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FIRST TIME BENCHMARKING GUIDANCE

This document contains instructions for completing and submitting your Energy and Water

Benchmarking Report.

Some building owners choose to hire a consultant or service provider to perform their benchmarking. The City

does not offer recommendations on consultants or service providers. For building owners who wish to benchmark
their building(s) themselves — please be sure to READ THROUGH THIS WHOLE DOCUMENT before getting started.

There are 4 main steps:

1.

SET UP YOUR ACCOUNT

ADD YOUR BUILDING IDENTIFICATION INFO

ENTER YOUR ENERGY & WATER DATA

SUBMIT THE LL84 REPORT

SET UP YOUR ACCOUNT WITH PORTFOLIO MANAGER

it is strongly advised that you view a short 26-minute video titled “A Step-by-Step Guide to Benchmarking
Using EPA’s Portfolio Manager” on how to use the Portfolio Manager software! This will greatly enhance
the ease of using this software.

Go to www.energystar.gov/benchmark. On the right-hand side of the page,

you will see a greyish-blue log-in box, and in order to create your account you
will have to click on where it says “New User? Register”, right above the Login i,
button.

Portfolio Manager Login

Forgot your username?

After setting up your account, you must add your facility as indicated in the Pazsword:
training video. This includes the general building info (ie. facility name,
address, year built, etc.), along with your Space Use Types (such as Office,
Nursing Home, Multifamily, etc.). Each space use type has various types of
space attributes.

Forgot Your Password?

New User? Register

[ Logn |

>>> NOTE: for Multifamily Residential buildings ONLY, you must fill in the data for ALL space attributes,
even though they are considered “optional”.

ADD YOUR BUILDING IDENTIFICATION INFO

Find your BBL AND BIN numbers.
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You can find your BBL (Borough-Block-Lot) number and
[ — ™\ your BIN (Building Identification Number) via the Dept. of
Houss & Buildings. Type www.nyc.gov/buildings into your web
|
[ — WYC Development Hub [IREEAE
Barough & ElectronicFiling (eFiling)
Pick a Boraugh v ' : — ] In the lower-left-hand corner of this screen, find

the “Buildings Information” lookup box, enter your
building info and click “Find”:

I want to... -

4 Licensing U A new window will then open that contains your
BIN and BBL numbers.

Choose One v

Search

b. Enter your BIN AND BBL into the CORRECT LOCATION in Portfolio Manager.

Follow the instructions found on the NYC.GOV website:
http://www.nyc.gov/html/gbee/downloads/pdf/140212 Where-to-ID-your-Property New-ESPM.pdf

Copied below for your reference:

NEW: ID Your Property NYC Local Law 84

Starting with 2013 reporting, there are new locations to enter the BBL and BIN;
both the 10-digit BBL and the 7-digit BIN will be entered into “Standard IDs”

MyPortfolio Sharing Planning Reporting  Recognition

Edit New Sample Office's Property Identifiers (IDs)

There are several different types of IDs that you can assign to your property. These IDs to help you cross-refer
wsing in addition to Portfolio Manager

Portfolio Manager Property ID

Your Portfolioc Manager Property ID was assigned when your property was entered into Portfolio
Manager and identifies your property to EPA

Portfolio Manager Property ID: 3625157

= Previously, the 7-digit BIN was entered into

i ” . . Custom IDs
the CUStom ID 1 ﬁeld' no Ionger USE thls ‘You can add up to § ecuslun;\ljs?lu“gast:‘wy e gent names. Only peoglll who have
ﬁeld fOI‘ the BlN _N access to this propeWiiielata will be able to see these custa
Custom 1D 1:
:_v> MName: | BIN ID- | 1234567
Custom 1D 2:
Name ID:

. . s P rty Nott
¢ PrEVIOUS|y| th81 O_dlg It B BL Was ente rEd Usreolphj(ollnwi:g :Saa to keep noles on your propeny.

into the “Property Notes” field; no longer e voun 11 T —
use this field for the BBL. H2s4s-1234

—

‘You have 827 characters remaining for your notes.
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NEW: ID Your Property NYC Local Law 84

1. In the property’s profile, click | | 3 scroll down to “Standard IDs” section
the tab called "Details”. 4. Choose “NYC Borough, Block and Lot (BBL)”, and
enter the 10-digit BBL(s)

5. Click “Add Another”

6. Choose “NYC Building Identification Number (BIN)”,
and enter the 7-digit BIN(s)

7. Click “Save”

Standard IDs

Standard IDs are those typically used as part of a data request by an organization (such as a State or
local government, or LEED). If you know your property is going to be part of a data request, you may
need to select and specify the relevant ID here

Summary Details Meters Goals Design

Standard ID(s):

2. In “Unique Identifiers (IDs)”,

. 2 [ NYC Borough, Block and Lot (BBL) v| ID: | 1-12345-1234| |
click “Edit”. - 2 e, < l
Add Another

Unigue Identifiers (IDs)

Portfolio Manager ID: Standard IDs
2855307
Standard IDs: 2 Standard IDs are those typically used as part of a data request by an organization (such as a State or
ey local government, or LEED). If you know your property is going to be part of a data request, you may
HRER, SR need to select and specify the relevant ID here
@ View Details & (Ds

. b Standard ID(s):
) You can select from Partfolia Managers

¥ Standard i to provids information 1 others NYC Borough, Block and Lot (BBL) 1122451234 | 3 RemovelD

in data requests. Of you can creals up 10 : -

three Custom IS 50 that you can cross

referance your property in ofher systems, N ;

@ NYC Building Identification Number (BIN) v| ID [12345671
Add Another

2

>>> NOTE: Please use the following convention when entering in BBL and BIN numbers:

BBL
= The first digit is the borough number, then a dash, the next five digits are the block number, and then

a dash and the last four digits are the lot number.

= Borough numbers are as follows: Manhattan = 1; Bronx = 2; Brooklyn = 3; Queens = 4; and Staten
Island = 5.

= If the block is less than five digits, enter zeros before the actual block number so there are five digits in
total (example: block number 845 would be 00845).

= [fthe lot is less than four digits, enter zeros before the actual lot number so there are four digits in
total (example: lot number 27 would be 0027).

=  For example, a building in Brooklyn, with a block number of 845, and a lot number of 27, would enter
the BBL as: 3-00845-0027.

=  For owners of multiple BBLs, you must enter each BBL separately as separate properties.

BIN

= |n the Unique Building Identifier field, you must enter your 7-digit BIN. There is no special format for
the BIN, just type in the 7-digit number and nothing else.
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= |f you have multiple BIN’s for your building, add them all separated by a semicolon ( ;)

» ENTER YOUR ENERGY & WATER DATA

The following information was taken from an ENERGY STAR Portfolio Manager Quick Start Guide
(https://www.energystar.gov/sites/default/files/tools/EnergyStar QuickStart 508.pdf)

Enter Energy & Water Data

To receive an accurate picture of
your building’s performance, you
need to tell Portfolio Manager how
much and what kind of energy and
water your building consumes.
Follow these steps to enter energy
and water data for your property.
Click on your property from the

MyPortfolio tab and then
select the Meters tab.

2. Click Add Another Meter.

Aboul Your Meters for Transhormation Filness

et Wi sk i fusion G0n i ek Wb Tha alad L ot ool

1 Energy Meber for Transformadon Fiinsss [chick mrvpthivg i ihe
Eabla b wesil]

e Mo L [

Farnesl Cas

A 'Water Marier for Transformaton Fiiness ohick iable ip edij

nin: Mama Imm il

w0 Jamawe (=]

T e e T e

lea? Lol Deis

Lamial Uein "Lt (18- ]

Continee e

Ewwr s
Daimsip?

3. Select the sources of your property’s energy and your property's water usage, identify the
number of meters, and then click Get Started!

4. Click on a meter to enter units and first bill date. If it is a bulk fuel purchase, select the
Enter as Delivery? checkbox. Then click Continue.

5. Click the gray arrow next to each meter to expand the section on the Your Meter Entries
page. Click Add Another Entry under the meter and enter data. Check Estimation if you
are not including measured data for the entry.

6. Click Finish Meter Set Up when you have finished entering information for each meter.

Select the boxes of the meters that total your property's energy and water use on the

Meters to Add to Total Consumption page. Click Apply Selections.

I piaN) (e
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View Results & Progress

MyPortfolia Sharing Planning Reporting = Recognitic

It is easy for you to see trends and to track Charts & Graphs

improvement for your entire portfolio of
buildings with a variety of standard graphs and
reports in Portfolio Manager. Follow these
steps to view reports about your properties
and to assess progress.

v Click the Reporting tab to view graphs and
reports for a property or portfolio.

v Click on the Charts & Graphs options to

Source L0V
What is the 101a) energy Foctprint of my propertes, including rw Fusl assccised with
generation and transmission?

instantly see colorful graphs of how your portfolio or group of properties is performing. You
can print graphs or download the images to incorporate into a presentation or document.

v \iew the Templates & Reports section to see a list of available standard reports, including
Performance Highlights, Energy Performance, and Water Performance. Select Generate New
Report from the Action drop-down menu to create a spreadsheet.

» SUBMIT THE LL84 REPORT

To submit your report, you must use the 2014 Reporting Template link on the LL84 How to Comply page:

About PlaNYC Green
Buildings & Energy Efficiency

i’

Greener, Greater Buildings
Plan
LL84: Benchmarking
LLB5: NYC Energy Conservation
Code (NYCECC)
LL&7: Energy Audits & Retro-
commissioning
LL88: Lighting Upgrades & Sub-
metering
Qutreach & Training

Greening the City's Codes &
Regulations

NYC Carbon Challenge

Financing & Incentives

Greening Public Buildings

Other Initiatives

Other Green Building
Resources

Contact Information

I piaN) (e

Green Buildings
& Energy Efficiency

SEARCH GO

Translate This Page TextSize: A A A

How to Comply

In order to comply with Local Law 84 (LL84), owners of buildings with entire lots of
50,000 square feet or more (1) as designated by the Covered Buildings List must use a
free online benchmarking tool called ENERGY STAR Portfolio Manager (2) to log
energy and water use of the prior year by May 1 of each year.

To submit your report and comply by May 1 deadline, input energy and water useage
data for January to December of the prior year into Portfolio Manager via the
compliance template created by the City: "NYC LL84 Benchmarking 2014 Compliance
Report.”

To quickly view specific sections on this page, click on the section titles below.

Submission to the City
Guidance for 2014 Reporting
Deadlines and Violations

2014 Submission to the City (for compliance by May 1, 2015):

To complete the benchmarking process, the newest reporting template must be
generated in Portfolic Manager. This new template creates a custom Compliance
Report that will then be submitted to the City to comply with LL84 for each property on
the Covered Buildings List. Templates are updated annually, so please make sure you
use the correct template for this compliance period. The latest reporting template is

+ 2014 Compliance Report Template
+ 2014 Compliance Report Instructions

Guidance for 2014 Reporting {for compliance by May 1, 2015):

Quick Links

» LL84: Benchmarking

» LL&7: Audits & Retro-
commissioning

» Financing & Incentives

» Carbon Challenge

» Special Inifiative for Rebuilding
and Resiliency

» PlaNYC

Printer Friendly Version
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1) Once you have reviewed all
errors and made any possible
corrections, select “Send Response”

2) Choose who gets capies of the
confirmation email

3) Choose file format for the data,
which will be sent as an attachment

to the confirmation email

4) E-Sign to certify release to the
City of New York

5) Enter username & password
6) Click “E-Sign Response”

5) Click “Send Data”

updated April 2015

MyPartfalio Sharing Planrnibng Reporting Recognition

Confirm Response to Data Request from City of New York (City of New York)

By clicking Send Dala, you will releass data 1o City of New Yark (City of Mlew Yark) You will recaive a confirmation amail with a receipt and 3 copy of fhe dala
attached

o-WhrJ ({besides you) should we send a confirmation email to? | About Releasing Your

Seled confacts from your contacts book: Data
Once you heve ChoBen 10 releass your
Goduguilur, Kishori - daia, Mhane i8 ns way 1o revact & Plaase

previsw your resert fo dentify any data
sEues befors sending to avoid
mcomplese or mcormect dats being
reiansed

our Comesl (CTRL] iy 80 ook o Saa palpation

About Signing Your

o n
o- What format would you like your data in for the email atachment? Response

Fizase provide login credentials
[ussrname and passwend] 1o
XML elecironcaly sign your response

& Excal

€ E-sion your Data Response

[#] | hereby certify thak | am redeasing data about my properiies, or on behalf of someone else fo
City of New York with City of New York

HUE UREIe, " <ENTER USER NAUE>

Send Data Jj BSET]

Your passwornd

After submitting your report, look for a confirmation email from donotreply@energystar.gov and save your
documents for three years following your submission. Save 1) a copy of the confirmation e-mail from the EPA;
2) back-up information regarding energy inputs; 3) a copy of energy input data entered into Portfolio

Manager.
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