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Portfolio Manager is an interactive energy management 
tool that allows you to track and assess energy and water 
consumption across your entire portfolio of buildings in a 
secure online environment. Use this Quick Reference Guide 
to identify opportunities for energy efficiency improvements, 
track your progress over time, and verify results.

PoRtfolio ManaGeR 
QUick RefeRence GUide

IdentIfy energy effIcIency projects
Use Portfolio Manager to identify under-performing 
buildings to target for energy efficiency improvements and 
establish baselines for setting and measuring progress for 
energy efficiency improvement projects over time.

step ActIvIty ActIon

access Portfolio Manager. (step not shown)

Visit www.energystar.gov/benchmark.
Scroll down to the Login section on the right-hand side in the middle of the 
page. 

access your account: (step not shown)

• Create a new account.
• Login to an existing account.

• Click regIster, and follow instructions.
• Enter user name and password, and click LogIn. 

Review system updates and enter account.
(step not shown) click Access My portfoLIo, located below Welcome to portfolio Manager. 

add a new facility. (step not shown) click Add a Property, located in the upper right portion of the screen.

Select property type and enter
general facility information.
(step not shown)

Select the option that most closely resembles your facility and click 
contInUe. enter general data and click sAve. 
for more information on facility space types, see: www.energystar.gov/index.
cfm?c=eligibility.bus_portfoliomanager_space_types.

enter space use data.

from the facility summary page, shown above, go to the space Use section, 
located half way down the page, and click Add spAce.
• Enter a facility name. In the select a space type menu, select the appropriate 
 space type(s) for your building. if your space is not listed, select other. 
 click contInUe.
• Enter building characteristics. Click sAve. information required for each space 
  type is listed here: www.energystar.gov/index.cfm?c=eligibility.bus_
 portfoliomanager_space_types.
• Repeat steps above to add all major spaces in your facility. 

Use bulk import service to minimize manual data entry of large sets of facility data 
(10 or more facilities or campuses are required). 
• Go back to My portfolio by clicking on the link in the upper left portion  
   of the page.
• Click IMport facility data Using templates, located below Add a property.

enter energy use data.

from the facility summary page,  go to the energy Meters section, located below 
the space Use section, and click Add Meter.
 • Enter meter name, type, and units. Click sAve.
 • Enter number of months and start date. Click contInUe.
 • Enter energy use and cost for each month. Click sAve.
 • Repeat for all energy meters and fuel types.
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step ActIvIty ActIon

create custom groups.

organize facilities into groups (e.g., fire Stations, northwest Region).  Groups are 
completely customizable, and each facility may belong to multiple groups.
• From the My portfolio page, click creAte groUp, located directly to the right  
 of the group drop-down menu.
• Follow instructions to select buildings and name your group.   
• Once they have been saved, custom groups will be available in the group drop-  
 down menu.

View and interpret results.

option 1:  Go to My portfolio and view all buildings to compare performance 
metrics. 

Option 2:  Export data to Microsoft® Excel. 

• On the My portfolio page, select the view, from the view drop-down menu that 
 will display the data you wish to export.  The My portfolio page will update to 
 display the selected view. (9a)
• Select the doWnLoAd In exceL link.  a file download dialog window will open. 
   Follow the steps provided by Excel. (9b)
• Use Excel functionality to view building energy performance graphically . The 
   example below shows a comparison of Energy Use Intensity for a portfolio of 
   fire stations, identifying under-performing buildings to target for energy  
   eficiency improvements.
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trAck progress over tIMe 
Portfolio Manager comes pre-populated with nine 
standard summary views of facility data, which 
are displayed on the My Portfolio summary page.  
these standard views include:
 • Summary: Energy Use
 • Performance: Green House 
  Gas emissions
 • Performance: Financial
 • Performance: Water Use

additionally, users can create and save custom 
downloadable views by choosing from more than 
70 different metrics.  the default view set by the 
user will display automatically after logging into 
Portfolio Manager, and data from all views can be 
exported to Microsoft® Excel.
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creAte A cUstoM vIeW

step ActIon

from the My portfolio page or the facility summary page, select the create view link, located directly to the right of 
the view drop-down menu.

Enter a name for the view. To set as the default view, select the box labeled set this view as My portfolio default, 
located directly to the right of view name. You may include up to 7 (seven) columns in each view.

choose each metric to be included in the view by selecting an order number from the preferred column order drop-
down menu to the left of the facility data column. 

click sAve at the bottom of the page.  You will be returned to the My portfolio page, and your custom view will be 
available in the view drop-down menu. (step not shown)
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verIfy And docUMent resULts
Use Portfolio Manager to quickly and accurately document 
reductions in energy use, greenhouse gas emissions, 
water use, and energy costs for an individual building or 
an entire portfolio.  this valuable information can be used 
to provide a level of transparency and accountability to 
help demonstrate strategic use of funding.  

Generate a Statement of energy Performance that 
includes valuable information about your building’s 
performance, including: 

• Normalized energy use intensity 
• National average comparisons 
• Greenhouse gas emissions 
• Energy performance rating (if available)

in addition, you can also request an energy Performance 
Report to see the change in performance over time 
for selected buildings or an entire portfolio.  available 
comparative metrics in this report include: 

• Normalized energy use intensity 
• Total electric use 
• Total natural gas use 
• Energy performance rating (if available)
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 generAte A stAteMent of energy perforMAnce And An energy perforMAnce report

step ActIon

from your selected building’s facility summary page, click generAte A stAteMent of  
energy perforMAnce.

On the next page, select a period ending date. (step not shown)

click generAte report, located in the bottom right corner of the screen.  (step not shown)

Save the Statement of energy Performance, accompanying data checklist, and facility Summary that include 
information on energy use intensity and greenhouse gas emissions. 

from the My portfolio page, click reQUest energy perforMAnce report, located under Work with 
facilities, which shows reductions in key performance indicators over a user-specified time period.  Specify the 
type of report, the facilities to be included, and the requested report columns.  the report will be e-mailed to a 
user-specified address within one business day. (step not shown)
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