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We are committed to providing accessible formats and communications supports. To
request an accessible format or communications support, contact us at 1-844-274-0689
or ewrbsupport@ontario.ca.

Similarly, if you need accessibility assistance using Portfolio Manager, please contact
us.
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About Ontario’s Energy and Water Reporting and Benchmarking
(EWRB) Initiative

Energy and water usage can represent some of the largest operating costs in your building, but
Ontario’s Energy and Water Reporting and Benchmarking (EWRB) initiative can help you:

e Save money by tracking your energy and water usage
e |dentify energy and water efficiency opportunities
e Compare your building’s performance to similar buildings

Under the Reporting of Energy Consumption and Water Use regulation, if a building is 50,000
square feet or larger, the owner needs to report the building’s energy and water use once a year
to the Ministry of Energy. Buildings 50,000 square feet and larger must start reporting by July 1,
2023.
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https://www.ontario.ca/laws/regulation/180506

The Portfolio Manager Guide and Other Resources

This document will guide you through the process of entering your energy and water consumption
data into Portfolio Manager specifically for EWRB reporting.

Here are some other resources that may help you with future questions about reporting:

e The EWRB homepage provides an overview of the initiative, reporting requirements and
benefits of reporting

e The Guide to Energy and Water Reporting provides detail on the EWRB reporting steps and
requirements, including building types, collecting usage data and exemptions

e The Portfolio Manager training website provides training content, demonstration videos and
how-to FAQs on a wide variety of Portfolio Manager features

Stay informed

The best way to stay informed about EWRB is to update your organization’s EWRB Reporting Lead
contact information. The EWRB reporting lead is the person who will receive EWRB emails for each
of the buildings which a corporation owns. You can update the information any time the contact
information for your corporation’s reporting lead changes.

To update your EWRB Reporting Lead contact information, please complete this form.

Contact us

If you have a question, please contact EWRB Support at 1-844-274-0689 or
ewrbsupport@ontario.ca.
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https://www.ontario.ca/page/measure-energy-and-water-use-large-buildings
https://www.ontario.ca/page/guide-energy-and-water-reporting
https://www.energystar.gov/buildings/training/training
http://www.forms.ssb.gov.on.ca/mbs/ssb/forms/ssbforms.nsf/MinistryDetail?OpenForm&ACT=RDR&TAB=PROFILE&ENV=WWE&NO=033-0042E

1 - Creating a Portfolio Manager Account

The following are the steps to create a Portfolio Manager account.

1. Open your web browser and go to the Portfolio Manager log-in page at
https://portfoliomanager.energystar.gov/pm/login.html.

2. Click on the Create a New Account button.

ﬁ"; ENERGY STAR® Helo

== Portfolio/\lanager® il

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of propertes. Mﬁgﬁ
Usemame '|| l Take a Training
Password: ’ |
[T ee— C' Learn More About
| fargot My ussmame Portfolio Manager

These links provide more information from

LI ]
Create a New Account EMERGY STAR and are not avsilable in French

‘fou are accessing a8 U.S. Government information system. System usage mey be monitored, recr nd subject to swdt. Unsuthorized use of the system iz prohibited and subject to
criminal and civil penalties. Use of the system indicates consent o monitoring and recording.

Follow U £
ollow Us (3 i i@ ‘{ Click on the Create a New Account button
\
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The screen will reload to show the Create an Account page. Enter the required
information. Fields marked with a red asterisk are mandatory.

m ENERGY STAR® Help | Login

Portfoliol\Vlanager® -

Create an ACCOUnt Already have an account? Sign In Here

Accessing Your Account _":‘J Getting Started

" . Please complete and submit this form to register for an
Username | ACME_PM ¥ Name Available pee an 9=
- account with Portfolio Manager. After submission, you
. will receive an email confirmation. If your email provider
Password: . v Sccure actively fillers spam, please add

"nareply@energystar.gov” to your address book to

Create a password that is at least 8 characters long and includes at least three of -
ensure delivery.

the following: lowercase letters, uppercase letters, numbers and/or special
characters (such as *, #, %, etc.).

Confirm Password: R v 4 Passwords Malch

About Yourself ||| Accounts for Organizations

First Name: [ John If you are creating an account that you intend to use as
your organization's account, then you may want to

. consider enfering your organization name in the first and
Last Name: | Smith last name fields in order to make it easier for other
Portfolio Manager users to find your organization
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4. Under the About Yourself section, for the Reporting Units field, select the
Conventional EPA Units (e.g., kBtu/ft?) option.

About Yourself
First Name: . [ John
Lasi Mamea = | Smith
Job Title: | ACME Property Administrator
Email | pmithi@acme ca

i o
Confirm Email | smithi@acme ca

now we never share your o OEIECE the Conventional EPA
Units (e.g., kBtu/ft?) option

Phane [4165851234 L
Country "[Canada ¢ i
I anmrisns Ewmmbialk | nal
[ Repaorting Linits ) Conventional EPA Units (e.g., kBtuf®) ]
) Metric Units {e.g., GJ/m®)
Street Address: (1234 Main Sirees

5. For the Searchability in Portfolio Manager section of the form, select the Yes
option.

Searchability in Portfolio Manager

Can other people ® Yes

search for you and send Mo | €= | Select the Yes option
YyOu a connection p
request?
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6. Once you have entered all the requested information, click on the Create
Account button to create the account.

7. You will receive an email message from Energy Star to activate your new
Portfolio Manager account. Within 24 hours, follow the instructions in the email to
complete the account creation process.
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2 - Entering Data

Once you have created an account and are logged in, you can start adding your data.
There are three different methods to add your data, listed below. This guide shows you
how to enter data using the web form.

1. Web Form: This method allows you to enter your data manually — one building
at a time — both for initial data entry and data updates.

2. Microsoft Excel - If you're already using Excel to track data or you have several
buildings, you may want to import your data straight from Excel. This method is
faster for large numbers of buildings.

This method is not recommended unless you have a good understanding of
Excel. This method does not automatically cover all the data requirements
needed to report for EWRB, so you will need to first use the web form method
described above for at least one property to understand which fields are required
for EWRB.

3. Web Services - Many leading energy services companies exchange data
directly with Portfolio Manager. These companies can upload your energy and
water data for you. If you decide to use web services provided by a third party,
you are responsible for ensuring the quality and accuracy of the data submitted.
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2.1 - Adding and Setting Up a Property

The following are the steps to add and set up a property.

1. Click on the Add a Property button under the MyPortfolio tab.

,\ PN ENERGY STAR® Welcomé

== Portfoliol\Vlanager®

MyPortfolio Sharing Reporting  Recognition

Properties (0)

[ ] €— | Click on the Add a Property button

Y |

2. The screen will reload to show the Set up a Property page. Select the property’s
primary function from the Your Property Type drop-down list.

Set up a Property: Let's Get Started!
Properties come in all shapes and sizes, from a leased space in 3
buildings. Since there are so many choices, Portfolic Manager ca Select the Pmperw Type
start monitoring your energy usage and pursue recognition! for your bmldlng
ACME Your Property Type
BANK We'll net into the details later. For now. overall what main ournose does you
| Convention Center Ii”
Leam more about Property Types
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3. In the Your Property’s Buildings section, indicate the number of buildings
included on the property.

( Indicate the number of

Lbuildings on the property
Your Property's Buildings ¢

How many physical buildings do you consider part of vour property?

() Mone: My property is part of a building
® One: My property is a single building
() More than One: My property includes multiple buildings (Campus Guidance)

How many?

4. In the Your Property’s Construction Status section, select Existing.

Your Property’s Construction Status

Is your property already buill or are you enlenng this property as a construction pregact that has not

wid haon » nereniedon b

® Existing: My property i bull, occupied andior being used | will be using Postfolio Manager o

track energyfwater consumplion and. perhaps, pUrsLe recognison

uslr'-g.Pc'rIfalm Mz 4 er o evaluate the enengy Efﬁl:lar;c:.- of the design progact
Test Property mod @ real property. | am anlenng it 1o test features, or fior othar

purposes such as 8 ming

Select Existing for your G
property’s construction status J
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5. Click on the Get Started! button to confirm your choices.

Your Property’s Construction Status

|8 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 andfor being used. | will be using Portfolioc Manager to
track energy/water consumplion and, perhaps, pursue recognition.
Design Project: My property is in the conceplual design phase (pre-construction); | will be
using Portfolio Manager to evaluate the energy efficiency of the design project
Test Proparty: This is nol a real property_ | am entering it to test fealures, or for other

Click on the Get Started! button S [ ],
-

6. The screen will reload to show the Basic Property Information page. Enter the
required information. Fields marked with a red asterisk are mandatory. Use
numeric values only with no commas when entering Gross Floor Area data.

Note: Gross Floor Area is different than Gross Leasable Area. The EWRB
initiative requires property owners to report a building’s Gross Floor Area. See
more on calculating Gross Floor Area on the EWRB Guide page.

Note: Occupancy is the percentage of your property’s Gross Floor Area that is
occupied and operational. See more on calculating Occupancy on Energy Star’s
Website.
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https://www.ontario.ca/page/guide-energy-and-water-reporting
https://energystar-mesa.force.com/PortfolioManager/s/article/How-do-I-determine-my-occupancy-1600088537609
https://energystar-mesa.force.com/PortfolioManager/s/article/How-do-I-determine-my-occupancy-1600088537609

( Fields marked with a red asterisk

About Your Prope,

Name

Country:

Street Address

City/Municipality
County
State/Province:
Postal Code
Year Built

Gross Floor Area

Imigated Area;

Locupancy

Property Photo
(cptional

Set Up a Property; Basic Property |

Tell us a litthe bit more about your property, including a name that you will use o Ilk up your property and iis address

I Bramblebemy Towers |
" canada w

[ 55 Eim Street |

I Sudbury |

" Omtario w

| I
Sq Ft » ) Temporary Value

are mandatory

I Canada |

Gross Floor Area (GFA) i the total proparty floor area, measured from the principal exterior
surfaces of the building(s). Do not include parking. Defalls oo what o includs

EmETE

20 ~ | %

Choose File | No file chosen
Select an image file on your computer with the farmat type of jpg, jpeg, .prg or gif, photos will be
resized o fit & space of 2.78 inches wida x 2 inches fal

7. Once you have entered all the necessary information, click on the Continue
button to proceed to the next page.

8. The screen will reload to show the How is it used? page. If your property has

multiple building uses, select the desired type of use option from the Add

Another Type of Use drop-down list and click on the Add button. For example,
a property may have an “office” and a “restaurant/bar” on the same property.
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Set up a Property: How is it used?

ig used,

Basic Information

Based on what you've told us so far, Portfolio Manager has sel up your property. Fill in the tables below lo provide more detailed information on how your progarty

Mame: Brambleberry Towers Country: CA
Property Type: Offsce Address: 55 Elrm Streat
Sudbury, ON P3C 182
Year Built: 1982
Property consists of: 1 building
If applicable, select the additional —y | ]
: . More Specifically? | Restawrant ¥
Type of Use from the drop-down list

and then click on the Add button

| busingss actrvities. This meludes administrative and professional offices

ey

9. Scroll to the next section of the page and enter all of the Property Use Details

for each type of use:

Gross Floor Area — If you specified multiple building uses for your property, the
combined Gross Floor Area for each type of use must be equal to the total

Gross Floor Area that you specified for the overall property in step 6.
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W Oifice Use . St Nams [ Detete |

oe refery (o buldegs used for the conduct of commerce’ or governmerts busTess pCivies TRy roludes pdmeugtretve pnd prodessonel o ces

Grona Flocr Aswa (OFA) shonid inciude oll EpRcE within the buldng|s) ncluding ofices. confererce rooms Bnd suditariums, brask rooms, kichess. iobbies
AIASE IS, CASETENiS, SAVE0E SPRES. SANNEEYE. RO ERvElnT Shafs

# ¥ou PR rESIBGTINTS, retel Of Services (dry clesnars| anthin the Cffoe. you showd most laely inglude the sgusre ‘ootsge and erergy in the O™os Property
Jia Thass e 4 & L

fd o0 vessrtunesoaped e
* If thp Hours of Oparsson difler by mora than 10 Rours from the sae Propety Uss

Temporary
Valkig

Pre mpetss Finm Tiataid LU

Currend As O

L Fi A = —
o Gros Flosr Ares 5.7 111652

- wEE i SElaud

o Number of Workery on Main $hift £ = || mietault

EEEE

oy Mumber of Compuaters W & defaul

W Peroent That Can Be Heated

it Poroent That Can s Costed S— Total combined Gross Floor Area
must equal total Gross Floor Area
specified for the overall property

W Tein Use Detad @ used 1o oaiculse the 1100 ENERGT ETAR Score

W Restaurant Use 3 et

Repirurand relers o bwldngs used for prepersten #od sae of rendy-io-ant 100 Bnd BEvETRGEE B T WHICH G0 N TH I0 IR CRRY Moo SPOpATTY TR DR
noioos 1RSI SESUNL CASLN, BND TN OiNeg TSGR

Gross Floor A should ~cluds BY space wiihn thae buidagls ACled g WiDSet S Shlal F'eEs O @ uas. ofcas ¥ Drwak OoTE. B0 SLICRDE BNEES
Grais Floer Ama should RSP IRSLSE Bny SUliCSRASenOr BRELNG SrEdl. But B S5ergy ke of th doas Suid ERould BE MeSied B yOUr $SRTgY MR
Curreng As Of Tempotary

Walkag

DU m

Gross Floor Area )] Eg. F

]
-

Weskly Opscating Hours wE

0113017 Iﬂ

a. A building may include more than one property use type (e.g., retail /
multi-residential) and if so you will need to indicate the various use types
in your building and provide the gross floor area for each use type in your
building.

b. Weekly Operating Hours, Number of Workers on Main Shift, Number
of Computers, Percent That Can Be Heated, and Percent That Can Be
Cooled are not required under the EWRB initiative. If you choose not to
enter these, Portfolio Manager will automatically assign default values for
the building.
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10.Scroll to the Parking Use section and, if applicable, enter the Parking Use
Property Use Details. Portfolio Manager tracks area entered in the Parking Use
section separately from property Gross Floor Area, so you should NOT include
parking area in the total Gross Floor Area for the overall property.

W Parking Use

Delete
i-‘all"lg refers i ul-r'qu'; and ks usaa for DBI'ICII"] wvehicles. This inchluses ¢ DAk I ArING ana
Jerg 2] D I*] 1 P arking siructures may b fnee stanging :|r Dh'. '&i’ a||'| cnncrl-r' Iﬁ ‘1|," D np-cm.
Property Use Detail Value Current As OF :;T:ED’“W
Dpean Parking Lot Size B FL » QD208 W
Fartially Enclosed Parking Garage Size g Ft v 012018 m
Completely Enclosed Parking Garage Size Sq FL v 012018 m
Supplemental Heating - Use 8 detaull T 11

i

If applicable, enter property use
details in the Parking Use section

11.Click on the Add Property button at the bottom of the page to confirm your

changes. The screen will reload to show the Summary tab on the property’s
profile page.
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2.2 - Adding Your Building's EWRB ID

Once you have completed adding and setting up a property in Portfolio Manager, you
will be presented with the property’s profile page. From this page you can view
summary information, enter the property’s details, energy, and water usage, and more.

To successfully submit your report, it is essential that you enter your building’s
Ontario EWRB ID information in the Details tab of the property’s profile page.

The following are the steps to add your building’s EWRB ID to the property
profile.

1. Continuing from where we left off in the previous section, click on the Details tab
of the property profile page.

MyPortfolio Sharing Reporting Recognition

Congratulstions! You have successfully created your property.

MNext, you can:

= Add energy use information, so that you can see your energy performance metrics.

By Not eligible 1o spply for
Brambleberry Towers pas Notelabe o sooy

55 Elm Street. Sudbury, OM P2C 152 | Msp It Certification

Porifolio Manager Properly |D: 8128155
Year Buili: 16892

s Edt

Click on the Details tab of the
Summa ils En-ﬁ
wl - e {pmperty profile page

Property Profile (Future enhancements)

This section will be deleted in 2018, except for the .
property photos which will remain. More information Metrics SU[T'II'TIEI':,I'

=

19 of 60



2. The page will refresh to show the Details section. Scroll down the page to view
the Unique Identifiers (IDs) section and click on the Edit button found in the

section.
Summary Details Energy Water Waste & Materials Goals Design

Basic/ Information Property Uses and Use Details

BT e e » View as Diagram |Add Another Type of Use

Test property that is one single building

Property GFA - Self-Reported: Name Property Use Type E

54,340 Sq. F1.

Occupancy: p» Convention Center Use Convention Center 5
m Restaurant 5

P Restaurant Use

/Unique Identifiers (IDs)

Portfolio Manager ID:
6023547

Custom IDs: None

Standard IDs: None

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

A\S

~N

to upload your information.

Property GFA by Use

Restaurant:
707 %

Property GFA (Buildings): 6
Property GFA (Parking): 0O

ﬂ, To add multiple uses and buildings to this pro

Click on the Edit button

T onuenfinn
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3. The screen will reload to show the Edit Property Identifiers (IDs) page. Scroll to
the Standard IDs box. From the Standard IDs drop-down list, select the Ontario
EWRB ID option. In the “ID” field, enter the unique six-digit Ontario EWRB ID
number for your property. For more information on getting the Ontario EWRB ID
for your property, see page 7 of this document.

o Important: Your data will be rejected if you do not enter the correct
Ontario EWRB ID for your property.

Standard 1Ds

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.

Standard 1D(s):

[ Ontario EWRB ID v [n: | 123456 ]

Add Another

4 A

Select the Ontario EWRB ID option from the drop-down list, and
then enter the EWRB ID. The number here is an example only.

4. Click on the Save button to confirm your changes and proceed to the next step.

21 of 60




2.3 -

Adding Property Notes

The following are the steps to add property notes to the property profile. This
section is optional.

1.

Once you have entered your Ontario EWRB ID and saved your changes, you will
be returned to the Details tab page. Scroll to the lower part of the page and
locate the Property Notes section. Click in the Property Notes field and enter
the legal name of the person or company that owns the property, then click on
the Save Notes button just below the field to save your changes.

Property Notes

Use the following area to keep notes on your property.

ACME Properties Inc

i)

Enter the legal name of the person
v{ or company that owns the property

~

. | ez |
Click on the Save Notes
button to save your changes
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2.4 - Adding Energy Meters and Energy Consumption
Data
The following are the steps to add an energy meter to the property profile.

1. Continuing from the previous section, scroll to the top of the property profile page
and click on the Energy tab.

Year Built: 1992
/ Edi Ba

Summary Detalls “é Click on the Energy tab

Property Uses and Use Details

Baszir Infarmatinn

2. The page will reload to show the Energy tab page. In the top right corner of the
tab page, click on the Add A Meter button.

Sumimary Details Energy Water Waste & Materials Goals Design
Meter Summary Meters - Usad to Compute Meatrics (0) Add A Meter
0 Energy Meters Total =, View as a Diagram
In order to receive metrics for your
property, you must provide meters. You
have not entered any meters yet
Add A Matar I There are currently no er”

- = o engngy usage and recei
urrent Energy Date information about vour .
——— 1 Click on the Add A Meter button
p S/
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3. The screen will reload to show the Sources of Your Property’s Energy page.
You will be presented with a list of energy source types — some are normally
metered (e.g., electricity and natural gas) while others are often measured
another way (e.g., propane and wood). Select all of the types that apply to your
property. Depending on the type of meter selected, you will be prompted to select
additional related options.

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

~

[] Deesel

] Fuel Oil (No. 4)

] Coal (anthracite)

"] Kerosene

\Cﬂh@ﬂ

Electric
[+ purchased from the gnid

How Many Maters? |1

[] generated onsite with my own solar panels
[[] generated onsite with my own wind turbines

Matural Gas

How Many Meters? [1—
Propane

Fued Oil (No. 2)

Dustrct Steam

Dustrict Hot Walter

Dustrct Chilled Water
Fuel il (No. 5 and No. 6)
Coal (bituminous)

Coke

Wood

Fuel Oil (Na. 1)

5

Select all of the energy
source types that apply
to your property

Click on the Get
Started! Button to save
your changes

v

4. Click on the Get Started! button and proceed to the next step.
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5. The page will reload to show the About Your Meters page with a table listing the
meter types you selected in the previous step. Under the Meter Name column,
click on the name for the first meter type listed and enter the desired label for the

meter.

About Your Meters for Brambleberry Towers

2 Energy Meters for Brambleberry Towers (click table to edit)

Other Date Meter

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

] Meter Name Type Type | Units became Active
] | Natural Gas Natural Gas
-l CeClic ond ivieier E|EC1I‘IC - GI‘Id

In Use? Date Meter En
: became Inactive | De
Wi
v

A

Click on the name for the Meter Name field
and enter the desired label for the meter

-

-

6. Click the cell in the Units column. The fields for the meter will become active and
you can select the same unit of measure for the meter as you have for your
usage data. For example, for electricity, the most common unit of measure is
kWh (kilowatt hours) and for natural gas, the most common unit of measure is m?

(cubic meters).

D § Meter

In
b | 'me Active

Mater Name Type Units

Electric Grid Meter Electric - Gnd

Select the unit of

O Union Gas Natural Gas w Cubizc meters il E j@_‘ measu re from the
Units drop-down list
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7. Under the Date Meter became Active column, click on the calendar icon and
select the date the meter became active. Portfolio Manager will only allow you to
enter usage data with dates later than the date the meter became active.

1 Meter Name

k| |Matural Gas

Type

[Natural Gas |

Other
Type

[] | Electrj

X Delete Sel
Add Anott

Select the date the
meter became active

Cubic meters |

—

~

L

1
2
2

\<

Date Meter
became Active

ez R

Su

Date Meter\ i

7
e became Inactiv I

—_—
November 1992 L]

Mo Tu We Th Fr Sa
1l 3 4 5 s 7
8| 9 10 11 12] 13] 14
s 18| 17| 18/ 19| 20/ 21
2 23| 24| 25 26 27 28

9 30 ! /ﬁ

8. If you have specified more than one energy source/meter type for the property,
repeat steps 5 through 7 for each type.

9. Once you have entered the necessary information for all meters, click the Create
Meters button to confirm your changes and proceed to the next step.

Oahvar

Meter Mame Type Type Uhnits:

Union Gas Hatural Gas Cubic malers
KWh {Bpusand

Tororio Mydno Electric - Grid Veatl )

Date Mater
became Active

11021592

11021992

Dato Mater
became Inactive

Enter as
Deelivery?

Im Lse?

(=

=

Enter the information
for all meters

[ Create Meters

J

A

Click on the Create Meters button
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10. The screen will reload to show the Your Meter Entries page. In the section for
the first meter, click on the Click to add an entry link.

Your Meter Entries for Brambleberry Towers

Mow we need actual energy consumphon informaton in order 1o stai provading you with your metncs and, possbly, your sconel

2 Energy Meter(s) for Brambleberry Towers

W Union Gas

Start Date End Date Linacm, o1

| E— € Click on the Click to add an entry link

L.

11.Under the Start Date column, click on the calendar icon to select the start date
for the first reporting time period for the meter.

Start Date End Date Usage
Cubic meters

01/01/2017 535 3
O January 2017 0
XK Djat
Ali/ Su Mo Tu We Th Fr Sa Select the Start Date
Lbir €| ofthe first reporting
4L LE o[ 3l 4| sl 6| 7 : :
time period
8 s 10/ 11| 12| 13| 14
L]ol
15/| 16| 17/| 18| 19/ 20/ 21
| : 22 23 24 25 26 27
t

| 29 <0 3
< noose File | No file chosen

Note: If you are unable to obtain meter consumption data that begins on January
1 and ends on December 31, you can enter data that includes consumption
outside of the reporting year. Portfolio Manager will then prorate the consumption
data.
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Example: You need to report your energy consumption from January 1, 2018 to
December 31, 2018 and your billing cycle ends on the 20" of every month.
e The first reporting time period you enter will have a Start Date of
December 21, 2017 and an End Date of January 20, 2018.
e The second reporting time period will have a Start Date of January 21,
2018 and an End Date of February 20, 2018.
e The final reporting time period will have a Start Date of December 21,
2018 and an End Date of January 20, 2019 (for a total of 13 monthly
entries).

Note: Billing cycles cannot overlap. This will result in an error.

12.Under the End Date column, click on the calendar icon to select the end date of
the first reporting time period for the meter. Whenever possible, report your
usage using the smallest available time periods. Portfolio Manager cannot
weather-normalize usage data reported in periods longer than 65 days and will
not be able to calculate your building’s energy use intensity.

Start Date @ Date Usage \
Cubic meters

01/01/2017 &2 | 01312017 53
January 2017
Delete Selected Entries
Add Another Entry Su Mo Tu We Th Fr Sa
& Learn how to copy/paste 1 2 3 4 5 6 7

8 9 10 M 12 13 14
o]

Ik
Select the End Date wal 15 16 17 18 13 20 21
the first reporting time W 22 23 24 25 26 27 28

ds §:et
period for the meter /E \29 GOE /
chose
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13.Enter the consumption data for the selected reporting time period. If the building
has not consumed energy at this meter or source during the time period, ‘0’ must
be entered.

Usage .
Start Date End Date Cishic maters Total Cost (S)
1312017 11312017 5603

A

Enter consumption data

Note: You can also enter your cost information in the Total Cost information
field, but the EWRB regulation does not require it and it will not be shared with
the Ministry of Energy.

14.Click on the Add Another Entry and repeat steps 11 through 13 for each
reporting time period until you have finished entering consumption data for the
full year. Ensure that the Start Date of your new entry is the same day, or one
day after, the End Date of the previous entry.

Usage
Start Date End Date Cubic meters
173172017 113172017 5603
02/01/2017 B3 | [o2i2812017 5353

Nelata Salartad Frtrieg

| AddAnctherEni | @@==| Glick on the Add Another Entry link to

| - Rsa i i enter additional reporting time periods

.
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15.When you have completed entering consumption data for the full year in the
section for the first meter, scroll to the section for the next meter (if you have

more than one) and repeat steps 10 through 14 for each meter that makes up the
property’s energy use.

16.When you have entered all of the consumption data for all of the meters, click on
the Continue button to proceed to the next step.

If you add more monthly entries at a later time, click on the Save Bills button
when you have entered all of your usage data for the meter(s), then click on the

name of your building at the top of the page to take you back to your building’s
Summary tab.

17.The page will reload to show the Select Energy Meters to Include in Metrics
page. Select all the meters that make up the property’s energy consumption and

click on the Apply Selections button to complete the process and continue to
the next section.

Select Energy Meters to Include in Metrics

Tell us whech mebers. o nchude wheen calculabing the Fress: mabres ko F L - Trstenrs aA fhal wa Fan Aermards wei with e ol s rorsia Aeinc s possible

Summarny éﬂg}' Meters \

Select all meters (o be included in your Energy meincs. (Hivt Most melers should be mchaded unless they
2 Brg 5L gledE. )
Hame
hlalars reprasantng the Mater [0 Type
todall Energy consumplion
AMIHE0ETy | wiig (8 B | alEem Hatural
single busldng)) I2TE0BE4 ity
p— -
el I TEOBES Elscine - Gnd

L-;%? About Sub-meters Total of 2 meters). Tell us what this mpresants

¥ y0u have suD-malers 1o measre & Thesa meles(s) account far the lotal energy comsumpbon Tor Bramblebesry Tomers (8 sngle
araegy of wader corsumption for a bunlding)
specific purDose, and you also Fave

These meter(s) da not account for the iotal ensrgy consumption for Brambletermy Towers (@ sngle
B FEsier Meler (which measures

building))
foital coPsuUmphon], Counang Do of

Tiome masers would double count

FOUF SONSIROBON Shd Sl o

MEE (8.9, Aically incrednse

your Sie Erargy LUse Intensty] ¢

Select all the meters that make up the e Select
property’'s energy consumption and click > _
on the Apply Selections button J
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2.5 - Adding Water Meters and Water Consumption Data

The following are the steps to add water usage to the property profile.

1. Continuing from the previous section, scroll to the top of the property profile page
and click on the Water tab.

Summary Details Energ Water \las.e.ls Click on the Water tab

Meter Summary Energy Use by Calendar Month

2 Energy Meters Total -

2 - Used to Compute Metrics ) M
[ Ak

2. The page will reload to show the Water tab page. In the top right corner of the
tab page, click on the Add A Meter button.

Summary Details Energy Water Waste & Materials Goals Design
Meter Summary Water Meters - Used to Compute Metrics (0) Add A Meter
0 Water Meters Total « « View as a Diagram
In order to receive metrics for your
property, you must provide meters. You
have not entered any metars yet.
Add A Meter T Inorder to receive water
have not entered any met

L Click on the Add A Meter button
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3. The screen will reload to show the Your Property’s Water Usage page. You will
be presented with a list of potential meter types. Select all of the types that apply
to your property. Depending on the type of meter selected, you will be prompted
to select additional related options.

Your Property's Water Usage
What kind of water do you want to track? Please select all that

/_J: Municipally Supplied Potable Water \ Select all of the meter
[] Indoor
1 Cutdoor t}'pﬁﬁ that apply to
~ Mixed Indoor/Outdoor your property

How Many Meters? |1

] Municipally Supplied Reclamed Water
] Well Water

\Z ] Other: | _/

[ Get Started! ]ul

Click on the Get Started! button
to confirm your changes

4. Click on the Get Started! button and proceed to the next step.

32 of 60



5. The page will reload to show the About Your Meters page with a table listing the
meter types you selected in the previous step. Under the Meter Name column,
click on the name for the first meter type listed and enter the desired label for the

meter.
Other Date Meter
Meter Name Type Type S became Active
Greater Sudbury Potable Indoor v =]
F'OI&DI%UTGOOI Meter Potable Outdoor

Click on the name for the Meter Name field
and enter the desired label for the meter

6. Click the cell in the Units column. The fields for the meter will become active and
you can select your preferred unit of measure for the meter type.

. Othe Date Meter
Meter Name |  Select the unit of Units

Type became Active
measure from the

Greater Sudb Units drup-d list é Cubic meters v m

Fotable Culd
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7. Under the Date Meter became Active column, click on the calendar icon and
select the date the meter became active. Portfolio Manager will only allow you to
enter usage data with dates later than the date the meter became active.

Other Date Meter Dam
Meter Name w“ T"p. Units became Active In Use? Inactive
Greater Sudbury Potable Indoor Cubic mebers v m o

Polable Outdoor Meter 0 January 2017 o

00 Dot Bpdnted Enbias Select the date the i
At Another Entry meter became active =

8 2 10 1"n 12 13 14

Su Me Tu We Th Fr Sa

K

] & 5 &

15 % 17 1 19 20 2
a2 23 24 25 % aa Ei=

i 28 0 N _/

8. If you have specified more than one water meter for the property, repeat steps 5
through 7 for each meter.

9. Once you have entered the necessary information, for all meters, click the
Create Meters button to confirm your changes and proceed to the next step.

oaner Date Mster Date Bleter pecame
Meter Mame Units In se?
Type Type BELAME ACld Inyete
Greater Sudbury URities Potabie Indoar Cubic mehers oM T #
Foaantain Podable Ouldoor » CUBH maeers ¥ AT m +*

o= |-
A

Click on the Create Meters button

Enter the information ]
for all meters J
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10. The screen will reload to show the Your Meter Entries page. In the section for
the first meter, click on the Click to add an entry link.

Your Meter Entries for Brambleberry Towers

Wow we need aciual energy consumplion information in order 10 start providing you with your metrics and, possibly, your scorel

2 Water Meter{s) for Erambleberry Towers

W Greater Sudbury Utilities

Start Date End Date

m— Click on the Click to add an entry link to
Aok iz 2 ar sl < start entering data for the selected meter

I Delele Selecied Entnies

11.Under the Start Date column, click on the calendar icon to select the start date
for the first reporting time period for the meter.

Start Date End Date Usa;_}e
Cubic meters

01/0122017 353 )
O January 2017 0
J. e e Select the Start Date
| of the first reporting
S "—’E 2|3l 4l 8] &l 7 time period
8l 8| 10 91 12/ 13/ 24
L]ol
15 16 17 18 19 20 21
| c 22/ 23| 24| 25/ 26/ 27/ 28| |22

t 20 30 31
wnose File | No file chosen

Note: If you are unable to obtain meter consumption data that begins on January
1 and ends on December 31, you can enter data that includes consumption
outside of the reporting year. Portfolio Manager will then prorate the consumption

data.
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Example: You need to report your energy consumption from January 1, 2018 to
December 31, 2018 and your billing cycle ends on the 20" of every month.

The first reporting time period you enter will have a Start Date of

December 21, 2017 and an End Date of January 20, 2018.

2018 and an End Date of February 20, 2018.

The second reporting time period will have a Start Date of January 21,

The final reporting time period will have a Start Date of December 21,

2018 and an End Date of January 20, 2019 (for a total of 13 monthly

entries).

Note: Billing cycles cannot overlap. This will result in an error.

12.Under the End Date column, click on the calendar icon to select the end date of
the first reporting time period for the meter. Whenever possible, report your
usage using the smallest available time periods. Portfolio Manager cannot
weather-normalize usage data reported in periods longer than 65 days and will
not be able to calculate your building’s energy use intensity.

Start Date

mozoT

-

Ik
Select the End Date W

of the first reporting

time period

4 Date

0131207

Su Mo

1 2
8 8
15 16

22 23

Usage
Cubic meter

g
January 2017

Tu We Th Fr

3 i 5 &

10 11( 12| 13

17 18| 19| 20

24 25| 26 | 27

e |

)

Sa

7
14
21
28

30 = ;_-I

Qg /
chos
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13.Enter the consumption data for the selected reporting time period. If the building
has not consumed water at this meter during the time period, enter ‘0'.

Usage
Cubic meters

Start Date End Date Total Cost ($)

12017 173112017

Enter consumption data

Note: You can also enter your cost information in the Total Cost information
field, but the EWRB regulation does not require it and it will not be shared with
the Ministry of Energy.

14.Click on the Add Another Entry link and repeat steps11 through 13 for each
reporting time period until you have finished entering consumption data for the
full year. Ensure that the Start Date of your new entry is the same day, or one
day after, the End Date of your previous entry.

Usage
Start Date End Date S
11172017 113172017 473
02/01/2017 E 02/28/2017 =

Add Another ENtrY | o Click on the Add Another Entry link to
~1e enter additional reporting time periods

p

15.When you have completed entering consumption data for the full year in the
section for the first meter, scroll to the section for the next meter (if you have
more than one) and repeat steps 10 through 14 for each meter that makes up the
property’s water use.
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16.When you have entered all of the consumption data for all of the meters, click on
the Continue button to proceed to the next step.

17.The page will reload to show the Select Water Meters to Include in Metrics
page. Select all the meters that make up the property’s water consumption and
click on the Apply Selections button to complete the process and continue to
the next section.

Select Water Meters to Include in Metrics

Tedl us which mEIers 10 incluse when Calk uian- T

Summary Water Meters

Sehect il metes o be inclucad in your Waler meinics. (Hink Kosl meters showld De mcided unkess they

2 are sum.melers )

Name

Please bl us whdl you Meter ID
meters represent

Tvpe

*  Polable Indoor

3sea0az?

@ | Liuman Potatie Ouldoor
ﬁ About Sub-meters 35580329 )
I S T — Total of 2 water mwter(s]. Tell us what these meten(s) measure
anagy of waker consamphon for a T s el - 1 :
macilc pamcas. vl vou ies have TesE MElEr(s) accounl fof e total waler consumplion for Brambieery Towers (@ smge bulding)
B MARMT el |wheth FRABUTEE These meter(s) do not account for the fotal water consumpdion for Eramblebeimy Towers (@ single
total consumplion). counting bath of buikding)

those meders woukd doulds cound
yEu COPEUMpIon and siew your
malnes (8 g . arshcialy increnie
port Sibe Enengy Use Inbensty _/
ﬁ Apply Selections i
Select all the meters that make up the w [— ]

property’s water consumption and click on
the Apply Selections button
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2.6 - Third-Party Certifications

The following are the steps to add a third-party certification (if the building has
one) to the property profile.

1. Continuing from the previous section, scroll to the top of the page and click on
the Goals tab.

Summary C"Gk on the Goals tab Lasteumaﬂul Goals Design

Meter Summary

Water Use by Calendar Md

2. The screen will reload to show the Goals tab page. Scroll to the bottom of the
page and click on the Start the Checklist button.

Checklist Complete: =

0% Sustainable Bulldings Checklist

W Yes 0% The Sustainable Buildings Checklist evaluates sustainability in existing buldings. It was first
Not Applicable 0% developed for LIS federal buildng managers to achieve the 2008 Federal Guiding Principles fior

I ho 0% High Performance Sustanable Buddings. it can alsu be ilwd for non-government hunldlngs For
In Process 0% guidance in using the 2008 Checkisl, see How 1o s Syslainabbe Buddings |

B Hot Assessed 100%

Updates to this Checkdst o reflect the 2 1g NEiE ples are on hod. In the meanl.me the
2016 Guiding Principles can be frac kvad n US federal buildings using this spres
altarnatreog

adshaat

Click on the Start the Checklist button

5lurl the Chechklist
at the bottom of the Goals page >
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3. The screen will reload to show the Sustainable Buildings Checklist page. In
the About this Checklist section of the page, click on the Select a Third Party
link.

Sustainable Buildings Checklist: Brambleberry Tq¢

The Sustainable Buildings Checklist evaluates sustainability in existing buildings. It was fir
F-Edafal Guiding Principles for High Performance Sustainable Buildings. It can also be use
1€ Guiding Principles are on hold. In the meantime, the 2016 Guiding Principles can be

About this Property

Property Name: Brambleberry Towers [ view Detasils 8 |Ds

About this Checklist (Last Updated: 08/30/2017)

f_
Estimated Date of |
Sustainable Buildings Click on the Select a Third
Checklist Compliance .

Party link

Actual Date of Sustainable | \“ —e
Buildings Checklist
Compliance
Third Party Certification Mone [/ Zelect a Third Party
Checklist Manager Select Contact w| Add Contact

4. The screen will reload to show the Add/Edit Third Party Certifications page. If
your property has any third-party certifications, please report them in this section.
Two common certifications, LEED and Green Globes, are listed. If your building
has another certification, add it in the Other section. Enter the required dates,
then click on the Save Certifications button to confirm your changes and
proceed to the next step.
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Add/Edit Third Party Certifications: Erambleberry Towers

Enter your third party certificat
Third-paity Cetification? /:__EED Cerification \

Targed Date of Cemmcabon ) DeQ0I0T m
Artsal Date of Cemificabon oe202017 m
Green Giobes

# Oher | BOMA Best

Target Date of Cemnificabon ) TAR0N6 m

k Actual Dase of Cenficabon: 772016 W

(Selec:t the applicable certifications,
enter the required dates, and click
on the Save Certifications button

-> | D

J

5. You will be returned to the Sustainable Buildings Checklist page. Scroll to the
bottom of the page and click on the Save & Close button to confirm your

changes and proceed to the next step.

Motes/Comments:

(

Click on the Save & Close
button to confirm your changes

[Save & Close | | [ave & Continue >> [0
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2.7 - Checking for Possible Errors

o Important: The Data Quality Checker is NOT a substitute for data
verification because it does not identify all issues. A certified
professional will need to verify data for properties with a gross floor area of
100,000 square feet or more — see the next section for more details on data
verification.

The following are the steps to check for possible errors in your property’s profile.

1. Continuing from the previous section, scroll to the top of the page and click on
the Summary tab.

Summary ]L& E Click on the Summal‘y tab Goals Design
Energy Performance — Metrics Comparison for Your Property & '
(kBtu/ft?) -

2. The screen will reload to show the Summary tab page. Scroll down the page and
locate the Check for Possible Data Errors section. Click on the Check for
Possible Errors button.

Check for Possible Data Errors

Run a check for any 12-month time period to see if there are any possible errors
found with vour data

Click on the Check for —_ ]

Possible Errors button
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3. The screen will reload to show the Data Quality Checker page. Select the
Year Ending date for the error check — it will be December 31 of the year for

which you are reporting data.

Data Quality Checker for Brambleberry Towers

The Data Quality Checker will help you find potential emors and unusual data within a given year. Select y
inks to wiew or comect your data as needed

Select Timeframe & Run Checker

We check data for a full year (12 months) of meter consumption and Property Use Details (called a
ker” 1o see possible data issues

[ Year Ending “[Dec31  |v| EEI"IEi']

Select the Year Ending
date for the error check

4. Click on the Run Checker button to initiate the property profile check.

Data Quality Checker for Bra

The Data Quality Checker will help you find potentia
links to view or comact your data as needed

lect y

Click on the Run Checker
button

Select Timeframe & Run Checker

We check data for a full year (12 months) of meter consumption and F *.-ﬂ-_.l Lise Details (called a
Metric Year). Select a Year Ending Date and click “run checker” to see Gassible data issues

Year Ending o3 [v] (2076 [ ]
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5. The Data Quality Checker will notify you immediately if there are any issues
with your data. Please attempt to fix all issues, particularly those marked with a
red alert icon. You can follow the links in the alerts to view and correct your data

as needed.

Data Quality Checker for Brambleberry Towers

The Data Quality Checker will help you find potential errors and unusual data within a given year. Sebect your y|
links 1o wiew or cormect your data as needed

Select Timeframe & Run Checker Exampde of an alert. This

We check data for a full year (12 months) of meter consum| i i
Metric Year). Select a Year Ending Date and click “run checki one I1s fﬂr mmplete data

Year Ending’ "[Dec 1 [w] [2016]%] ¢

0

Problem: The following maters do not have 12 full calendar months of meter entries for
the year selected (01/01/2016 - 12731/2016)

[' onGas (mscfa b or 125 Eollow the links in the alerts to view
What to do: and correct your data as needed

= [ you think this is a mistake, click
\ meler and make comections if necessary. J

m Weekly Operating Hours appears unusual for the year selected.
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6. After you have addressed each of the alerts in the Data Quality Checker, click on
the Cancel link at the bottom of the page to return to the Summary page.

+ 1T you Think This 15 a mistake, CICk e INks above 10 review e enlnes 101 each
meter and make comrections if necessary

. Weekly Operating Hours appears unusual for the year selected.
b There is no identified weather station.
b Pro

Click on the Cancel link to return to
the Summary page
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2.8 - Data Verification

o Important: Properties with a gross floor area of 100,000 square feet
or more are required to have their data verified by an accredited or
certified professional. To view data verification requirements and examples
of acceptable accreditations and certifications, go to Data Verification
Requirements.

The accredited or certified professional will conduct a review of your data
to ensure there are no errors.

The following are the steps to enter data verification information in your

property’s profile after your data has been verified.

1. Continuing from the previous section, scroll to the top of the property profile page
and click on the Details tab.

Summary [ Details JEP Click on the Details tab
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2. The screen will reload to show the Details tab page. Scroll down the page and

locate the Unique Identifiers (ID) section. Click on the Edit button found in the
section.

Unique Identifiers (IDs)

Portfolioc Manager ID:
6023547

Custom IDs: 2 view
Standard 1Ds: 1 view

[ /] Vou can select from Portfolio Manager's
Standard D= to provide information to
others in data requests. Or you can create
up to three Custom IDs so that you can
cross referance your property in other
Systems

 Edit] < In the Unique Identifiers (IDs)
section, click on the Edit button

3. The screen will reload to show the Property Identifiers (IDs) page. In the

Custom IDs section, under Custom ID 3, enter “Data Verification” in the Name
field.

Custom IDs

You can add up to thre nly people who have
access to this property | - Enter the name for Custom ID 3

Custom ID 1: exactly as shown here

Mama:

Custom ID 2: ¢
ID-

Mame:

Custom ID 3:

Mame: | Data Verification ID: | Yes
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4. Properties with a gross floor area of 100,000 square feet or more are required to
have their data verified. If the data has been verified, enter “Yes” in the ID field. If
your property is not required to have its data verified and it has not been verified,
enter “No” in the ID field.

Custom ID 3:

Name Data Venfication | Yes

A

If required, enter “Yes” in the ID field
after your data has been verified;
otherwise enter "No”.

5. Click on the Save button at the bottom of the page to confirm your changes and
proceed to the next section.
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2.9 - Adding Another Property
You have now completed the process for adding a single property to Portfolio Manager.
The following are the steps to add another property.

1. At the top of the page, click on the MyPortfolio tab to view all of your properties.

ﬁ\ ENEHG'\" ST,&H Welcome ACME_P
ﬁu-l

=< Portfolio/\lanager®

[ MyPortfolio |5/ e {Clink on the MyPortfolio tab

| You have successfully updaled the unigue identifiers for Bramibdeberry Towers.
Brambleberry Towers Not eligible 1o af
r‘f E ENERGY STAR

555 Main Street, Vancouver, ON 227123 Map i Certification
Portfolio Manager Property ID: 6023547
Year Built: 1992
# Edi

Sumimary Details Energy Water Waste & Materials Goals Des

=7 . Ll el i le o Dadkell |

2. The screen will reload to show the Portfolio Views page. Here you can view all
your properties and some summary metrics. If you have more properties to
report, click on the Add a Property button and repeat the steps from the
previous sections starting from section 2.1.1 Adding and Setting Up a

Property.

My‘PDI‘tfﬂ“D Sharing Reporting Recognition

, Click on the Add a Property
Properties (1) button to add additional

< properties to your portfolio

49 of 60



3 - Submitting Your Report

During the submission process, you will complete the submission for your portfolio of
buildings that are required to report under the EWRB initiative. Once you have added all
of your properties to Portfolio Manager, you can submit your report.

The following are the steps to complete the submission process for your
portfolio.

1. Click on the Portfolio Manager EWRB submission link provided here:
https://www.ontario.ca/document/quide-energy-and-water-reporting/submit-your-
report. Or, you can copy the link above and paste it into the address bar of your
web browser.

The link in the box below is illustrative. When reporting, please copy and paste
the correct link in the text, above.

[l =2 https://portfoliomanager.energystar.gov/| pm!reports.’dataRequsﬂaccepﬂﬁZﬁSlZﬁ-Sﬁeb] D~ ‘ a BI\

Copy and Paste the link into your
web browser’s address bar

50 of 60


https://www.ontario.ca/document/guide-energy-and-water-reporting/submit-your-report
https://www.ontario.ca/document/guide-energy-and-water-reporting/submit-your-report

2. The link will open a Data Request page. In the About Your Response section,

3.

select who the data is being submitted on behalf of. Select “myself” unless you
are submitting data on behalf of a client.

Respond to Data Request: EWRB Energy and Water Usage Data Request for 2016
from Ontario Ministry of Energy (Ontario Ministry of Energy)

Responding to Data

About this Data Request “&" Requests

. : *You are viewing this screen becd
Data Requested By: Ontario Ministry of Energy someone has asked you I provs
For help, contact: Ontario Ministry of Energy at ewrbsupporti@ontario.ca or 1-844-274-0689 to them in the form of a data req

respoend, simply fill out the inform)
this screen and select what prop
you wish to include (some decis!
have been made by the data req

Also see the How fo Respond to

Requests guide.

Submitting Data for|

About Your Response “&" Someone Else

- R R N ople delegate thei
Who is this data being submitted on behalf of? s for responding 1o

H her paople. If you 3
@ myzek : Select who the datais [T ™="" "
being submitted for their name from yo
¥ 50 that they will b
he response.

() somecne alse

Previewing Reports|

In the bottom part of the page, the Your Response section shows the timeframe
of the request (this is specified by the Ministry of Energy and cannot be

changed). From the Properties drop-down list, select one of the following
options:

a. One Property — You will be prompted to select a single property from your
portfolio for the submission.

b. Multiple Properties — You will be prompted to select a group of properties
from your portfolio for the submission.
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c. All Properties — This option will include all properties from your portfolio

for the submission.

Your Response
Select Information to Include:

Timeframe:

: Single Year

* || D 31 v

(2016 »

n i the datas meguestor has specified o trneframe for the reguest. you wil not be able to change it

Properties: [ 4 Properties

R Tee dute wspEghss iy BEve sisd e e

L

of mone $landard DS 10 e ncluded with the propety

e |

© meguested standard [Ds for each propeny before

. ' dng FouT rEEROREE ;

Select the desired option

Generate Response Preview J&hT]

4. Click Generate Response Preview.

Your Response

Select Information to Include:

Timeframe: -~ [Single Year
n i ihe dais requestor has Spe
Properties: [ ajl Properties

The dats reguestor may have ashel

Click on the Generate Response
Preview button

sending your response

nformation. Make sure you hawe entersd the reguesied standard |

D|¢r each property before
Generate Response Preview

[
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The Reporting tab will open with a status box explaining that your report is being

generated.

A preview for your response to the data request "Data Request: EWRB 2016" on behalf of Ratheyan Aravind (TEST3) is being

generated.

You may view your response preview by selecting "Preview Response™ or "Download Preview in Excel” from the action menu below Large responses
may take a long time to prepare. After you have viewed your response, you must select "Send Response” in arder for your data to be released.

Flease note that each property you included should have a full 12 months of information for each timeframe. Ctherwise, the metrics may not be able to be

calculated. When this happens, "N/A" will be displayed in your response.

5. Scroll down the page and locate the Data Requests from Others section.

The Status field will
indicate the “Generating
Response Preview” Charts & Graphs
message while

MyPortfolio

rocessing. It may take
P 9. 1 may s M.

several minutes for the
preview to be generated.

Open the Data Requests
from Others tab to locate
your Response Preview

Reporting

|
h 4

Data Requests from Others

+ Name

Ontario EWRB Energy and Water Data Report for 2022 E) Generating Response Preview

My Reports and Templates

er Normalized Site EUI
ted on my bills, under average weather ?

ENERGY STAR
Performance Documents

ENERGY STAR Reports Create a New Template

+  Status ~ Action

(Request from Ontario Ministry of Energy)

Page 1f 0w

The Status field will indicate

ZmEa.

Once the process has completed, the Status field will indicate “Response

Preview Generated”. From the Actions drop-down list, select the Preview
Response option to preview your submission if you want to preview your

response. Otherwise, go to step 9.

[52) Your new respanse preview(s) has been generated.

& MName & Status
™= | [ata Request EWREB 2016 (Request from Cntario Ministry of - Responss Preview Generaled:
| Enefgy) &) 20T 11:36 AM

Select the Preview Response
option to preview your submission

—

= Action
[ want 1o |
ljggeip |

Preview Response

Genarale an Updabed Response
Send Response
Delete Response
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NOTE: You will know that all data has been recorded correctly once you
see all data in the “Weather Normalized Site Electricity” and “Water Use
(All Water Sources)” section, located near the bottom of the page.

7. The Reporting tab will reload to show the View Report page. The page will
include the Information and Metrics table displaying the property data that will
be included in your submission. Use the page scroll bars to view the full details of
the property data that will be submitted to the Ministry of Energy.

Information and Metrics 1 records

Propenty I Proparty Hama Yaar Ending Addrass 1 Adress ity St Provings Postal Coda

.'i"::l_'tt_'_c R 123 Jasper i ot Awilable Tomnio Ontano
i

Use the scroll bars to view the
full details of the submission

\ 4

L J

8. At the bottom of the page, click on the Close link to proceed.

( Click on the Close link to proceed

Generate New Report | Download Excel

V|
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9. You will be returned to the Reporting tab. Scroll down to the Data Requests
from Others table and locate the generated data request. Select the Send
Response option from the Action drop-down list to proceed to the next step.

] Your new response préview(s) has been generated,

& Name & Status = Action
= | Data Reguest EYWRB 2016 (Reques! from Ontario Ministry of 1 Response Preview Generated s =
+ | Enangy) B2 2n3m017 1138 AM i

Edit Properties and Timeframa
r ~, Prewviaw Response
Downioad Praview in Excel

Select the Send Response option 3
to proceed to the next step

L A

Send Response

o Important: In some cases, you may want to add or update
information after you have already sent your submission to the
Ministry of Energy (for example, if you realize that your information is
incomplete, or something has changed since you submitted your
information). To do this, first update only the property information you want
to change. Then from the Reporting tab scroll down and locate the data
request response you want to update. Select Generate an Updated
Response from the Action drop-down list and proceed to the next step.

+ Name ¢+ Status * Action
‘F_- EWRE Energy and Water UUsage Data Request for 2016 (Request E=.I Response Preview Generated:
Cl—+ | from Ontario Ministry of Energy) 2 11/212017 4:18 PM Edit Properties and Timeframe
Praview Response
Performance Highlights Mo Report Generated
}Genelate an Updated Response |
= Energy Performance No Report Generated |LTisIE Meapuiies i
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10.0Once you have selected the Send Response option, you will be brought to a
response confirmation page. Under section “1”, from the Select contacts list
box, select the people from your contact book you wish to send a confirmation
email to. In the Additional Email Addresses box, enter the email addresses of
the people you wish to send a confirmation email to who are not listed in your
contact book.

Confirm Response to Data Request from Ontario Ministr]
Energy)

By clicking Send Data, you will release data to Ontario Ministry of Energy (Ontario Ministry of Energy). Y|
copy of the data attached.

o Who (besides you) should we send a confirmation email to?

Select contacts from your contacts book: e

Besner (RRE_Ad < Select the individuals from

your contact book who you
wish to send a confirmation
email to

o

To select multiple contacts, hold down your Control (CTRL) key and click on each selection

Optional- Additional Email Addresses:

Enter the email addresses of the
loe@gmal.com < individuals who are not in your
Portfolio Manager contact book

S

11.Under the “2” section, select the Excel option as the email attachment format.

€©) what format wouid you like your data in for the email attachment?

# Excel
D XML € ( Select the Excel option 1

h -
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12.In section “3”, select the checkbox to confirm the release of your data to the
Ministry of Energy. Enter your Username and Password and then click on the
E-Sign Response button to give your consent.

Select the checkbox to confirm the release
of your data to the Ministry of Energy

-
o E-Sign your Data Response v

| hereby certify that | am releasing data about my properties, or on behalf of someone eise, 1o
Ontario Ministry of Energy with Ontano Ministry of Energy

Your usemame

Your password g E-Sign Response

Send Data =it

Enter your Username and Password
and then click on the E-Sign Response
button to give your consent
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13.1f your entry is successful, the page will reload to show a green checkmark as a
confirmation of your e-signature. Click on the Send Data button. When prompted
to confirm, click on the Continue button.

(Gnnﬁrmatiun of the

Your usermame

o E-Sign your Data Response

Ontano Ministry of Energy with Ontano Ministry of Energy

TestingAcc3_EnergyON

Your password

applied e-signature

¢ | hereby cerify that | am releasing data aboul my properties

4

v Signed

.

Y

Click on the Send Data button
to complete your submission

-~

—

The page will reload to show the following message confirming that your
submission was completed successfully.

copy ofthe data attached shortly.

Your response to the data request from Ontario Ministry of Energy has been successfully sent. You will receive a confirmation email with a receiptand a ‘I

You will receive a confirmation email from the ministry with a receipt and copy of
the data that you submitted.
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You will also receive an email confirmation shortly afterwards from Portfolio

Manager.

Frgem: direnn brapily Benergystar . gov Sent: Tue 1121720107 5:17 PMY
T Lk (MGCS)

Ce

Subject Receipt tor Data Reguest Submittal

| Message -E]rlspnm-emta dlsx @ KB)

b &R

Dear Luc

This is to confirm the receipt of the following Data Request:

Response senit: 11212017 5:17 PM
Response includes: | properties

Response sent to:
Omntario Minisiry of Energy
Ontario Ministrv of Energv
77 Grenville Street
Taoronto, ON MTA 2C1

Response sent by:
Luc
MGCs
77 Grenville Street
Toronto, ON M35 1B3

To know that you have successfully completed reporting, you must receive two emails:

1) Confirmation email from the Ministry of Energy
2) Confirmation email from Portfolio Manager

Congratulations, you have completed your requirement to report for the year.
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Definitions

Energy Star Score — The Energy Star Score helps building owners understand their
energy consumption and how they are performing by comparing their usage to similar
buildings nationwide. A score of 75 or higher indicates that your building is a top
performer and your building may be eligible for Energy Star Certification. The Energy
Star website provides more details on how Energy Star Scores are calculated.

Energy Use Intensity (EUI) — EUI describes a building’s energy use as a function of its
size or other characteristics. For property types in Portfolio Manager, EUI is expressed
as energy per square foot per year. It's calculated by dividing the total energy
consumed by the building in one year (measured in kBtu or GJ) by the total gross floor
area of the building (measured in ft> or m?).

EWRB - Acronym for the Energy and Water Reporting and Benchmarking initiative for
the Ministry of Energy. The EWRB initiative collects annual energy and water
consumption information from the owners of Ontario properties with property types of
50,000 square feet or larger.

EWRB Reporting Period — EWRB Reporting Period refers to the yearly reporting
period from January 15t to July 15t for the EWRB initiative. During the EWRB reporting
period, Ontario Property Owners are required to submit their property’s annual energy
and water consumption information through Portfolio Manager.

Portfolio Manager — Portfolio Manager is a third-party application by Energy Star. It is
the data entry and collection application for Ontario Property Owners to report their
property’s annual energy and water consumption information.
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https://www.energystar.gov/buildings/benchmark/understand_metrics/how_score_calculated
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