ¥ ]

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

-~ Monthly Entries
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3-12 Rejected Sharing Requests

If your meter sharing request is rejected (but the property sharing is accepted),
follow the procedure in Section 3-9a to re-submit the meter sharing. If you made a
mistake and did not set up the property correctly (e.g. wrong account number on
the property) you will need to unshare the property (and meter if it was accepted)
using the procedure in Section 5-5. Note that you must allow one business day for
the unshare to be processed before re-submitting the share request.
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Energie NB Power

SECTION 4

Key Features of Energie NB Power Web Services

PAST METER ENERGY CONSUMPTION DATA:

» For meters that have been successfully shared and validated, Energie NB
Power will populate up to 36 months of energy data for that meter
(depending on when the account was opened) plus monthly updates (if
billed) going forward.

EXISTING METER ENERGY CONSUMPTION DATA:
« Energie NB Power’s Web Services will not erase or overwrite existing meter

entries for dates during the previous 36 months. You will need to remove the
duplicate records manually.

MONTHLY UPDATES:
o For meters that have been successfully shared and validated, Energie NB

Power will update the meter with new entries once a month, (if there is a bill
for that month). If there is no bill, no updates will be made. Future monthly
updates will also not erase or overwrite past data.

UNMETERED CONSUMPTION NOT SENT:
o Note that unmetered consumption is not sent. If your account consists only
of unmetered energy use, the sharing request will be rejected.

DO NOT LINK ONE NB POWER ACCOUNT TO MORE THAN ONE PROPERTY:

e |Itis possible to link the same NB Power account to more than one property
via two separate meters. The system will not reject the second meter sharing
request but only one of the meters will be updated with consumption on an
ongoing basis.

PROPERTY CHANGES OWNERS:

If property ownership has changed, but NB Power’s account numbers remained the
same, monthly updates will continue. However, if the account number has changed,
Energie NB Power will automatically stop sending monthly consumption updates
and the new property owner will have to enter a new meter sharing request with
the new NB Power account number.
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If you need historical consumption data, the new owner must request the previous
owner to transfer the Portfolio Manager account number to the new owner’'s name.
The information can only be accessed from Portfolio Manager, not from NB Power

BUILDINGS ON NET METERING
If your account is on net metering, the net consumption will be updated to Portfolio
Manager. No special setup is required.
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Energie NB Power

SECTION 5

Changing Web Services Authorizations: Share Additional Properties
and Meters, Share a New Meter, Remove Permissions, or Re-setting
an Existing Meter Share

5-1 Once you are connected with Energie NB Power, you can share additional
properties with NB Power in a few easy steps. On the Sharing tab, under the Action
column, select Share Property with Others next to the property name you wish to

s

share with.Energie NB Power.
MyPortfolio Reporting Recognition

My Shared Properties Sharing Notifications (173) view Al
(20) Cancel

Share (or Edit Access to) < Clear
a Property
Set Up Web Services/ Cancel
Data Exchange <
Clear
Download Sharing Report v

Overview of Shared Properties Leamn more about Sharing Properties

By Contact By Property
Owned By (PDA): Shared By: In Group: | All Properties v| [ |
T . My . | Property Data . Canl 8hare u # of People
Permissions ~ | Administrator T  With Others? ~  With Access

12
12 | want to A
14 | want to... v
5 I | wantto... ~ I
5 | wantto... ~

5-2 Next, follow the step-by-step instructions beginning in Section 3-9 to connect the
additional property and its meters with Energie NB Power’s Web Services. Finish
making your additions, then click Apply Selections & Authorize Exchange. The pop-up
window will close. Then, click Share Property(ies) to finalize your new share.

1
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AUTHORIZING ADDITIONAL METERS

5-3a If you added a new electric meter to a property in Portfolio Manager which is
already set up for Web Services data exchange with Energie NB Power, and this
meter is a separate account, using these directions, you can share this additional
meter with Energie NB Power. From the Sharing tab, under the Action drop-down
menu to the right of Energie NB Power, select Edit Contact’s Permissions.

5-3b When the page refreshes, you will see the screen called Edit Sharing
Permissions. First (1), click on the blue Edit link highlighted below; a pop-up window
will open. Follow the step-by-step instructions in Section 3-9 to authorize a data
exchange for your new meter, then click Apply Selections & Authorize Exchange. The
pop-up window will now close. Second (2), finalize your changes by clicking on Edit
Permissions and/or Save Changes.

MyPortfolio Sharing Reporting  Recognition

Edit Sharing Permissions

The table below lists your property (ies) and the type of access you have granted to each person. You may
make any necessary edits and click "Edit Permissions”.

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward"”
rights

Read Only - Automatically does NOT include "Share
Forward" rights

Custom - You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Exchange Data -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Sort by: | Property Name ~

Read Only

No Access Full Access
TEEes Custom Access Exchange Data

Name (D)

Contact is Property Data Administrator- This contact is the Property Data Administrator for this
o property and therefore you cannot edit their permissions. If you continue, these particular shares

will not be sent.
| Save Changes |Can-:e|

A green banner confirms that you have successfully sent your new sharing
permissions to Energie NB Power Web Services.
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Note: /t will take 1-2 business days (i.e., overnight) for Energie NB Power to accept/reject
your new sharing permissions.

REMOVING PERMISSIONS FOR SPECIFIC PROPERTIES AND/OR METERS

5-4 From the property profile Summary tab, under the Action drop-down menu for
Energie NB Power, you have several options, including Edit Contact’s Permissions or
Remove Contact’s Access to My Properties.

5-4a To stop sharing your property and all associated meters with Energie NB
Power, select Remove Contact’s Access to Property.

Sharing this Property

5 People Have Access to this Property

Action

I | want to... v I

| want to... ~

| want to... v
| want to... v

| want to... ~

Edit Multiple Permissions

A pop-up window will confirm that you want to remove Energie NB Power’s access
for this site. Click Continue.

A green banner will confirm that you have stopped sharing your building (and
associated meters) with Energie NB Power.

Note: No new meter data will be uploaded from NB Power for this site going forward.
Existing meter data previously uploaded into Portfolio Manager from NB Power will not
be removed, however.
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5-4b To remove Energie NB Power's access to individual meters, select Edit Contact’s

Permissions.
View Contact: Energie NB Power Web Service (Connected)  Disconnect ]

Contact Information for Energie NB Power
Username: Energie_NB_Power (Connected) Country: CA
Job Title: ; Address: 515 King Street
Services Web d'Energie NB Power Web Services PO Box 2000, Station A

- - . Fredericton, NB E3B4X1
Organization: Energie NB Power
Professional Licenses:

Email: PMWS-SWPM@nbpower.com

Properties Energie NB Power and | Both have Access to

Owned By (PDA): | Anyons ~ | Shared By: | Anyone ~ | In Group: | All Properties ~ | | | m

Energie NB
Name - E‘rjopler_w Dt 4 My Permissions 4 | Power's
ministrator e

Permissions

| I want to... ~ |

| I want to... ~ |

| I want to... ~ |

I |Iwant to... ~ |I

| I want to... ~ |

The next screen you will see is called Editing Sharing Permissions. Click on the word
Edit.

1
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MyPortfolio Sharing Reporting  Recognition

Edit Sharing Permissions

The table below lists your property (ies) and the type of access you have granted to each person. You may
make any necessary edits and click "Edit Permissions”.

Sort by: | Property Name »

new Who gets to Share Forward?

Full Access - Automatically includes "Share Forward”
rights

Read Only - Automatically does NOT include "Share
Forward” rights

Custom - You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Exchange Data -You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

No Access Read Only Full Access Custom Access Exchange Data
Name (ID) o Access O
O
Energie NB Power Web Service O @®
Save Changes Cancel
40 of 48
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For electric meters you would like to remove from Energie NB Power’s access,
change the permissions level from FULL to NONE. Then scroll down and click Apply
Selections & Authorize Exchange button. This pop-up window will then close.

Select Access Permissions to Bathurst Engineering (NEP) for Energie NB Power Web Service.

Master Account Number =l
NB Power Meter or Recent 5 .
Read NB Power Account Number . . from Collective Bill /
Full . Bill Number / Numéro de .
Item None | Only I Numéro de compte Numéro de compte
Access | .- 3 compteur ou de facture A
Access d'Energie NB1 récente d'Energie NB2 principal de la facture
9 collective3
Propertyl 0O ) @®
Information
All Meter Information
Energy
Meters
Electric
eid ® o O | ]
Meter
-
Mnale A B
1 NB Power A t ! éro de pte d'Energie NB: Example: 9993399, NE Power Account number from your bill / Numéro de compie d’Energie NB qui parait
sur votre facture; Between 6 and 12 Characters
2 NB Power Meter or Recent Bill Number | éro de P ou de facture récente d‘Energie NB: Example: 999999; NB Power Meter number or Bill Mumber from a
recent bill. Leave blank if you intend to enter a collective account number in the next column / Numéro de compteur d'Energie MBE ou Muméro de facture qui parait sur une
facture récente. Laissez en blanc si vous avez l'infention de saisir un numéro de facture collective dans Ia col i : 1 and 10 Ch
2 Master A t from Collective Bill / Numéro de te principal de la facture collective: Example: 99999999; Account number from your collective bill's 7

Be sure to finish up by clicking on the Edit Permissions or Save Changes button to
finalize the change.

MyPortfolio Sharing Reporting  Recognition

dl i -

Edit Shanng Permissions new Who gets to Share Forward?

The table below lists your property (ies) and the type of access you have granted to each person. You may Full Access - Automatically includes "Share Forward”

make any necessary edits and click "Edit Permissions”. rights

Read Only - Automatically does NOT include "Share
Forward" rights

‘Custom - You decide, along with the individual
permissions for property, meter, goals and recognition
permissions.

Exchange Data -You decide, along with the individual
permissions for property, mefer, goals and recognition

permissions.
Sort by:| Property Name w
Read Only
No Access Full Access
Name (ID) P Access 5 Custom Access Exchange Data
O

Energie NB Power Web Service ‘ (@) ‘ @ Edit
Save Changes Cancel
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A green banner confirms that you have successfully edited you meter sharing
permissions.

Note: For unshared properties and meters: If you have stopped sharing your individual
meter or entire property with Energie NB Power, going forward NB Power will no longer
provide any use data, but any existing meter entries will not be removed from Portfolio
Manager. Additionally, your contact Connection with Energie NB Power will still be
preserved.

RE-SETTING AN EXISTING METER SHARE

5-5 If you have an existing meter share with Energie NB Power that is no longer
uploading data, or if you made a mistake when setting up a meter share (e.g., the
property has multiple accounts and the wrong one was associated with the meter),
use the following steps to fix your existing meter share.

Note: Do NOT use the “Edit My Contact’s Permissions” option to adjust an existing meter
share because Energie NB Power will not “see” your edits, even though your changes will
appear to have taken effect in Portfolio Manager. To Re-Set an existing meter share to fix
an issue, there are three steps required.: (1) un-share the property and its meters with NB
Power, then wait 1 business day for this to be enabled. (2) make your edits (for example
change your meter name to the 6 digit meter number). (3) then set up a brand new
share of the property and its meters with Energie NB Power using the correct
information.

5-5a - Step 1 Stop sharing your property and all associated meters with Energie NB
Power by selecting Remove Contact’s Access to Property from the Summary tab of
Portfolio Manager.
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View Contact: Energie NB Power Web Service (Connected)

Contact Information for Energie NB Power

Username: Energie_NB_Power (Connected) Country: CA
Job Title: ; Address: 515 King Street
Services Web d'Energie NB Power Web Services PO Box 2000, Station A

Fredericton, NB E3B4X1

Phone: I

Email: PMWS-SWPM@nbpower.com

Organization: Energie NB Power

Professional Licenses:

Properties Energie NB Power and | Both have Access to
Owned By (PDA): | Anyons v| Shared By: In Group: | All Properties v| | |

5 Energie NB
MName - Pmp?r_ty 4 My Permissions 4 Power's 4 Action
Administrator L
Permissions
| | 'want to... - |
| | 'want to... - |
| | 'want to... - |
| | 'want to... - |
| | 'want to... - |

A pop-up window will confirm that you want to remove Energie NB Power’s access
for this site. Click Continue.

(<]
You have chosen to remove Energie NB Power Web Service's access to m
(NEP). If you continue, this property will be removed from their account and in order for them to
re-gain access you will have to re-share the property with them. Are you sure that you want to
remove Energie NB Power Web Service's access to[ }?

ancel
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A green banner will confirm that you have stopped sharing your building (and
associated meters) with Energie NB Power. No new meter data will be uploaded
from NB Power for this site going forward. Existing meter data previously uploaded
into Portfolio Manager from NB Power will not be removed.

IMPORTANT NOTE: due to system limitations, the unshare must be processed before
proceeding to the next step. Please wait one business day for this to be processed. You
will not receive a notification of the unshare being processed by Energie NB Power.

5-5¢c - Step 2 Set up a new share with Energie NB Power for the property and its
meter(s). Follow the steps outlined in Sections 3-7 through 3-70 carefully, making
sure to enter all details correctly, such as the NB Power account number, NB Power
meter number, and / or master account number.

Note: You may find when you get to the step in 3-9b where the pop-up window opens
that the numbers you entered on your first attempt to share the property and its
meter(s) are still there. If you do see your old data, be sure to fix any errors in the
account number or other. If these fields are blank when the pop-up window opens, fill
them out again carefully. Be sure to select the permissions levels exactly as described in
Section 3-9b and 3-9¢, and then save your selections as described in Sections 3-9d and
3-9e. You should see a data upload from NB Power within 1-2 business days. If you still
do not see use data in your meter(s), or if you know you made a data entry error, repeat
the un-share/re-share steps described here in Section 4-5, correcting any inaccuracies in
data entry or permissions levels chosen.
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SECTION 6

Troubleshooting

Issue #1: | received a notification in Portfolio Manager that my meter sharing has
been declined OR | entered a meter sharing request for my building in Energie NB
Power’s Web Services and it's been more than one business day. However, my
energy data still hasn't been uploaded to Portfolio Manager.

Solution #1: Omitting one or more of the steps below will cause Energie NB
Power’'s Web Services system to be unable to process your request to upload
energy data. After carefully completing all these steps, you should see your energy
use history uploaded within one (1) business day.

1. When submitting your connection request to Energie NB Power, read the
Terms and Conditions and checkmark the “l agree” box. Then press Send
Connection Request.

2. When you initiate sharing the property(ies) of interest with Energie NB
Power, choose Exchange Data level of permissions.

3. In the pop-up window entitled “Select Data Exchange Access Permissions”, fill
out all fields marked with a red Asterisk. Be sure to choose Full Access on the
Property itself, and Full Access for each Meter you are setting up in Web
Services. Leave Permissions Levels for any gas meters set to None. Add the
NB Power Account Number, NB Power Meter Number and/or Collective
Billing Number, add Last Bill Date and Amount (with both dollars and cents),
if requested. When everything is entered correctly, press Apply Selections &
Authorize Exchange.

4. When the pop-up window closes, you must then click on Share Property(ies).

If energy data is still not uploaded within one business day, you may be requesting
data for a “closed” account. NB Power is unable to provide energy use history for
closed accounts. If your meter sharing request has been declined again, email your
Portfolio Manager property ID, Portfolio Manager meter ID, NB Power account
number, and NB Power meter number to NB Power’s Portfolio Manager Web
Services / services Web Portfolio Manager d’Energie NB - PMWS-
SWPM@nbpower.com for investigation.
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Issue #2: Energie NB Power's Web Services uploaded my energy use history, but |
still haven't received my benchmark score from Portfolio Manager.

Solution #2: There are many reasons why your facility may not have a rating. The
best way to find out why is to click on the link that says “N/A” next to the facility

name, where the score would otherwise appear. Reasons will be displayed. Also,
evaluating your data by running the Data Quality Checker can identify issues with
your record. This helpful tool is found on the Summary Tab of Portfolio Manager.

For additional assistance with Portfolio Manager and your benchmark score, visit
the Frequently Asked Questions page (http://energystar.supportportal.com)/,
contact the EPA’'s Help Desk (buildings@supportportal.com) or Natural Resources
Canada benchmarking webpage
(http://www.nrcan.gc.ca/energy/efficiency/buildings/energy-benchmarking/3691).

Issue #3: Someone left my company. How can | get access to their buildings in
Portfolio Manager?

Solution #3: The fastest solution is to directly contact your former colleague and
ask that they transfer the properties to your account.

Note: You must be connected to Energie NB Power Web Services BEFORE the
transfer to leave the meter sharing intact. However, if you are unable to contact this
individual and EPA can verify in the database that both accounts are registered
under the same company, EPA can transfer the properties on behalf of the former
owner. Send EPA a request through the EPA "Ask A Question” form. Be sure to
include both Portfolio Manager usernames and which properties you want
transferred.

To avoid similar complications and/or delays in the future, EPA strongly
recommends implementing one of the following procedures:

e Create a corporate account which “owns” all the properties and have an
administrator share properties with employees’ individual accounts as
necessary. When an employee leaves your company, this main corporate
account can “unshare” with them. It can then share with the account of the
person taking over the position.

e Ensure that all properties are transferred to the appropriate new property
data owner before an employee leaves your company.
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Issue #4: There are duplicate consumption records in Portfolio Manager for the
same billing period.

Solution #4: Two conditions can result in duplicate (or overlapping) consumption
records:

1. There were records already in Portfolio Manager when the initial history was
loaded by the system. Solution: delete whichever record you don’t want from
each billing period (see instructions in section 3-11).

2. There was a billing correction (rebate/rebill), resulting in a negative
consumption record for the same period as positive consumption. Solution:
normally you will see 3 records, a negative and a positive for the same
amount, plus a 3rd positive entry. Delete the two that match.

Note: Normally, if one billing period is estimated the following billing period will just be
the net amount to offset the actual vs the estimate, so no duplicate record will be
created. You do not need to make any changes in this case.

Issue #5: In some years, your building may not show a weather-normalized source
EUL.

Solution #5: Portfolio Manager includes metrics designed to ‘normalize’ conditions
that can affect how much energy you need to operate your property in a given year.
These effects are incorporated to help you better understand your energy
performance. The metrics restrict billing periods to a maximum of 65 days. In rare
cases, it is possible for the monthly billing period to exceed this. If this occurs, you
will need to manually split the billing period into two records.

To resolve this issue:

1. Click on the meter.

2. Select Display All Years in the search box.

3. Manually adjust all billing periods longer than 65 days by adding another
entry and splitting the consumption between the new record and the one
that was there.

4. Click Save Bills
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SECTION 7

Frequently Asked Questions (FAQS)

Does Energie NB Power Web Services apply to customers of other electric
utilities?

No, customers of Saint John Energy, Edmundston Energy, Perth Andover Light
Commission and any other utilities are not eligible for Energie NB Power Web
Services. Customers of those utilities will have to manually enter or upload their
electric consumption.

Who can | contact for assistance?

e Natural Resources Canada
Benchmarking website
Email (info.services@nrcan-rncan.gc.ca)

e US Environmental Protection Agency
Energy Star Portfolio Manager webpage
Online Helpdesk

For technical questions related to Energie NB Power Web Services, email your
Portfolio Manager property ID and Portfolio Manager Meter ID plus your NB Power
Account number and meter number and description of your issue to:

NB Power’s Portfolio Manager Web Services Inbox (PMWS-SWPM@nbpower.com)

Some material displayed herein is used by license or permission.

The name ENERGY STAR, the ENERGY STAR mark, the name Portfolio Manager, and the Portfolio Manager
logo are all registered trademarks owned by the U S Environmental Protection Agency.
© 2016 NB Power All rights reserved
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