Manual Water Benchmarking Tutorial

How to Manually Benchmark
Water Use to Comply with Local
Law 84

* This document provides step by step instructions on how to
access your water consumption data and manually
benchmark your water consumption as required in Local
Law 84

* The automatic upload of water usage via DEP’s Automatic
Meter Readers (AMR) is now available. There is also the
option of manual input of water consumption

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

* For any questions, please send an email to
waterbenchmarking@dep.nyc.gov
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Step 1 — Access DEP Account

NYC Local Law 84

Step 1 — Access Account

| mwato ineg.

e Access your water usage
information on the DEP
website www.nyc.gov/dep

| Pepacton Reservoir

* Click the ‘My DEP Account’

" New York Watershed in Winter

Search | Email Updates | Contact Us

Office of the Mayor

Enwmnmentaf =%
P

Residents : Business :@ Visitors : Government :

My DEP Account
and Online Bill Pay

How to Get Started

Reservolr Levels

button —
Advanced Search : = 5
My DEP Account S 2’* e ;
and Online Bill Pay Bicahsok J _/“"’“’
flickr W i
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* Log in to your account. If a new

customer, register a new
account. Registered Customers : Log In
User 0
Password:
==
Forgot Your Password?

New Customers? Reqgister Now
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cation

Advisories

Welcome to My DEP Account

The centralized portal for all DEP customer online activities

Water and Sewer Customers
* Track your water use
* Pay your bill online
* Sign up for paperle=s biling and online leak netification

Plumbing Professionals

* Apply for and receive water and sewer permitz online
* Pay any applicable feez online
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Step 1a — Delegate account NYC Local Law 84

Step 1a — Delegate Account

* OPTIONAL: If the owner of the
water account would like to
allow another person access to
their account, they need to
assign “delegates”

* This step is necessary to allow
access for others who will
benchmark on behalf of the
owner of the water account,
i.e. consultants, and service
providers

* To assign delegates, Click the
‘My Profile’ tab

* Click ‘Delegate Accounts’

* Click the link to register a new
delegate

Environmental
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LRy ni Ml Enroll for Services | DEP Website

Edit Profile | Register Accounts Delegate Accounts

Delegate Accounts

Delegate Accounts here

Want to register new delegatq ! Click here

Registered Delegates

Your profile does not have any registered delegates.

At
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Step 1a — Delegate account (continued) NYC Local Law 84

Step 1a — Delegate Account

Enroll your delegate user here

¢ Fill in the information for the

: salutation: Mr, p———
delegate that you wish to it L e

. First Name: * @ Please enter a valid email address.
register e
Last Name: * % Please enter a user id containing letters(a-z,
A-Z), numbers(0-9) and a period(.).
Phoned: g t Ext:

% Please enter a password containing letters(a-z,
Phone2: _ i Ext: A-Z), numbers(0-9) and special

e All fields marked with a red

asterisk are required e et
email: * % You can add muttiple accounts by clicking on
‘ . . S LA the link "Click here to add account”.
* For ‘Relationship to the ' .
? ( .
property’, choose ‘Authorized — .
. ‘
Representatlve Minimum ¢f & characters in length.
Password: sessssssssss .

Minimum of & characters in length.

* Choose an User ID and

Confirm Password: ssesesssssse *
Password on behalf of the
delegate Relationsl;ir;:}:}c;thrt:: Authorized Representative -

° CIle the lCIle here to delegate Account Number(s): Click here to delegate account(s) *

‘; Select: All, None
335001

account(s)’ link
*Required Field

|| &
____________________________________________________________________________________________________ ¥ [ [1000155450001

]

O

[m] »

* Select which accounts you
would like the third party to
have access to

1000205159001

1000630958001 -

* Click Delegate Account(s)
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Step 2 — Access Water Data

NYC Local Law 84

Access Water Data

1. Back on the home page, click the
‘See My Water Use’ link
2. Select your Meter

See My Water Use

3. For Graph, select “Monthly Usage 2

Enroll for Services | Email History | DEP Website

See My Bill | Make aPayment | See My Payments

NYC
Service Address: Account # 9000

PACIFIC ST ough: Brooklyn Block: 0
BROOKLYHN, NY 11233-0000 3 ding Class: C1

Lot: 00

4

for Year”
4. Choose Year “2013”
Click “View”

U

* Please check the ‘meter’ tab to make
sure that you have accounted for all
of the consumption associated with
your property

* Remember that the data provided is
in cubic feet

Environmental
Protection

Mater: E192346

CCF |I=raph= Manthly Usage for Year |

|Year= 2013 |

35000 —

CUBIC FEET

25000 —
20000 —
15000 —
10000 —
5000—
0

Feb

Monthly usage for 2013

Mar  Apr

|||II|||||

Log o _

Reads History Help

Account Balance: 50.00
AMR Installed On: 05/13/2009

5

330000 ——

300000 —

230000 —

150000 —

100000 —

00—

B Actual Consumption B8 Average Cons  ® Read Mot Available [—1ZeroCons [ Total Cons
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Step 2 — Access Water Data (cont’d) NYC Local Law 84

See My Water Use | See MyBill | Make a Payment | See My Payments || Reads History || Help
* To receive your monthly water NYC
consumptlon n tabUIar forml C“Ck the Service Address: Account # 9000 Account Balance: $0.00
‘ . 7| PACIFIC ST Borough: Brooklyn Block: 0 Lot: 00 AMR Installed On: 05/13/2008
Reads History’ link BROOKLYN, NY 11233-0000 Building Class: C1

* |In the column entitled “Consumption OIS E192596  =)|OCF <] CPapie| Monthly Ussge for Year o] YaSrs(2013 = G
in Cubic Feet” you will find all of your
consumption information on a
monthly basis to enter into Portfolio

Previous Read

Manager Date Reading
g 12/31/2012 92932
* |f a reading was estimated for a Meter Reads History
month, you will find the average in onth Month readin Consumption in Cubic Feet || Average
the next column ”Average (on graph) 6 (Reading Difference * 10) Consumption
Consumption" January Jan 95905 29730
February Feb 98749 28440
. Pl . , March Mar 101694 29450
ease check the ‘meter’ tab to make e o T —
sure that all meters have been May — 107416 29910
selected, to account for all of the June Jun 110698 32820
consumption associated with your July Jul 114078 33800
property August Aug 116555 24770
September Sep 118994 24390
October Oct 121955 29610
November Nov 124526 25710
December 127360 28340

| _ i
NYGC IRERYC
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Step 2— Access Water Data (cont’d)

NYC Local Law 84

* If you need further guidance on
how to access your water data,
instructional videos are available
on the DEP website

* To watch the videos, go to
www.nyc.gov/dep and click ‘How

NYC
. <4

| owaToineo.

Search | Email Updates | Contact Us

Residents @ Business : Visitors : Government @ Office of the Mayor

New York Watershed in Winter

Pepacton Reservoir

and Online Bill Pay

Advanced Search

farahnanls

How to Get Started |

’
to Get Started
DEP video tutorials offer step-by-step instructions on everything you need to know Reservoir Levels
- from registering with My DEP Account to viewing vour water use and pavying

vour bill online.

* Find ‘View Your Water Use’ and
click the “WATCH IT NOW/!’
button

Browse by Subject

Register My DEP
Account

Pay Your Water and

Edit My DEP Account )
Sewer Bill

», Leak Notification

L warcH Im now! L] watcH T now! L wartcH Im now!

Waterbody Advisories
Learn how to edit your Learn how to pay your

My DEP Account.

Learn how to register
your My DEP Account and water and sewer bill
retrieve a forgotten online.

password.

View Your Bill View Your Water Use | Enroll for Services

L] waTcH IT now! L WATCH IT NOW! L WATCH IT HOW!

L Learn how to view your Learn how to sign up for

wvater and sewer bi water use online. paperless billing and

onlinea. eak notification alerts.

Environmental
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Step3-Login NYC Local Law 84

Step 3 — Log In to Portfolio Manager

Discover the new and
improved Portfolio

* Visit http://www.energystar.gov/benchmark
Manager today.

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

* If this is your first time using Portfolio Manager you will need to SIGN UP

set up an account and go through the process of benchmarking

your properties before submitting results to the City
Current Portfolio

Manager Users

username

: password

Forgot password? LOG IN

NYC RERYC
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Step 4 — Select a Property NYC Local Law 84

Step 4 — Select a Property

* Select the property you would like to manually benchmark

My Properties (3)

Add a Property

Filter by: | View All Properties (3) |Z|| Search

Create Group | Manage Groups

|

Name = Action
> |23 _Manhattan, NY 10016 | lwantto... [=]
5927 Blvd | lwant to... [=]
7 St, Brooklyn, NY 11211 |l want to... [=]
1 | i [ 3
Page of 1 10 [=] View1 - 3 of 3

I

¥ Download Entire Portfolio

If you're a pro, you may want to upload and/or update multiple properties at once using an Excel

spreadsheet. This can be done to create new properties, add use details, create meters and add

meter consumption data.

Environmental
Protection
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Step 5 — Select the “Meters” Tab

NYC Local Law 84

MyPortfolio Sharing Planning Reporting  Recognition
23 Avenue, Manhattan, NY 10016 @Y Mot eligible to apply for Weather-Normalized
mll ENERGY STAR Source EUI (kBtu/ft?)
23 ., Manhattan, MY 10016 | Map It Certification
Portfolio Manager Property ID: 395 Primarily: Single Family Home Current EUI: N/A
Year Built: 1944
Baseline EUI:  N/A

Summarny Meters Goals Design

Property Profile

You haven't created a profile for your property yet.
Profiles are a way to supplement the information in
Portfolio Manager with additional information about
your property, including a photo.

Create Profile

Source EUl Trend (kBtu/ft?)

Environmental
Protection

Motifications

“ou have no new notifications.

Data Quality for this Property

The metrics that Portfolio Manager calculates depend on your use details and your
energy bills. The data quality checker inspects the information you have entered to
identify possible errors. If a property is shared with you as "Read Only,” you will not
be able to run the Data Quality Checker.
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Step 6 — Add a Meter or Edit an Existing Meter NYC Local Law 84

Water Meters (3)

¢ « View as a Diagram > Add Another Meter

Name Water Meter Most Recent Action
Eill Date
[ ]
Remember that DEFWaterMeter | Potable Indoor | | want to... E”
the data on
, e

DEP’s website is Potable Indoor | g oo jnoor [1want to... [=]
. . Meter #2

in cubic feet

Potable Indoor

X Potable Indoor | want to...
Meter #1 | E”

Water Meters (3)

« » View as a Diagram Add Another Meter

Name Water Meter Most Recent Action
Eill Date
DEPWaterMeter | Potable Indoor | want to._. =

Potable Indoor Edit Basic Meter Information
Meter 22 | [otable Indoor View/Add Bills (i.e., meter consumption)
- Delete Meter

Potable Indoor
Meter £1

Potable Indoor | lwant to... [=]

Errormenai IFEINYC
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Step 7 — Complete Benchmarking NYC Local Law 84

CONGRATULATIONS!
You have met the
benchmarking requirement
for water consumption

* If you still have questions regarding your water account, email DEP at
waterbenchmarking@dep.nyc.gov

* For other questions, concerns, or assistance with meeting the compliance for LL84, you may
also email sustainability@buildings.nyc.gov

NYGC IRERYC
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