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This document is a reference guide for creating a Portfolio Manager account, and setting up a 
building profile. For additional help, please refer to the resources available on SMUD’s EPA 
Portfolio Manager page, on SMUD’s Benchmarking help website, and in the Portfolio Manager 
Online Help library.  

 

 

 

 
OVERVIEW ENERGY STAR Portfolio Manager, an online service created by the 

Environmental Protection Agency (EPA), allows you to track the 
energy consumption of your facilities and compare them to similar 
buildings nationwide.  

This guide will walk you through the process of benchmarking your 
building: how to register for a Portfolio Manager account, and how to 
create a profile for your property. You will also find detailed answers 
to frequently asked questions on SMUD’s Benchmarking help website. 

Before getting started, you may want to collect information about 
your building using the Data Collection Worksheet available on EPA’s 
ENERGY STAR Portfolio Manager Benchmarking Web site. 
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Section 1 – How to Register a Portfolio Manager Account 

Visit the Portfolio Manager welcome page 
https://portfoliomanager.energystar.gov/pm/login.html  

 
Either click Create a New Account, or, if you already have a User Name and 
Password, enter it below and Sign In. 

 

 
 
 

To Create a New Account: Fill out the requested information. Your Username can’t 
be changed later, so be deliberate with your selection. 
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Continue filling out the required fields. Portfolio Manager’s default selection 
of Yes for Searchability allows others to search for your account, to facilitate 
making Contact Connections. Don’t change this default setting if you intend 
to enroll in SMUD Web Services, an automated energy data upload option.  

When finished, click Create My Account. 

https://smudbenchmarkinghelp.com/pages/web-services-faqs
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Once you have created your account, visit the ENERGY STAR homepage 
https://www.energystar.gov/, and click on Portfolio Manager. 

Now enter your new User Name and Password to Log In. 
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Section 2 – How to Create a Property Profile 

To benchmark your facility in ENERGY STAR Portfolio Manager, you will need to create 
a profile that has basic information about the property, how it is used, and the energy 
meters serving it. Have the basic information describing your building ready before 
proceeding. Refer to the Data Collection Worksheet for help determining what 
information to collect. You will need details such as Gross Floor Area (not rentable 
square feet), year built, number of meters of each energy type, and how you would 
classify your building’s primary use. The Portfolio Manager Glossary can be referenced 
throughout your set up for definitions, or you can hover over any blue text for further 
information.  

To begin, from the My Portfolio tab, add a property by clicking the blue “Add a 
Property” box to get started. 

Enter your property’s primary function, number of buildings, and construction status. 
Then click “Get Started!” 

https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
https://portfoliomanager.energystar.gov/pm/glossary
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Enter the property’s name, and full address carefully. 

TIP: Make sure the city name is accurate and spelled correctly, with no abbreviations (i.e. 
use Mount, not Mt.) to avoid an error connecting with SMUD’s Web Services later. Avoid 
the use of hashtags (#) and ampersands (&). 

Finish entering the building data, then click Continue. 

 

If you need to make corrections after finalizing your entries, click “Edit”. 
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The information requested next will vary depending on the Primary Function selected. For 
example, if you your building’s Primary Function is Office, you would be asked to supply 
the Gross Floor Area, Weekly Operating Hours, Number of Computers, Number of Workers 
on Main Shift, and Percent that can be Heated, and Cooled. If your building is a school, 
you would need to enter additional details, such as Number of Students.  

If your site has parking, enter those details.  

When finished, click “Add Property” to finalize your building profile. 
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A green banner confirms your success in creating your new property profile. 

Before you move on to the energy use section, be sure you have fully described your 
building by including a “Use” for each of the functions your building provides. Not sure 
if you need to add a use? Read more about the rules at SMUD’s Benchmarking Help 
website. 

Adding Another Type of Use 

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

To add another space use to your facility, go to the Details tab of your building, 
and look for the Add Another Type of Use dropdown. Select the type of space you 
would like to add, then click Add. 

https://smudbenchmarkinghelp.com/
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Enter the necessary data, using a zero to indicate none, as needed. When 
complete, click Save Use. 
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Continue with this “Add a Use” procedure until your building’s gross floor area is 
completely entered. Be sure the sum of all space uses is equal to the total gross floor 
area of the facility. 

After saving each of your Use entries, you will see a green banner at the top of the 
Details tab, confirming you have successfully added each Use. 

 

Notes about the data integrity of the values entered for your space attributes: 
 

• Some fields give you the option to “Use a Default” (which inserts the national average 
for that attribute). Or, it is possible to check the “Temporary Value” box, to indicate 
that you used an estimate for that attribute. 
 

• Neither of these kinds of values are intended to be an accurate representation of your 
property. 

 
• While it is okay to use a default or temporary value as a placeholder, a true value 

must be added before submitting a benchmarking report for official purposes. 
 

• Be sure to collect and enter actual data for your facility as soon as you can, and 
remove the default and temporary notations.  

 
• Adjust default or temporary values by using the “Correct Mistakes” 

feature. See the FAQ section of SMUD’s Benchmarking Help website for 
more information on clearing temporary or default data. 

 

Setting up Energy Meters 
 

Overview: 

As you add meters, be sure to include all meter types required to fully describe the site’s 
energy consumption. As you chose different fuels, additional fields requesting more data 
may appear. For SMUD electric meters, you should select “purchased from the grid”. 

You may also track your property’s water usage and waste generation, but these metrics are 
not required by Portfolio Manager to accurately benchmark your property. Water 
consumption and waste generation do not factor into your benchmarking score. 

If you skip a meter and need to add it later, you can easily go back and add another meter in 
the future. If you accidentally select the wrong units for your meter, additional steps are 
required to fix this inaccuracy only if data has already been added to the meter. If no energy 
data has yet been added to the meter, you can adjust your unit selection without issue. 

https://smudbenchmarkinghelp.com/
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If there is renewable energy generation such as solar or wind at the site, refer to the FAQs 
section of SMUD’s Benchmarking Help website for guidance adding green meters. 

If you don’t intend to set up Web Services automated meter uploads because you prefer 
to add your energy consumption data to Portfolio Manager by hand, add one electric grid 
meter to Portfolio Manager for each SMUD electric meter at the site. 

If you do intend to enroll in Web Services, the next section contains very important 
information for you. 

 

Setting up Energy Meters – Web Services User Notes 

 

If you enroll in Web Services, SMUD will provide an automated upload of site energy 
consumption data into Portfolio Manager in one of two formats. You can request either 
individual meter data*, or aggregated (summed) whole building data. The energy meter 
set up is different for each of these options. 

*Individual meter data is not available to large SMUD accounts on Campus Billing. These 
customers may only receive aggregated usage data. 

 

For individual meter data: For each SMUD meter that you are enrolling in Web Services, add 
one electric grid meter to Portfolio Manager. Obtain a recent SMUD billing statement, and 
note the Account Number and Location Number associated with each meter at the site. 
Each SMUD meter will have a unique Meter Number, but may share a Location Number and 
Account Number with other meters. 

Individual meter data is updated by SMUD monthly, after an initial transfer of up to 24 
months of historical data. 

 

For aggregated, whole building data: For SMUD meters that you are enrolling in Web 
Services, add one electric grid meter to Portfolio Manager for each Location Number at the 
site. If the site has multiple addresses, there may be a distinct Location Number for each 
address. SMUD will aggregate data for meters associated with each Location Number 
separately. Obtain a recent SMUD billing statement, and note one Meter Number 
associated with each Location Number at the site. 

Aggregated Data is provided in a one-time transmission of up to 24 months of historical, 
calendarized data. Monthly updates of aggregated data are not available.  

Refer to the next section for more information on locating the Account Number, Location 
Number and Meter Number(s) on your SMUD Energy Statement. 

 

Please see the rcompanion SMUD document How to Enroll in Web Services for full details 
about obtaining automated data uploads from SMUD. 

https://smudbenchmarkinghelp.com/
https://cdn.shopify.com/s/files/1/0441/2341/files/SMUD_Guide_to_Web_Services_6-20-18.pdf?14928480471712379477
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Sample SMUD Billing Statement:  

Please locate the Account Number, Location Number, and Meter Number. 

About the Location Number(s) on your Energy Statement 

• A SMUD Location Number is associated with an individual postal address, and 
is tied only to meters associated with that address. 

• A building may have more than one Location Number if it has more than one 
postal address. 

• Those seeking whole-building aggregated data should determine if their site 
has more than one Location Number. Contact benchmark@smud.org for 
assistance if needed. 
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Setting up Energy Meters 

To begin adding meters, go to the Energy tab and click “Add A Meter”. 
 

Click a meter type, like Electric or Natural Gas, to get started. Here we are adding one of 
each of the most common types of meters, Grid Electric, and Natural Gas, but all SMUD 
meters are electric. Indicate the sources of your property’s energy. As you select different 
fuels, additional fields will appear. For SMUD electric meters, you should select 
“purchased from the grid”. 
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Once you have selected the number and types of meters that account for the total energy 
consumption at your site, click “Get Started” to continue. 

Indicate the Units for each fuel type by clicking in the field under Units and selecting 
from the drop-down menu that appears. Then, enter the date each meter was first 
billed in the format MM/DD/YYYY. This is normally the date the building went into 
service. (Use January 1 of the year the site was built if you are not sure). 

You can rename any meter by clicking into the meter name text field. It may be helpful 
to use “Aggregated Electric Meter - Location Number” for your Meter Name, to 
remind you that these meters contain summed site data. 

Finally, click “Create Meters”. 

Tip: For SMUD meters, the units should be kWh. For natural gas meters, use therms. 
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You will see a green banner indicating you successfully created your meters, noting options 
for adding meter data. 

Data Entry Options: 
• To add monthly meter entries manually, select “Click to add an entry”. You will then need 

to type in the billing Start Date, End Date, and Usage as shown on your energy statements 
(cost is optional).

• Or, you can upload an Excel spreadsheet to add multiple meter entries at once by
using the “spreadsheet template”. There are help resources on the page to
support this method of data entry.

• However, if you intend to enroll in SMUD’s Web Services to upload your meter’s
usage automatically, simply click “Continue”. 

Next you will “Configure Your Meters”, to let Portfolio Manager know which meters to 
count toward the total site energy use. 

https://cdn.shopify.com/s/files/1/0441/2341/files/SMUD_Guide_to_Web_Services_6-20-18.pdf?14928480471712379477
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Selecting Energy Meters for Performance Metrics 

Using the checkboxes, indicate which meters should count toward your total site 
energy consumption. Then, indicate whether the meters you selected account for 
all the energy consumed at the site. Finally, click “Apply Selections”. 

Tip: To accurately benchmark you building, you must account for all sources of energy 
consumed at the site. If you are benchmarking for official purposes, your Benchmarking 
Report will be rejected if you select “These meters do not account for the total energy 
consumption for your site”. 

Indicating which meters should be used to calculate your building’s energy metrics, and 
whether the selected meters account for the building’s entire energy consumption, is also 
known as “configuring your meters”. This step is critically important, because these 
parameters are used by ENERGY STAR to determine your score. 

Note: Submeters tracking tenant energy use should not be applied toward the total 
site energy consumption in cases where this energy use is also being tracked by a 
Master Meter. 
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At left you can review the total number of meters you entered, and the number of 
meters being used by Portfolio Manager to compute the site’s performance metrics 

The data you add to your meters in the next steps can now be used by Portfolio 
Manager to compute your site’s EUI or ENERGY STAR score accurately. To adjust 
which meters which are being counted toward your site metrics in the future, from the 
Energy tab, click on “Change Meter Selections.” 

Your property profile set-up is complete! See the “How to Enroll in Web Services” User 
Guide for next steps in setting up automated data uploads from SMUD, if desired. 

https://cdn.shopify.com/s/files/1/0441/2341/files/SMUD_Guide_to_Web_Services_6-20-18.pdf?14928480471712379477


19 

Section 3 – Additional Resources 

How can I improve my ENERGY STAR score? 

SMUD wants to help you save energy and improve your score! To find out more about the 
many programs that can help you save energy and money, check out: 

• SMUD’s Business Solutions page: https://www.smud.org/en/Business-Solutions-and-
Rebates/Manage-My-Energy

•SMUD’s Rebates, Financing, and Workshops page: https://www.smud.org/en/Rebates-
and-Savings-Tips

Where can I get more help with Benchmarking and Web Services questions? 

• Visit this SMUD-sponsored website for helpful hints and troubleshooting tips to help you
benchmark your building and connect with Web Services:
https://smudbenchmarkinghelp.com/

• ENERGY STAR Portfolio Manager offers extensive help resources to assist users. Explore
resources designed to empower you to find solutions on your own.

• ENERGY STAR encourages users to explore the Portfolio Manager Frequently Asked
Questions (FAQs) archive here: https://portfoliomanager.zendesk.com/hc/en-us .

• To access answers to many Frequently Asked Questions, visit
https://smudbenchmarkinghelp.com/pages/benchmarking-faqs If you have a question you
would like to see answered here, please feel free to submit it to info@sellingenergy.com.
The benchmarking expert will be happy to help!

• You can contact SMUD at Benchmark@SMUD.org or (916) 732-7399.

Helpful Websites: 

ENERGY STAR Portfolio Manager Login page: www.energystar.gov/portfoliomanager 

California Energy Commission Benchmarking Mandate: 

To keep up to date about the CA benchmarking mandate via email, subscribe to the 
"Benchmarking" list serve by completing the subscription box found on the right of 
this webpage. (http://www.energy.ca.gov/benchmarking/) 

”SMUD” refers to the Sacramento Municipal Utility District, a publicly owned Electric Utility. 

The name ENERGY STAR, the ENERGY STAR mark, the name Portfolio Manager, and the Portfolio Manager 
logo are all registered trademarks owned by the U.S. Environmental Protection Agency. 

© 2018 Sacramento Municipal Utility District. All rights reserved. 

https://portfoliomanager.energystar.gov/pm/help?theme=default
http://www.energy.ca.gov/benchmarking/



