Submission Instructions

How to Submit Benchmarking
Results to New York City

* This document shows you step by step how to submit
benchmarking results to New York City for
compliance with Local Law 84

* |t explains how to access and complete the
New York City 2012 Compliance Report which is
required for submission by May 1%, 2013

* More benchmarking resources are available online at
the Greener, Greater Buildings Plan LL84 website:
www.nyc.gov/LL84

* Questions about benchmarking and using Portfolio
Manager may also be referred to the Benchmark Help
Center at 212 — 442- 7901

* For compliance related questions, email the
Department of Buildings at
sustainability@buildings.nyc.gov
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NYC Local Law 84

Step 1 — Access Compliance Report

Step 1 — Access Report

Green Buildings
& Energy Efficiency

IMELTYC
CE—

*  Access the 2012 Reporting Template through
the LL84 Benchmarking page,
www.nyc.gov/LL84

About PlaNYC Green

ings & Energy Effici

Greener, Greater Buildings
Plan

LL84: Benchmarking

LL85: NYC Energy Conservation
Code (NYCECC)

LL87: Energy Audits & Retro-
commissioning

LL88: Lighting Upgrades & Sub-
metering

Outreach & Training

Greening the City's Codes &
Regulations

Financing & Incentives
Greening Public Buildings
Other Initiatives

Other Green Building
Resources

Contact Information

w N
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LL84: Benchmarking

The first step to making a building more effici
and how its usage compares with that of sin
Buildings Plan (GGBP) requires owners of la
consumptien in a process called benchmarki
standardizes this process and captures info
Agency's (EPA) free online benchmarking to
building owners and potential buyers a bette
water consumption, eventually shifting the m
performing buildings

In summary, LL84's annual benchmarking pro

Determine if a building needs to be be
Measure the building's energy
Submit usage data online annually to {

and w

Please review this section to learn more abo
benchmark, the benchmarking process, how
benchmarking scores and reports

About LLB4

Ziildings Required to

How to Comply

=

sllection

Where to Get Help
h

How to Comply

1. Click “How to Comply”

In order to comply with Local Law 34 (LLS4), owners of buildings with entire lots of
square feet or more (1) as designated by the Covered Buildings List must use a freg
benchmarking tool called Portfolio Manager to log energy and water use and submit
compliance report to the City by May 1 of each year.

For example, to comply by May 1, 2013, data would be inputted for calendar year 20
the report would be submitted to the City via the "NY'C LL&4 Benchmarking 2012 Com
Template.” To guickly view specific sectiong iz page, click on the section titles b

Submigsion to the City

Donci iy roo— 1 onolio Manager
Benchmarking Guidance
Deadlines and Viclations

Submission to the City

To complete the benchmarking process, use the new reporting template to generate
Compliance Report that will be provided by the City every year to comply by May 1. T
will prompt you to log in to your Portfolio Manager account where you can create a g
electronic Compliance Report for LL84. A report needs to be completed for each lot r

On the “How to Comply”
page,

2. Click “Submission to the
City”, or scroll down to
the section

3. Click “2012 Reporting
Template” (for
compliance by May 1*,
2013

to benchmark. The report wil then be submitted to the gh Portfolio Manager.
Please use the reporting template directly below (NY'C L chmarking 2012

Compliance) to report calendar vear 2012 data for 2013 submission.

1er
Benchmarking Scores and Reports

* 2012 Reporting Template (for compliance by May 15t 2013)

Buildings


http://www.nyc.gov/LL84

Step 2 -Log In NYC Local Law 84

Step 2 — Log In

* The link will direct you to Portfolio Manager and prompt you to log into your account

* If this is your first time using Portfolio Manager you will need to set up an account first.
* Click “New User? Register “

PORTFOLIO MANAGER FREQUENTLY
Inarfs @ e CONTACT HELP
EPA’s system for helping you track and improve energy efficiency across your entire portfolio of buildings. QUESTIONS A

2

ENERGY STAR

Usemame:
Forgat your usemame?

Posort

Forgot Your Password?
New User? Register

Contact Us | Privacy Policy | Browser Requirements
Buildings & Plants

Buildings




Step 3 — Review Report Instructions NYC Local Law 84

, , Template Instructions :
Step 3 — Review Instructions .

The following instructions were provided by Local Law 34 (Benchmarking) (City of New York) for using NYC LL84 Benchmarking |
2012 Compliance Report: :

* Instructions will pop up. Read

them and click “OK” This custom reporting template must be used for compliance with New York City's benchmarking law, Local Law 84.
STEF 1: Enter all Energy and Water Data for Your Property(ies)

m

* You can.go back ‘?md read the » Enter all data from January 1 - December 31, 2012 for each property covered by the [aw to ensure
instructions anytime by: compliance. This includes the annual energy data and, if your building is eligible, the annual water
consumption data. =l

1. Clicking “View Instructions from  sTEp 2 dentify Your Property(ies) MANDATORY!

City of New York” in the top , o o e
. . +  Failure to accurately identify all of your buildings with their BBLs and BINS may result in the issuance of
right corner of the compliance violations for non-compliance.

report page, or
For each building being benchmarked, you must complete A and B below:

2. View a PDF of the report A) Enter the building's borough, block and lot number (BBL) in the "Notes" field, written in the following ten-digit
instructions available at format:
www.nyc.gov/LL84 through the - The first digit is the berough number. Borough numbers are as follows:
link “2012 Compliance Report Manhattan = 1. Bronx =2; Brooklyn = 3; Queens = 4; Staten Island = 5
Instructions - The next five digits are the block number. If the block is less than five digits, enter zeros before the actual

block number so there are five digits in tofal. (For example: block number 845 would be entered as 00845)

- The last four digits are the lot number. If the lot is less than four digits, enter zeros before the actual lot
number 5o there are four digits in fotal. (For example: lot number 27 would be enfered as 0027) b

D

NVYG [JEINYC
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Step 4 — Complete Benchmarking

NYC Local Law 84

Step 4 — Review Before Release

* After you click “ok,” you will see the
2012 report screen, but before you
click ‘Release Data’, do the following
checks for all properties:

1. “Notes” column has your correct
2. 10-digit Borough Block and Lot (BBL)

3.  “Unique Building Identifier” has
your correct 7-digit Building
Identification Number(s) (BIN)

4. REVIEW all benchmarking input data
for your building(s) and make sure it
was entered accurately

5. If youfind that you need to edit your
data, simply click “My Portfolio” at
the top left hand of the screen
(under the “ENERGY STAR” logo)

| REFRESH DATA |

[ 1 | Data Current As Of: February 11, 2013 12:30 AM

NYC LL84 Benchmarking 2012 Compliance Report December 2012

© View Data Table  © View Graph

| RELEASE DATA |

View Instructions from City of New York

Don't see what you're expecting in your report?

View Full Screen Display % Printer-iriendly

Building ID  Facility Name « Period Ending Date  Rating Notes
2647360 SAMPLE OFFICE

3208358 SAMPLE HOSPITAL

1213112012
1213112012

100 1-00001-0001
1002 1-12345-1234

STOP

Have you Verified all

of your
Benchmarking
Before Submitting
your Report?

Download Data Set: Excel | XML | CSV | PDF

Unique Building |dentifier =~ Addre
3456789 100 F
1234567,2345673 10Pa

Buildings



Step 5A — Returning to the Report NYC Local Law 84

Step 5A — Returning to the Report

* If you need to go back and edit your benchmarking data, you can return to the report submittal page at any time
following these two steps:

1. From the “My Portfolio” page, click “Generate Reports and Graphs’’ on the right side of the page

Facimes INCIuged: £ | Facumes inciuaea: £ Work with Facilities

Change from Baseline: Portfolio Adjusted Percent Energy Use (%): -23% —LghdateFM'f'l'ittiP'e
Faciliies Included: 5 are raciiies

Reporting and Analysis
New!
Generate Reports and Graphs
JUe =ldy Felmollt g Repo

Averages are weighted by Total Floor Space.
More about Bazelines
More about Change from Baseline: Adjusted Energy Use

Eeguest Campus Report

Apply for Recognition
Apply for the ENERGY STAR
ENERGY STAR Leaders

Automated Benchmarking
Automated Benchmarking Services Console

( My Facilities W My Campuses

GROUP: NI Create Group | View Al ST Summary: Facilities [Bl| create view | Edit view | view Al

Download in Excel Search Facility Name:

Results 1 -6 of 6 Al#ABCDEFGHIJKLMNOPQRST

Current

= Change from Baseline: Adjusted Total Floor Space Energy Use Current Energy Period o
Facility Name —9 f:";‘n Energy Use (%) (Sq.Ft) Alerts Ending Date I Eligibility for the ENERGY STAR

o L L L L
SAMPLE HOSPITAL 100%* 7.9 1,015,000 01/31/2013 Not Eligible: Default space values used
(ENERGY STAR Eligibility Rules)
SAMPLE OFFICE 100 -79.6 603,141 12/31/2012 Apply for the ENERGY STAR

Buildings




Step 5B — Returning to the Report NYC Local Law 84

Step 5B — Returning to the Report

2. Make sure you select “NYC LL84 Benchmarking 2012 Compliance Report” from the drop-down
menu on the left side (under the “Custom Reports” heading)

#{ PORTFOLIO MANAGER @L?ﬂifm @mmm Ok E:IN'I'AET d

ERGY STAR

Home = My Portfolio = Generate a Report

Report Template About Templates
Select a Report Template |E| .
Select a Report Template Portfolio Manager Reports

Baseline Comparison
Benchmark Performance
Current Facility Status
Emissions Performance
Energy Performance
Utility Cost Report

Water Performance Report T * ﬂ

WaterWasztewater Energy Performance

Generate reports and graphs using data
rom your Portfolio Manager account

¥ LL24 Benchmarking 2011 Compliance Report
WY C LL34 Benchmarking 2012 Compliance Report

-- Data for Download --

Buildings




Step 6 — Report Submission

NYC Local Law 84

Step 6 — Release Data to the City

* The “Reporting Period” and “Location” have
been locked and so only your properties in
New York City with period ending
12/31/2012 should be displayed

* Verify that the correct properties appear in
the center of the screen

* Click “Release Data” in the upper right
corner

*  Your report will then be submitted to the
City for compliance electronically

© View Data Table © View Graph

[ ] | Data Current As Of: February 11, 2013 12:30 AM

NYC LL84 Benchmarking 2012 Compliance Repori\ December 2012

l | RELEASE DATA | I
View Insiructions

Don't see what you're expecting in your repori?

| REFRESH DATA | view Full Screen Display = Printer-friendly Download Data Set: Excel | XML | CSV | PDE
Building ID  Facility Name = Period Ending Date  Rating Notes Unique Building |dentifier ~ Addre
2647360 SAMPLE OFFICE 1213112012 100 1-00001-0001 3456789 100 P
3208858 SAMPLE HOSPITAL 1213112012 100 1-12345-1234 1234567,2345678 10 Pa

P

All properties
being submitted

to the City
should appear
in this window

Buildings



Step 7 — Compliance Confirmation NYC Local Law 84

Step 7 — Compliance Confirmation

From: buildings@energystar.gov

» After you have released your report to the
y y P Subject Copy of Data Released

City, you will receive an email confirmation >

of receipt from the EPA Message:
[Your Name] released data to City of New York on [xx,xx,2013] for
* The following documents are required by "NYC LL84 Benchmarking 2012 Compliance Report" Custom
the Department of Buildings to be saved Template. A copy of the data released is attached.
for three years:
1 Ay £ th fi ) i If the attachment did not come through, please click on this link to
- A copy of the contfirmation e-mali download the data: [A URL LINKING TO YOUR RELEASE DATA WILL BE
from the EPA INCLUDED HERE]
2. Proof of request to non-residential
tenants for information related to The released data file will only be available for 30 days beginning on
separately metered energy use XX, XX, 2013.
3. Back-up information regardin
p. g & Attachment:
energy inputs [ReleaseData_XXXXX]

4. A copy of energy input data
entered into Portfolio Manager

* For more details on this requirement see CONGRATULATIONS!

the benchmarking Rule posted on . .
WWw.nyc.gov/LL84 You have complied with

Local Law 84!

Buildings
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Additional Assistance to Complete Benchmarking NYC Local Law 84

If additional assistance is still required...

* On the GGBP Local Law 84 page, access the * In Portfolio Manager, access EPA’s Portfolio Manager User
various guidance documents Support for benchmarking guidance

* Go to www.nyc.gov/LL84 > How to Comply
- Benchmarking Guidance

@ PORTFOLIO MANAGER sttt o (@l comes (IR @) 2 (e (X) rocur

How to Comply ENERGY STAR)
Home > My Partfolio > Sample Building

In arder to comply with Local Law &4 (LL&4), owners of buildings with entire lots of 50,000 Eacility Summarv: Sample Buildin . )
square feet or more (1) as designated by the Covered Buildings List must use a free online Huwdutl'{sethis a g P 9 Frrerl LA B
benchmarking tool called Portfolio Manager to log energy and water use and submit a Address: 1234 Main St | Dallas, TX 75201
compliance report to the City by May 1 of each year.

° H n n
For example, to comphy by May 1, 2013, data would be inputted for calendar year 2012 and CIICk the FAQ bUtton tO access a SearChabIe database Of
the report would be submitted to the City via the "N'C LL84 Benchmarking 2012 Compliance Frequenﬂy Asked QUEStiOI’]S.

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

* Click the "Help" button to access searchable online user-

Submission to the City support information.
———— * Click the “Contact Us" or email buildings@energystar.gov for
Benchmarking Guidance

= further technical assistance

Still have questions about compliance? Still have questions about Portfolio Manager?
Email Department of Buildings at Call the Benchmark Help Center at
sustainability@buildings.nyc.gov 212-442-7901

NYC [JELYC
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