Minnesota Large Buildings Energy
Benchmarking Program

Benchmarking How-to Guide

Step-by-step compliance instructions for building owners to benchmark building energy usage
through ENERGY STAR® Portfolio Manager® (ESPM).



Step 1. Create an Account in ENERGY STAR® Portfolio Manager®

To comply with the Minnesota Large Buildings Energy Benchmarking Program, covered building owners
must create an ENERGY STAR® Portfolio Manager® (ESPM) account in order to enter and report annual
whole-building energy usage.

1) Go to the ESPM sign up page

2) Create a unique username and password. You cannot change your username after your account
is created. For organizations with multiple properties, create a “corporate” account which
“owns” all of the properties.

3) Enter information “About Yourself” and “About Your Organization.” Use a company email that is
easily accessible.

4) In the box asking “Do you want your Account Name (and username) to be searchable by other
Portfolio Manager users?” Choose “Yes.”

5) Select “Create My Account” at the bottom of the page.

PN ENERGY STAR®

PortfoliolVlanager®

Welcome to Portfolio Manager

Helping you track and improve energy efficiency across your entire portfolio of properties.

Username: *l |

Password: * | |

L forgot my password.
| forgot my username.

or: Signinwith 1 LOGIN.GOV [2]

Create a New Account


https://portfoliomanager.energystar.gov/pm/signup

Step 2. Add Property in ENERGY STAR® Portfolio Manager®

Once an account is created, owners can add their building(s) by following these steps:

1) Login to ENERGY STAR® Portfolio Manager. ®Select “Add a Property”

6)
7)

Properties (0)

Add a Property

Enter your property’s applicable characteristics
Select “Get Started!”
Enter Basic Property Information

Enter your State of Minnesota Building ID. To find your ID, use the building ID lookup tool.
Select “State of Minnesota” from the “Standard ID — State/Province” dropdown menu. Ensure
you capitalize the “MN” and do not add any spaces or special characters.

a. You can also add your building ID after you set up your account by selecting the
“Details” tab on your building’s account in Portfolio Manager and locating the “Unique
Identifiers” box on the left and selecting “Edit.”

Standard |IDs

Standard |Ds are typically used in data collection, including by most state and local governments with
benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this
FAQ if you need help finding your Standard 1D.

Standard 1D - City/Town:

Standard ID - County/District:

Standard ID - State/Province:

Standard ID - Other:

Select “Continue”
Enter property use details

a. Do not select “Use a default”
b. Do not select “Temporary Value”
c. Do not change “Current As Of” dates


https://portfoliomanager.energystar.gov/pm/login
https://buildingid.touchstoneiq.com/

MyPortfolio

Add Property Use For BPC Buliding

Bank Branch refers Lo a corrnescial barking oulled thal offers banking services lo walk-in cuslomers

Grass Floor Area shauld inclida all space within the building =], incuding banking aress, vau ranca
rooms, storaga aneas, stalnvays. and elzvatar 2hadts I Unsel e(t Both Of mese values I
Wama: " [Fank Branch Usa

Propeny Use Detail Walue / Current As OF y |I|I:|:|:| ary

+r Gross Floor Area ‘[Eonon g Fi T 3

#r Weakly Oparating Hours

Uge 8 dedaull 111823

(e & dedaull 1171823

#r Numbar of Workars on Main Shift

# Mumbar of Computers

8) Select “Add Property”

Step 3. Upload Whole-Building Utility Data

Building owners must upload the previous calendar year (Jan 1 through Dec 31) of whole-building energy
to Portfolio Manager. There are 3 different ways to upload your utility bills into Portfolio Manager — auto-
upload, spreadsheet, and manual entry. If you have Xcel Energy, CenterPoint, and/or Minnesota Power
please refer to their how-to guides on how to link your building’s ESPM account with their auto-upload
service. Once established and your data has been uploaded into your meters, proceed to Step 4. Run the
Data Quality Checker.

If your building’s energy provider is neither Xcel, CenterPoint, or Minnesota Power you can upload
your data via spreadsheet or manual upload by proceeding to Step 3A below.

For any questions on how to obtain energy data from your provider or tenant(s), refer to our “How-To
Request Utility Data” document or reach out to the Minnesota Benchmarking Program Help Desk at
support@benchmarkingMN.org.

Step 3A. Create a Virtual Meter

A) Electric Meter
Create a virtual electricity meter in Portfolio Manager following the steps below:

1) Select the “Energy” tab
Summary Details Energy Water Waste & Materials Goals Design

2) Select “Add A Meter”

Meters - Used to Compute Metrics (0)

« » View as a Diagram


https://www.xcelenergy.com/staticfiles/xe/PDF/Marketing/Bus-Solutions-Benchmark-User-Guide.pdf
https://www.centerpointenergy.com/en-us/Documents/EnergyDataPortalUserGuide.pdf
https://minnesotapower.blob.core.windows.net/content/Content/Documents/ProgramsRebates/ToolsandResources/Benchmarking_User_Guide.pdf
mailto:support@benchmarkingMN.org

3) Select “Electric” at the top of the list of energy sources

v

Sources of Your Property's Energy

What kind of energy do you want to track? Please select all that apply.

(] Electric h

[] Natural Gas

4) Below the selected “Electric” box, select “purchased from the grid” and enter “1” in the field
next to “How Many Meters?”

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

Electric
purchased from the grid

How Many Meters? h

5) Select “Get Started!”

6) Select in the table to enter the following fields for the meter:
i) Units: The units selected should match those shown on your electric bills, the most common
is “kWh (thousand Watt-hours)”
ii) Date Meter became Active: The start date of the earliest data entry in the meter (e.g., if
submitting the 2025 report and your first bill of 2024 started on January 1, the date should
be entered as 01/01/2024. This date will remain indefinitely until service ends or changes.)

Other . Date Meter In
L Type Type - became Active Use?
kWh
O | Electric Grid Meter | Electric - Grid S\:‘;tf_s"“"d 01/01/2021
hours)

7) Select “Create Meters”
8) Skip the usage entries and Select “Continue”

9) With the box checked next to the meter just created, select “These meter(s) account for the
total energy consumption” for this property.



Energy Meters

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

Name Tvoe
~— Meter ID yp

Electric Grid Meter

97606866 Electric - Grid

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

* () These meter(s) account for the total energy consumption for Test (a single building).
() These meter(s) do not account for the total energy consumption for Test (a single building).

10) Select “Apply Selections”

B) Natural Gas Meter
If your property receives natural gas, create a virtual meter in Portfolio Manager by following the steps
below:

1) Select the “Energy” tab

2) Select “Add A Meter”

Summary Details Energy Water Waste & Materials Goals Design
Meters - Used to Compute Metrics (0)

- » View as a Diagram

3) Select “Natural Gas” from the list of energy sources

4) Below the selected “Natural Gas” box, enter “1” in the field next to “How Many Meters?”

Sources of Your Property's Energy

What kind of energy do you want to track? Please select all that apply.

[ ] Electric

Natural Gas

How Many Meters?

5) Select “Get Started!”

6) Select in the table to enter the following fields for the meter:
i)  Units: The units selected should match those shown on your bills



ii) Date Meter became Active: The start date of the earliest data entry in the meter (e.g., if
submitting the 2025 report and your first bill of 2024 started on January 1, the date should
be entered as 01/01/2024. This date will remain indefinitely until service ends or changes.)

Other . Date Meter In
8 Lo b L Type e became Active Use?
J | Natural Gas Natural Gas therms | 01/01/2022

7) Select “Create Meters”
8) Skip the usage entries and select “Continue”

9) With the boxes checked next to the meter(s) just created, select “These meter(s) account for the
total energy consumption” for this property

Name

Meter ID Type
Natural Gas
101098563 Natural Gas
Electric Grid Meter Electric - Grid

100121918

Total of 2 meter(s). Tell us what this represents:

* (@ These meter(s) account for the total energy consumption for Test (a single building).

() These meter(s) do not account for the total energy consumption for Test (a single building).

10) Select “Apply Selections”

C) District Hot and Chilled Water
If your building receives district hot and/or chilled water, create a virtual meter in Portfolio Manager by
following the steps below:

1) Select the “Energy” tab
2) Select “Add A Meter”

3) Select “District Hot Water” and/or “District Chilled Water” — depending if you receive only one
service or both. If you receive district chilled water, select the source energy received from one
of the four checkboxes that appears below.

4) Repeat steps 4 through 10 above



D) District Steam
If your building receives steam, create a virtual meter in Portfolio Manager by following the steps below:

1) Select the “Energy” tab

2)
3)

4)

Step 3B. Upload Energy Usage

Select “Add A Meter”

Select “District Steam”

Repeat steps 4 through 10 above

A) Spreadsheet Upload

For spreadsheet upload, the spreadsheet must be a templated single-meter spreadsheet provided by
Portfolio Manager (see below). If you are uploading either electric and/or natural gas, make sure you
format your data correctly by using the spreadsheet template below:

Electric data single-meter spreadsheet

Natural gas data single-meter spreadsheet

Confirm Data is Entered Properly in the Spreadsheet and Upload into Your Virtual Meter

1) Confirm all four (4) “Required” columns are filled out completely. Note that “Estimation” should

read as “No.”

" start Date (Required) | End Date (Required) | Usage (Required) | )Cost(Optional) (| Estimation (Required) i
MNo

Demand (Optional)

‘ Demand Cost (Optional) |

No

No
No
No
No
No
No
No
No
No

Example of filled out electric data spreadsheet for 2022 usage.

Save the spreadsheet to your computer (title and location do not matter, as long as you

11172022 1/31/2022 3654
21172022 2/28/2022 3458
&1’1?’2022 33142022 3042
CIRLrAY ST IUNLU 300
5M1/2022 5312022 2322
6/1/2022 6/30/2022 2567
TH/2022 7i31/2022 2896
8M1/2022 8/31/2022 2994
9/1/2022 9302022 2755
10/1/2022 10/31/2022 3089
11/1/2022 11/30/2022 3261
12/1/2022 12/31/2022 3517

2)

remember where it is saved).
3)

Open the relevant virtual meter in Portfolio Manager (electric, natural gas, etc.) and Select
“Choose File”, then locate and select the spreadsheet you just saved.


https://portfoliomanager.energystar.gov/pm/static/downloads/templates/MeterConsumptionDataSpreadsheet_metered_gridPurchase_en.xlsx
https://portfoliomanager.energystar.gov/pm/static/downloads/templates/MeterConsumptionDataSpreadsheet_metered_en.xlsx

4)

5)

6)

Display Year(s) Show All Years X

Usage
Start Date End Date kWh (thousand Total Cost (§) Estimation
Watt-hours)

Green

T Demand (kW) Demand Cost (§)

Upload data in bulk for this meter:

§J Use this singe-meter spreadsheet to

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

Choose File | No file chosen

Save Bills Cancal

Select “Upload” to populate the energy usage data from the spreadsheet into your meter.
The data will populate into your virtual energy meter. Confirm that the units are entered
correctly in the virtual meter for the type of energy you just uploaded. Units of data can be

found on your utility bills.

Select “Save Bills.”

You have now finished uploading data into that meter via the spreadsheet method. Please follow the
same steps to upload spreadsheets into other virtual meters if relevant to you.

B) Manual Upload
The process of manually uploading your building’s energy data is the same for all meters. To enter your
building’s energy data manually, please follow the appropriate steps outlined below for each meter.

Electric

1)

2)

3)

4)

Gather or request at least 12-months of electric usage from the previous year (e.g., If you are
trying to submit your 2025 report, you will need at least 12-months of data that accounts for the
entire 2024 calendar year, January 1 — December 31, 2024)

In Portfolio Manager, select your building from the MyPortfolio Dashboard

Select the “Energy” tab

Summary Details Energy Water Waste & Materials Goals Design

Find your meter in the “Meters — Used to Compute Metrics” table. Select the electric meter
name to open up your meter.



Meters - Used to Compute Metrics (2)

Change Meter Selections

.. View as a Diagram

Name + Most Recent In Use?

Meter ID «  Energy Type *  Bill Date * | (Inactive Date) *
q Electric Grid Meter . .
98825775 Electric - Grid Yes

Matural Gas
—1 01266608 Matural Gas Yes

5) Within your meter, Select the “Basic Meter Information” arrow to expand this section
q » Basic Meter Information (*click on the arrow to the Ieft to expand this section)

6) Verify the meter “Units” match the units in your energy bills. If correct, no further action is
needed. If the units of the data differ from the units selected for your meter, select the “Units”
drop down menu and select the correct units to match the data you received.

~ Basic Meter Information ( )

Name: *|E}ectric Grid Meter ‘ ¥ Delete Meter
Meter ID: 117740221
Type: Electric - Grid Need to change?
Units: *| kWh (thousand Watt-hours) v
[Date Meter became Active: *|o1/01/2021 ] ]
f3-Sii-ad

7) Select “Save Changes”

8) Scroll down to view the “Monthly Entries” section and “Select to add an entry”

~ Monthly Entries

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

Usage

Start Date = End Date KWh (thousand Watt-hours) Total Cost($) Estimation Green Power @ Demand (kW) | Demand Cost($) | LastUpd

el 120

9) Beginning with your earliest bill date, enter that into the “Start Date” box




Usage
Start Date End Date KWh (thousand Total Cost ($) Estimation g;‘;f;} Demand (kW) Demand Cost (5)
Watt-hours)

ol | || ] = =il ]

s e

The “End Date” will then automatically populate, do not adjust it. Select the field under “Usage

kWh (thousand Watt-hours)” and enter in that months usage.

Usage Total Cost oL, Green Demand | Demand Cost
=twtDate Fod Datp [kWh (thousand Watt-hours) ] (s) Estimation | power (kW) | (5)
O | 1/1/2021 21172021 O O

10) Below the table, select “Add Another Entry”. The next months date range will automatically

populate, do not adjust it. Add in the usage data for this month. Repeat this step by Selecting
“Add Another Entry” and entering in your usage until you have, at least, a full 12-months of
data.

Hage Green

Start Date End Date kWh (thousand Total Cost ($) Estimation Demand (kW) Demand Cost ($)
Power
Watt-hours)
O | 1172021 2/1/2021 12,398 O a

02/01/2021 03/01/2021

Delete Selected Entries
q Add Ancihier Entry

11) Select “Save Bills”

Natural Gas

1)

2)

3)

4)

Gather or request at least 12-months of gas usage from the previous year (e.g., If you are trying

to submit your 2025 report, you will request at least 12-months of data that accounts for the
entire 2024 calendar year of January 1 — December 31, 2024)

Login to Portfolio Manager and select your building from the MyPortfolio Dashboard.

Select the “Energy” tab.

Summary Details Energy Water Waste & Materials Goals Design

Find your gas meter in the “Meters — Used to Compute Metrics” table. Select the meter name
to open up your meter.

11



Meters - Used to Compute Metrics (2)

Change Metar Selactions
.. View as a Diagram

Add A Meter

MName - | Ene Tvpe +  Most Recent o InUse? -
Meter ID ray typ ¥  Bill Date ¥ (Inactive Date) M
Electric Grid Meter . .
98835779 Electric - Grid Yes

q Natural Gas MNatural Gas Yes

101266608

5) Within your meter, Select the “Basic Meter Information” arrow to expand this section.

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

6) Verify the meter “Units” match the units your data was provided in. If correct, no further
action is needed. If the units of the data differ from the units selected for your meter, Select
the “Units” drop down menu and select the correct units to match the data you received.

~ Basic Meter Information (

|

¥ Delete Meter

pame: ] ‘Natural Gas
Meter ID: 117740220
Type: Natural Gas Need to change?
[ Units: *\ therms v ]

Date Meter became Active: = \011’01/2021

Still In Use

7) Select “Save Changes”

8) Scroll down to view the “Monthly Entries” section and “Select to add an entry”

~ Monthly Entries

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

Usage

End Date e

Start Date

Total Cost (%)

Estimation Last Updated

Click to add an entry

q

9) Beginning with your earliest bill date and enter that into the “Start Date” box



Usage
therms

q@ [ L —— 1 o

The “End Date” will then automatically populate, do not adjust it. Select the field under “Usage
therms” and enter in that months usage

Start Date End Date Total Cost ($) Estimation | Last Updated

Usage

Start Date End Date
therms

Total Cost ($) Estimation Last Updated

O 1/1/2021 2/1/2021 [ ] 0

10) Below the table, Select “Add Another Entry”. The next months date range will automatically
populate, do not adjust it. Add in the usage data for this month. Repeat this step by Selecting
“Add Another Entry” and entering in your usage until you have, at least, a full 12-months of

data.
Usage Ao
Start Date End Date Total Cost ($) Estimation Last Updated
therms
O 1/1/2021 2/1/2021 4,936
(] 2/1/2021 3/1/2021 O

Delete Selected Entries
q Add Another Entry

11) Select “Save Bills”

Step 4. Run the Data Quality Checker

Once you have at least 12 full months (Jan. 1% — Dec. 31%) of whole-building energy data from the
previous calendar year in your meters, run the Data Quality Checker to identify common errors in
your report before submitting.

1) Login to Portfolio Manager and select your building from the MyPortfolio Dashboard. On the
property’s “Summary” tab, scroll down to find the Data Quality Checker and select “Check for
Possible Errors.”

2) Select “Dec 31” in the first drop down, then select the previous year in the second drop down
(e.g., if the building is submitting the 2025 report, the data reporting year should be set to
2024) then select “Run Checker”

3) Review the list of alerts (if any) and suggestions to address the issue(s). Ignore water, waste
and materials alerts.

4) Following the links in the explanations, make corrections or updates to your property details

13



to address as many alerts as possible.

Upon submission, all reports are subject to a quality control review and will be rejected if data
input errors are found. If errors are found, owners will be notified and must correct those
errors, and resubmit the report to State of Minnesota.

Once you have made all applicable changes, re-run the checker to ensure that the alerts have
been addressed.

Step 5. Connect and Share Your Data with the State

The State of Minnesota uses ESPM ’s third-party data sharing capabilities. This allows the State of
Minnesota to pull data directly from ESPM and run additional data checks. Note: You will only need to
complete this action during the initial property setup.

A) Confirm your account information

B)

1)

2)

Confirm that your email address in your ESPM account is correct. Select “Account Settings” in
the upper right-hand corner of the screen.

Confirm that your unique State of Minnesota Building ID has been entered correctly.

Connect your ESPM account with the State of Minnesota

1)
2)
3)

4)

5)

Select “Contacts” in the upper right-hand corner of the screen.
Select “Add New Contacts.”
Search for the username "MNbenchmarking."

Select “Connect.”

Your Search Criteria = \’;E?ligii:giu;;zrgignfae;asrw;rrililijwwth MN Department of Commerce
Name: | | Page of 1 50 w
Organization: | |
Username | mnbenchmarking |
Email Address: | |
[ Search

A pop-up window appears. Select the “Agreement” box and “Send Connection Request”

Connection requests must be approved before you can share your buildings. ESPM will approve

14



these requests in 30-minute cycles. If you have not received a connection confirmation email
within one hour of submitting a request, check to make sure you followed the above steps
correctly or contact the Minnesota Benchmarking Program Help Desk.

C) Share read-only access to your data with the State of Minnesota.
1) Go to the “Sharing” tab in ESPM.

2) Select "Share (or Edit Access to) A Property."

My Shared Properties

Share with your Utility or

Service Provider for exchanging
data

Download Sharing Report

1) Select your properties and select “Apply Selection”

2) Select "MNbenchmarking” as the recipient.

3) Select "Personalized Sharing & Exchange Data (‘Custom Orders’)." Select “Continue.”

4) Select “Exchange Data” for each property.

5) A pop-up window will appear. Specify data attributes and permissions for each property.
a) Select "Read Only Access” for "Property Information" and "All Meter Information."
b) Select “None” for "Goals, Improvements, & Checklists" and "Recognition.”
c) Select “Yes” for “Share Forward.” Note: Enabling “Share Forward” will give the State

permission to share data with other State of Minnesota ESPM accounts.

Select the permission level below that you would like to grant Virginia Rutter for each category.

Itern None | Read Only Access § Full Access
Property Information 0 ®
All Meter Information
Energy Meters
Electric Grid Meter o] @®
Electric Grid Meter o ®
Electric Grid Meter - FCU O ® O
Electric Grid Meter- Solar @] ® O
Nafural (ac - Xral M i e

6) Select “Apply Selections & Authorize Exchange.”

15



7) Once you’ve completed Exchange Data access for each property, select “Share Property(ies).”
When the State accepts the shared properties, you’ll receive a confirmation email. For
additional guidance on sharing properties within ESPM, Select here.

Step 6: Complete the Energy Reporting Form in the Large Building

Energy Benchmarking Portal
Owners will need to complete the energy reporting form in the Large Building Energy Benchmarking

Portal for each of their buildings. This form collects required and optional information that cannot be
reported to ESPM.

A) Create An Account

1) Go to the Large Building Energy Benchmarking Portal

2) Select “Register for an account”

3) Fill out the required information.
1) For “What is your affiliation with the property(ies)?”, select the most relevant title

2) Your username will be your email address
4) Select “Submit”

You will receive an email from support@benchmarkingMN.org when you create your account.

B) Claim Your Building(s)
1) Logintoyour account and select the “Claim Buildings” tab.

2) Inthe Search bar, search for either your building address or building ID. When you have found
your property, select “Claim” under the “Claim Property” column. Note: If you cannot find your
property, send an email to the help desk (support@benchmarkingMN.org).

Claim Buildings

Search and claim buildings associated with your account.

Q e ]
Building IC p Status, Street i L Al By Actior
Mniors1 123024340003 ot Supmitea 7000 Contral Ave

Once verified, your property will be added to your account. If the property was previously

claimed by another user, the help desk will be notified of the claim request and will reach out by
email with further questions to clarify the rightful owner. This process makes sure that 2 reports
are not submitted for the same property.

C) Complete the Energy Reporting Form & Submit Your Report
Once you have claimed your building, you will need to complete each section of the energy

reporting form. All required questions must be answered to submit a report. If you have more than
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https://www.energystar.gov/buildings/tools-and-resources/how-share-properties-other-users-portfolio-manager
http://benchmarkingmn.org/portal
http://benchmarkingmn.org/portal
http://benchmarkingmn.org/portal
mailto:support@benchmarkingMN.org
mailto:support@benchmarkingMN.org

one building, you must complete this step for each. Note: You must complete all of the steps above
in this guide before completing this step and submitting your report.

1) Select the “My Buildings/Properties” tab.

2) Reporting Year. Select the relevant reporting year. For example, if you are reporting 2024 data,
select the 2025 reporting year.

3) Select the “Submit” button on the right-hand side of the screen. There is one optional section
(Property Manager Contact Information) and three required sections (Building Owner Address,
Validate Benchmarking Data, and Submit Data to the State of Minnesota) to complete before
submitting your report. Make sure to carefully read each section before submitting to ensure
your report does not have any errors.

Step 7. Submit Your Report

Once you submit your report, you will receive a notification from the Minnesota Benchmarking Program
Help Desk (support@benchmarkingMN.org) within 24 hours on your compliance status. Your building is
not “In Compliance” until you have received email confirmation from the Minnesota Benchmarking
Program Help Desk. A status of “Pending Revisions” indicates additional action is required to comply

1) After completing all required sections above, select the “Submit Data” tab

2) Select “Submit My Data”
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