Submission Instructions NYC Local Law 84

How to Submit Benchmarking
Results to New York City

* This document gives step-by-step instructions on 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 Compliance Report which is
required for submission

A GREENER,

* More benchmarking resources are available online at |E_lﬂ!£!r
the Greener, Greater Buildings Plan website: 'NEW YORK
www.nyc.gov/LL84 — —

* Questions about Portfolio Manager may be directed

to their support page: EN ERGY STAR

portfoliomanager.energystar.gov/pm/help

commmmmnsensone POMONON@nager

Department of Buildings at
sustainability@buildings.nyc.gov
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Step 1 — Access Compliance Report NYC Local Law 84

0 Yc Green Buildings Step 1 — Access Report
& Energy Efficiency
Email a Friend Translate Thi: .
Access the 2014 Compliance Report
RS r— oo com through the link available at
e . owto Lomply
Buildings & Energy Efficiency http://www.nyc.gov/html/gbee/html|/pl
. In order to comply with Local Law 84 (LL84), owners of buildings with entire lots of

Elreener, Greater Buildings 50,000 square feet or more (1) as designated by the Covered Buildings List must use a a n/l |84 com plyShtmI

an . : free online benchmarking tool called ENERGY STAR Portfolio Manager (2) to log “ . .

Lt BRI energy and water use of the prior year by May 1 of each year. 1. Scroll down to “Submission to the

LL8A: NYC Energy Conservation

Code (NYCECC) To submit your report and comply by May 1, 2015 deadline, input energy and water use C|ty"

LLB7: Energy Audits & Retro- data for January - December of the prior year into Portfolio Manager via the compliance . “ .

commissioning template created by the City: "NYC LL84 Benchmarking 2014 Compliance Template.” 2. CIICk the 2014 Compllance Report

LL88: Lighting Upgrades & Sub- .

metering To quickly view specific sections on this page, click on the section titles below. Template” (for Comphance by May 1'

SRR Submission to the City 2015)

. . AIUIUC LG IUL LU 14 r\l:pulting 1

Greening the City’s Codes &

Deadlines and Violations

Regulations

2014 Submission to the City (for compliance by May 1, 2015):

NYC Carbon Challenge

To complete the benchmarking process, the newest reporting template must be
generated in Portfolio Manager. This new template creates a custom Compliance
Report that will then be submitted to the City every year to comply with LL84 for each
property on the Covered Buildings List.

Financing & Incentives

Greening Public Buildings

= + 2014 Compliance Report Template
Other Green Building + 2014 Compliance Report Instructions 2
EEE Guidance for 2014 Reporting (for compliance by May 1, 2015):
Contact Information « NEW: Data Quality Checker Alert Fields in Portfolio Manager (in PDF)
« How to Submit Benchmarking Results to New York City for 2014 {check back
here soon)

k5 FollowPlaNYC « Where to Input NYC BBL and NYC BIN (in PDF)

+ NEW: LL84 Compliance Checklist & Users Guide, revised (in PDF)

+ First Time Bench Marcking Guidance for the new Portfolio Manager (in PDF)
(check back here soon)

« Benchmarking Refresher for Portfolio Manager (in PDF) (check back here soon)

Buildings



Step 2 -Log In NYC Local Law 84

Step2-Login If this is your first time using Portfolio
Manager you will need to set up an
* The link will direct you to Portfolio Manager account first, and then enter all of
and prompt you to log into your account your energy and water data for your
properties before submitting results to
@ ENERGY STAR® the City. Refer to guidance document
g = ® e . . . ”
Porl'follo M A nag er :lrst Time Benchmarking Guidance
a

http://www.nyc.gov/html/gbee/html/
plan/l184 comply.shtml

Welcome to Portfolio Manager

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

*
Password: ‘

You Must Enter
Your Energy Use
Data Before
Submitting your
Report

Create a New Account

a’.J “ou are accessing a U.S. Government information system. System usage may be monitored, recorded, and subject to audit. Un:
criminal and civil penafties. Use of the system indicates consent to monitoring and recerding.
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Step 3 — Review Report Instructions NYC Local Law 84
== PortfolioVlanager®

MyPortfolio Sharing Planning Reporting Recognition

Step 3 — Review Instructions

Complete this form to respond to the "Data Request:NYC LL84 Benchmarking 2014 Compliance Report” for City of New York. This response has also been
added to your "Templates & Reports™ list on the Reporting tab.

1. Instructions will pop up.

| Respond to Data Request: Data Request|NYC LL84 Benchmarking 2014 Compliance
ead them!
Report
from City of New York (City of New York)
2. Choose whether you are submitting ‘ PR Responding to Data
About this Data Request ¥ Requests
the data On behalf Of you rself Or . ‘You are viewing this screen because
Data Requested By: City of New York someone has asked you to provide data
Someone else. Instructions: to them in the form of a data request. To

Data Request NYC [ | 84 Benchmarking 2014 Compliance Report respond, simply fill out the information

| Submitting Data for

3. The ‘Timeframe’ will be locked to About Your Response Someone Else
. Sometimes people delegate their
“Single Year — Dec — 2014” Who is this data being submitted on behalf of? i
requests to other people. [fyou are
o myself responding on behalf of someone alse,
‘ H ’ H . someone else please select their name from your
4. In ‘Properties’, select a choice: S
° One Property attributed to the response.

e Multiple Properties
e All Properties

Wil Previewing Reports
Your Response w

Making selections here will include

Select Information to Include: specific properties and timeframes in

your response. You may preview your

5. Ta ke th is Iast OppO rtu n|ty to Timeframe: Single Year v|[Dec v |[2014 ¥ | response before you send it. However,
Fortfolio Manager will need to prepare

CO nfi rm th e B B L(s) a n d BI N (s) h ave Fi If the data requestor has specified a timeframe for the request, you will not be able to change it. the preview in order for you to view it.
w Large responses may take more time to

. ‘ ’ : :
been ente red into the Sta nda rd ID prepare. Your response preview will be
Properties: | *[ ot Number of Property(ies)- ¥ | available from the “Templates &
‘ - Reports” section on the Reporting tab
flelds' Om|55|ons Or errors may * | The data requestor may haveaskedforonelWldedmhthepmpew whznitis ready # :

d«J information. Make sure you have entered the Tequssict siandaiu ios 1o sach property before sending

result in non-compliance. your response.

6. Click “Generate Response Preview” Generate Response Preview JEi
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Step 4 — Send 2014 Report NYC Local Law 84

Step 4 — Send 2014 Report

1. Make sure to choose the
“Data Request: NYC LL84

Benchmarking 2014
Compliance Report”

2. NEW: If thereis an error
message, then click on “read
more” to resolve the error(s)

before sending the response.

You will be led to a “N/A
Screen”

Charts & Graphs ENERGY STAR
Performance Documents

"-.'_ Staterment of Energy Perdformance (SEP)

oy Staternent of Energy Design [mtent
= (SEDI

"L Data Verification Checklist

"L Progress & Gosls Report

"L EMERGY STAR Score Card

Weather Normaiized Site ELN
How much energy would be reported on my bills, under average weather conditions?

Templates & Reports (9)

Your new response preview(s) has been generated, however basic metrics could not be calculated for one or more properties
in the request. Read more

& Mama & Statuc = Action
rl Diata Request:MY'C LLB4 Benchmarking 2014 Compliance Report Responze Preview Generated: Send Respanse v
ol | (Request from City of Mew Y ork) NZFA2A015 12:16 PM = po
want to...

o Edit Properties and Timeframe
Performance Highlights Mo Report Generated Praview Response

Download Preview in Excel

Generste an Updsted R
Energy Performance No Report Generated E&?M

Delete Responze
Emissions Performance No Repart Generated Yﬂ,[‘l‘jﬂﬂg Metrics (M/A's)
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NYC Local Law 84

Step 4 — Send 2014 Report

Details About the New “N/A Screen” for Portfolio Manager Data Requests

Step 4 number 2 continued: Data Request Response Has Missing Metrics (N/A's)

Your data response contains 41 properties where the Site EUI and/or Total Water Use could not be
calculated.

e After clicking “Read more” the

user sees the alert page, listing all
properties for which “Not
Available” is present in the Site

‘When Site EUI andfor Total Water Use cannot be calculated, typically it means there is not 12 full months of complete meter data or there is a problem
with your property's Gross Floor Area. These metrics are the basis for other more complicated metrics (such as the ENERGY STAR Score), so other
metrics may also be unavailable as a result

Properties With Missing Metrics (N/A's) (41) (response preview generated 01/22/2015 09:08 PM EST)

. Period Ending

EUl OI’ Water Use .I:Ield a|0ngSIde Property ID ¢ Property Name Date ¢ | Site EUI Total Water Use
i . This property does not have at least one
SpeCIfI c data qua | |ty alerts. meter for the type of energy or water
used in this metric calculation. For
The | eter Electric Grid Meter dor| not | example, you cannot receive a value for
) N hawi |12 full calendar months of b | s for | "total electricity” if you only have gas
. . . Manager St | . .
Alerts |nc|uded N th|s screen ST Portfolio Manager Store [2EIRULE the soimvicu yoar. + mass e wns 100 meters. If you believe there is an errar,
the full 12 months. g0 to the Meters tab, select "View/Edit
Configuration” and make sure you've
co rrespond to th e 8 new d ata associated the correct meter(s) for use
H in your metrics.
guality alerts added to custom -
You do not have any meters associated | You do not have any meters associated
re po |"t S with your property. To associate a with your property. To associale a
- meter, go to the Meters tab and select | meter, go to the Meters tab and select
3884860 Samole 1 123172014 "“View/Edit Configuration,” then tell us "iew/Edit Configuration," then tell us
which meters to add together for your | which meters to add together for your
The links within the alerts take the performance metis. periormance metrcs.
. You do not have any meters associated | You do not have any meters associated
user to th e PO r‘tfo | 10 M ana ge r with your property. To associate a with your property. To associate a
4021271 Sample 1 12731/2014 meter, go fo the Meters tab and select | meter, go to the Meters tab and select

screen where the data
omissions/errors can be fixed. For
example, the user can go directly
to the electricity meter where
gaps are present.

"View/Edit Configuration,” then tell us
which meters to add together for your
performance metrics.

"Wiew/Edit Configuration,” then tell us
which meters fo add together for your
performance metrics.
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Step 5 — Confirm Data Send NYC Local Law 84

Step 5 - COnﬁrm Data Send MyPortfolio Sharing Planning eporting Recognition

Confirm Response to Data Request from City of New York (City of New York)

1) Once you have reviewed all
. By clicking Send Data, you will release data to City of New York (City of Mew York). You will receive a confirmation email with a receipt and a copy ofthe data
errors and made any possible e

corrections, select “Send Response”

o Who (besides you) should we send a confirmation email to? 3 About Releasing Your
Select contacts from your contacts book: Data
2) Choose WhO gets COpieS Of the ARGt e T A B e ey Once you have chosen to release your
. . . - data, there is no way to retract it. Please
Cco nﬁ I’matlon eéma || preview your report to identify any data
issues before sending to avoid
= incomplete or incorrect data being
3) Choose fi Ie format fOl" the data, To select multiple contacts, hold down your Contral (CTRL) key and click on each selection. e
. . Only your connected contscts appear in the list.
which will be sent as an attachment @Ahm Signing Yoar |
to the confirmation email OWhat format would you like your data in for the email attachment? RespoBoR
g Please provide login credentials
@ Excel

{username and password) to
XML electronically sign your response.

4) E-Sign to certify release to the

Clty of New York e E-Sign your Data Response
5) Enter username & passwo rd [¥] I hereby certify that | am releasing data about my properties, or on behalf of someone else, to
City of New York with City of New York.
Your username: i |
. . <ENTER USER NAME=
6) Click “E-Sign Response” ,
Your password: i

..........
Send Data [ pElls

5) Click “Send Data”

i)
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Step 6 — Save Documentation NYC Local Law 84

Step 6 — Save Documentation

From: donotreply@energystar.gov
Subject: Receipt for Data Request Submittal

* The following documents are required by
the Department of Buildings to be saved
for three years following your submission:

1. A copy of the confirmation e-mail _——————> | This is to confirm the receipt of the following Data Request:
from the EPA

Message:
Dear [Your Namel]:

2. Back-up information regarding Response sent: [MM/DD/2014] [XX:XX AM/PM]
energy inputs Response includes: [#] properties
Response sent to:

3. A copy of energy input data

City of New York
entered into Portfolio Manager y

NYC Mayor’s Office

Response sent by:
* For more details on this requirement see [Your Name]

the benchmarking Rule posted on [Your Address]
www.nyc.gov/LL84

Sincerely,
ENERGY STAR Commercial and Industrial Program

Attachment: [ResponseData_xIsx]

CONGRATULATIONS!
You have complied with

Local Law 84!
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