Submission Instructions NYC Local Law 84

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

* It explains how to access and complete the
New York City Compliance Report which is

required for submission

* More benchmarking resources are available online at

the Greener, Greater Buildings Plan website:
www.nyc.gov/ggbp

* For live assistance with benchmarking, contact the
Benchmarking Help Center by dialing 3-1-1 or directly

at 212-442-7901

* Questions may also be e-mailed to the Department of

Buildings at sustainability@buildings.nyc.gov
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Step 1 — Access Compliance Report NYC Local Law 84
@ p : | Search | Emall Updates | Contact Us

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

l ¢ n C Search
* Access the 2011 Compliance { mv T TR T T

Report through the link

available at ' About PlaNYC
Who We Are

www.nyc.gov/ggbp Partners

Links

Step 1 — Access Report

Popular Links

Greener, Greater Buildings Plan

NOTE: Coming soon - Launch of the new Greener, Greater Buildings Plan
website. Stay tuned!

This site is being updated regularly to reflect new information. If you do not see

information that you are looking for, please check back at a later time. Viewing
PDFs requires be Readt

OVERVIEW: Upcoming Events

« Submitting Benchmarking to the City: The new link to submit for 2011 is now
available, to submit data by May 1, 2012

To complete benchmarking for compliance with the law you must use a
custom report created by the City. Last year's NYC LL84 Benchmarking 2010
Compliance Report is still available to submit outstanding reports with
2010 data
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Step 2 - Log In NYC Local Law 84

Step 2 —-Loglin

* 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 and go through the process of benchmarking
your properties before submitting results to the City

PORTFOLIO MANAGER

EPA's system for helping you track and improve energy efficiency across your entire portfolio of buildings.

&

i
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ENERGY STAR

Usemame:
Forgat your usemame?

Posort

Forgot Your Password?
New User? Register

Contact Us | Privacy Policy | Browser Requirements
Buildings & Plants

Buildings

FREQUENTLY
ASKED
QUESTIONS
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Step 3 — Review Report Instructions NYC Local Law 84

Step 3 — Review Instructions

* Instructions will pop up. Read
them and click “OK”

* You can go back and read the
instructions anytime by:

1. clicking “View Instructions
from City of New York” in the
top right corner of the
compliance report page, or

2. view a pdf of the report
instructions available at
www.nyc.gov/ggbp through
the link “2011 Compliance
Report Instructions”

Buildings

Template Instructions X

The following instructions were provided by Local Law 84 of 2009 (City of New York) for using NYC LL84 Benchmarking 2011 s
Compliance Report :

This custom reporting template must be used for compliance with New York City's benchmarking law, Local Law 84 of 2009.

STEP 1: Complete the benchmarking of your property(ies)
Prior to submitting this repart, you must enter all information required by Portfolio Manager for each property covered by the law
to ensure it has been completely benchmarked. All data from January 1 - December 31, 2011 must be included.

STEP 2: |dentify your property(ies) - IMPORTANT
For each property being benchmarked, you must complete A and B below:

A) Inthe "Notes" field, enter the building's borough, block and lot number (BBL), written in the following format:
- Aten digit number, where the first digit is the borough number, then a dash, the next five digits are the block number,
then a dash, and the last four digits are the lot number.
- Borough numbers are as follows: Manhattan = 1; Bronx = 2; Brooklyn = 3: Queens = 4; and Staten Island = 5
-Ifthe block is less than five digits, enter zeros before the actual block number so there are five digits in total (example:
block number 845 would be 00845)
-fthe lot is less than four digits, enter zeros before the actual lot number so there are four digits in total (example: lot
number 27 would be 0027)
- For example, a building in Brooklyn, with a block number of 845, and a lot number of 27, would enter the BBL as: 3-
00845-0027
- If you are separately benchmarking multiple buildings on a lot, use the same BBL for each building with the word
"muttiple” following the BBL. (example 3-00845-0027muttiple)
- Please do not enter any other information in the "Notes" field besides the building's BBL in the correct format.

B} Inthe "Unique Building Identifier” (UBI) field enter the building's seven-digit Building Identification Number (BIN).
- If you are benchmarking multiple buildings on one tax lot together, you must include each building's BIN number in the M
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Step 4 — Complete Benchmarking NYC Local Law 84

Step 4 — Complete Benchmarking

* After you click “ok,” you will see the

} Mg PORTFOLIO MANAGER .mmF%mu% @cmmcm F*Emls EML"‘Y cormc @nnp ® L0g{
report screen, but before you click

. Home > My Portfolio » Generate a Repart
‘Release Data’, do the following checks for | P
all properties: Cuick Reference Gudes () Data Current As OF: Hlarch 20, 2012 12:30 Al
Ii ) 2m|
feportTemplate  SondftToness NYC LL84 Benchmarking 2011 Compliance Report December 2011
1. Borough Block and Lot (BBL) number INYC LL84 Benchmarking 2011 Compliance v
. . . RELEASE DATA
N PO rtf0| 10 M d nage r"S ”NoteS" f| e | d © View Data Table O View Graph View Instructions from City of New York
Save as Default Fiter for this Report  Clear All Fiters Don't see what you're expecting in your repert?
o1 .4° ] . 3 Matching Facilities 3 Rows Returned
2' Bu Ild ! ng Identlflcatlon N um ber ( B I N ) REFRESH DATA Vigw Full Screen Display Printer-friendly Download Data Set Excel | XUL | CSV | PDF
in Portfolio Manager’s “Unique _ : _ PR
. . o L O Reparting Period Building...  Facility Name Period Ending...  Notes Unique Building ldentifier ¥ | State Totd
BU||d|ng Identifier” field SingePatod (o perio) 237977 Sample Hotel 1232011 1-2M456-7890  1Z567;1204567;123436T:123... New York
2647360 Sample Muttifamity 1231201 New York
3. REVIEW all benchmarking input data Comparatie (o perods) BEEENT Sampl Offce New Yok
for your building(s) and make sure it ange peeie i e g STO P

was entered accurately O Faciites & Groups

Select Facilties or Groups Com plete
Benchmarking
Before Submitting

OR. type in the name of a single facility:

your Report

& Location

U3 only All Countries |< I T |

[2]

K 4 Iree 1ot b N Displaying 1-3 073

Buildings




Step 4 — Complete Benchmarking NYC Local Law 84

Step 4 — Complete Benchmarking

* Within the tool, access EPA’s Portfolio

Manager User Support for benchmarking
guidance if needed

Buildings

)

m FREQUENTLY
L4/ /5] PORTFOLIO MANAGER accounr @mmm QL @%Nﬁm ®H5Lp ® Locour

Home = My Portfolic > Sample Building

Facility Summary: Sample Building General Information Edit
How do | use this page?
Address: 1234 Main St | Dallas, TX 75201

1. Click the "Help" button to access searchable online user-
support information.

2. Click the "FAQ" button to access a searchable database of
Frequently Asked Questions.

3. Click the “Contact Us" or email buildings@energystar.gov
for further technical assistance
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Step 5A — Returning to the Report NYC Local Law 84

Step 5A — Returning to the
Report

PORTFOLIO MANAGER @;ﬁcouu';'w @ T @ FREqueNTLY T

/\ QUESTIONS e

)

* When you are ready to submit
your benchmarking results to

T

ome = My Portfolio

Add a Property

the City, you can return to the Bascline Rating: 100 Current Rating: 100 e Tectlybeta fne Tees
. . Facilities Included: 1 Facilities Included: 1 Work with Facilities
report at any time fO”OW|ng Change from Baseline: Portfolio Adjusted Percent Energy Use (%): -0.7% Update Multiple Meters

Facilities Included: 2 Share Facilties

these two steps:

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

Reporting and Analysis

1. From the “My Portfolio” Reauest Campus Report
page, click “Generate Aol for the ENERGY STAR

ENERGY STAR Leaders
Reports and Graphs” on _
. . Automated Benchmarking
the right side of the page Get Started Now

(e-ToTIH Al Facilities ] create Group | View Al \I2A Summary: Facilities B creste view | Eai

Download in Excel Search Facility Name:

Results 1-50f5 Al#ABCDEFGHIJKLMNOP

— Change from Baseline: Total Floor Energy Use Current Energy

il (105 Adi oy Use (%)  Space (Sq. Ft) iod Endi Eligibility for the ENERGY S
Facility Name ki %g Adjusted Energy Use Space (5q. Ft. Alerts Period Ending Date Bligibility for the ENERGY S

Sample Facility NiA IS Data » 120 12/31/2010
days old

Buildings




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

Step 5B — Returning to the Report

2. Then select “NYC LL 84 Benchmarking 2011 Compliance Report”
from the drop-down menu on the left side (under the “Custom
Reports” heading)

Report Template About Report Templates

Select a Report Template v
Select a Report Template Portfolio Manager Reports
Baseline Comparison
Benchmark Performance
Current Facility Status erate reports and graphs using data
Emissions Performance our Portfolio Manager account
Energy Performance
Utility Cost Report i
Water Performance Report
Water\Wastewater Energy Performance

- Custom Reports — t

|!N‘|"(l LL34 Benchmaking 2011 C-:mlqialce Rel
-Benchmarking ompliance

-- Data for Download —

Buildings



Step 6 — Fill In the Compliance Report

NYC Local Law 84

Step 6 — Fill In the Compliance
Report

* When you have completed
benchmarking, select the New
York City building(s) that are
covered by the law in your
Portfolio Manager account

* Verify that the “Period Ending”
column is on or after 12/31/2011

* Verify that the 10-digit BBL is in
the “Notes” column and 7-digit
BIN(s) are in the “Unique Building
Identifier” column

* Note, you can submit more than
one property from an account to
the City in a single report

Buildings

f PORTFOLIO MANAGER

3

2

NERGY

ACCOUNT @ FREQUENTLY CONTACT @ ®
CONTACTS ASKED HELP Log|
el @ .Msms L

Home = My Portfolio > Generate a Repart
Quick Reference Guides

Report Template About Report Templates

NYC LL84 Benchmarking 2011 Compliance v|

Save as Default Fiter for this Report  Clear All Fiters

3 Matching Facilities 3 Rows Returned

€ Reporting Period
Single Period (one period)

Comparative (two periods)
Range (all periods within date range)

© Facilities & Groups

Select Facilties or Groups

0OR, type in the name of a single facility:

© Location

.S, only All Countries

(i) Data Current As OF: March 20, 2012 12:30 AW

NYC LL84 Benchmarking 2011 Compliance Report December 2011

| RELEASE DATA
View Instructions from City of New York
Don't zee what vou're expecting in vour report?

@ View Data Table O View Graph

=
REFRESH DATA View Ful Screen Display Printer-friendly Download Data Set Excel | XL | C5V | PO

Building... Facility Name 4 Period Ending... Motes Unigue Buiding identifier j State Tota

2887977 Sample Hotel 120312011 1-23456-T880  1234587,1234567,1234587,123. f New York

2547360 Sample Multifamity 120312011 1-00001-0001 1234587 New “York

2855307 Sample Office 120312011 2-00002-0002 2345878

All properties
being submitted
to the City 2

New York

[(] |

K 4 |page  1of1

b M

should appear
in this window




Step 7 — Report Submission

NYC Local Law 84

Step 7 — Report Submission

* Satisfied that each of the
properties has been completely
benchmarked in accordance with
the law? If they 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

Buildings

PORTFOLIO MANAGER

ACCOUNT FQEQ\.IEhﬂLY
CONTACTS
. "‘Fm“""' @ . auES'lom

™ Q @

-

ome > [y Portfolio > Generate a Report

Quick Reference Guides

Report Template About Report Templates

INYC LL84 Benchmarking 2011 Compliance v |

Save as Default Fiter for this Report  Clear All Fiters

3 Matching Facilites 3 Rows Returned

€) Reporting Period
Single Period (one period)

Comparative (two periods)
Range (all periods within date range)

© Facilities & Groups

Select Facilties or Groups

OR, type in the name of a single facility:

€ Location

LS. anly All Countries

NYC LL84 Benchmarking 2011 Compliance Report

@ View Data Table O View Graph

REFRESH DATA

Building... = Facility Name &
2887977 Sample Hotel

2647380 Sample Muttifamity

2855307 Sample Office

[(] i |

K 4 page 11 b I

View Full Screen Display

[ I | Data Current As Of: March 20, 2012 12:30 AM

ecember 2011

—
Printer-friendly

Period Ending... Notes

Unigue Buiding identifier

RELEASE DATA
igw Instructions SeEG———————

Dont see what vou're expecting in vour report?

Download Data Set: Excel | XML | CSV | PDF

¥ State Tota

12312011 1-23458-7800  1234387,1234587,1234587,123...  New York
12312011 1-00001-0001 1234567 New York
1231201 2-00002-0002 2343878 New York

B

Dizplaying 1-3 0f 3
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Step 8 — Save Documentation NYC Local Law 84

Step 8 — Save Documentation

* The following documents are required by Fmr,n: buildings@energystar.gov
o Subject Copy of Data Released
the Department of Buildings to be saved
I
for three years: Message:
1. A copy of the confirmation e-mail [Your Name] released data to City of New York on [xx,xx,2012]
from the EPA for "NYC LL84 Benchmarking 2011 Compliance Report" Custom
2. Proof of request to non-residential Template. A copy of the data released is attached.
tenants for information related to
| d If the attachment did not come through, please click on this link
separately metered energy use to download the data: [A URL LINKING TO YOUR RELEASE DATA
3. Back-up information regarding WILL BE INCLUDED HERE]
energy inputs
4. A copy of energy input data The released data file will only be available for 30 days beginning
entered into Portfolio Manager on xx, xx, 2012.
o F detail hi . Attachment:
or more detai s on this requirement see (ReleaseData_XXXXX]
the benchmarking Rule posted on
www.nyc.gov/ggbp

CONGRATULATIONS!
You have complied with
Local Law 84!

Buildings
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