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Automated Benchmarking Process Overview:

(A high-level overview of the steps in the process covered in depth in this User Guide)
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Step 1:

* Prepare your property
in Portfolio Manager

Step 1: Prepare your property in ENERGY STAR Portfolio Manager®

Step 1.1 Log in to ENERGY STAR Portfolio Manager
e Login or create a new account at https://portfoliomanager.energystar.gov/pm

Step 1.2 Create your property in ENERGY STAR Portfolio Manager®

o If you have not previously benchmarked, set up your property in ENERGY STAR Portfolio
Manager®), instructions can be found at:

https://www.energystar.gov/buildings/tools-and-resources/how set your property portfolio manager

Helpful Hint - You do NOT need to set up gas meters as these will be automatically created when you
send the data to ENERGY STAR Portfolio Manager®.


https://portfoliomanager.energystar.gov/pm
https://www.energystar.gov/buildings/tools-and-resources/how_set_your_property_portfolio_manager

Step 2

* Register your EDP user
and link all accounts

Step 2: Register your EDP user and link all accounts

Step 2.1 Access the EDP here:
https:/ /energydataportal.centerpointenergy.com

2.1.1 Select registration link:
e Click the option to register

with your CenterPoint
Energy account o CenterPoint Energy account holders
Click here 1o register with your bill
* Note: If you C.IO not pay .e s Third-party service providers
any CenterPoint Enel‘gy =: - Click here to request access

bills at this property, please
contact us for assistance

at: T
cnpbenchmarking@icf.com

\_



https://energydataportal.centerpointenergy.com/

Step 2

* Register your EDP user
and link all accounts

Step 2.2 Register to use the EDP
» Use your commercial CenterPoint Energy bill and an email address to register for the EDP
 Gather the CenterPoint Energy bills that you pay for the property

Helpful Hint —Pick any of your commercial bills, you can add more later.

DO NOT use individual apartment unit or residential accounts to register; use commercial or
common/house meter accounts.

DO organize large building portfolios by matching accounts and meters to specific properties.

« Use the following from your bill to
register to use the EDP

- See the following pages for guidance Customer Name | From CenterPoint Energy Bill, see instructions above |
and special instructions on locating

Street Number | From CenterPomnt Energy Bill, see instructions above |

. ) ) ) ) User First Name | First Name |
required information for the registration
form fields: User Last Name |Lasr Name |
¢ ACCOUNT NUMBER Account Number |me CenterPoint Energy Bill, see instructions above |
e STREET NUMBER (from your Street Address) Email Address | name@domain.com |

e CUSTOMER NAME



Step 2
Step 1 « Register your EDP user Step 3 Step 4
and link all accounts

WHAT TYPE OF BILL DO | HAVE?

Single Account Bill=—» Use Next Page Multiple Accounts Summary Bill—p Use Page 8

Page 10f 15
- Page tor4 .
CenterPoint. cUSTOMER ACCOUNT NUMEBER CenterPoint. cusTowER AGCOUNT NUMBER
.— 110 TAVERN 31131134 DATE DUE Jan 07, 2019 . ACME SERVICES 9599000909-1 DATEDUE Jul 08, 2018
Energy oure awmcox  AMOUNTDUE 318 Energy LG oATE AMOUNTDUE  $392791
SERVICE ADDRESS Dec 10, 2018 0B/1172018
CenterPointEnrgy.com 311 Walnut St, Minneapols, MN 56414-1029 CenterPointEnergy com
Gas leak or Call before you dig Comments Gas |eak or emergency Customer service Call before you dig Comments
Leave immedatsly,then call 612.921-49%9 o 6002462377 CallB11 PO Box 1144 Leave immedialely, then call 612.372.4727 or 800-245-2377 Cal 811 PO Box 1144
800-296-9815, 24 hours a day Monday - Fiday, 7 am-7 pm 24hours a cay Minnaapols, 1IN 56440-1144 800-296-9815, 24 hoss 8 day Nenday - Fridey, 7 am - 7 p 24 hours a day Minnsapols, N S5440-1144
Your usage in a glance ACCOUNT SUMMARY How to pay your bil
e - Previous amount due $16,376.06 Online Visit e Y
= Payment May 31, 2018 Thank you! - 16,376,06 1P 2uemat merily eymeris
ol Vi £ Previous gas amount due Currentgas charges +3,927.91 by dabit or oredt card. e “
; mmmm R ) o Total amount due $392791 inparon e
it L Balance forward E Lo

E a6 MN Interim Refund Dec 6, 2018
Previaus Usage this: Average dail Current gas charges (Details on page 2)
el Ll Total amount due Summary of current charges by account

A yeor s Lestmonh This month
Total Therms sed. 7 1 1
Aoy s ase Thens] 02 00 0D
Mgl mpeate 3 “ =

ACCOUNT. ACCOUNT HAME BILUNG PERIOD. USAGE
NUMBER SERVICE ADDRESS RATE.

9909101 ACME 051022018 - 083112018 OTHIM

nbiling pedod 0 E] 0 Your account is ready to view now. Register for free online account access. View balance, usage history, 1234 Main Street Isle, MN56342 Comlnd Firm Rate
3
soigs s, i ConterPoinEnergy comimyenegyunsize e = B R, 5909108 ACHE DATA 05022018-05012018  BTHM
5432 Smith Parkway Isle, MN 56342 Com/lnd Firm Rate.

For delailed information on our newly
approued ales, pieass sae nsart o Vst
CanterPointEnesgy.comRateCase

9999999 ACME DANGE COMPANY 0510212018 - 063112018 149 THM
86753 Jones Road Isle, MN 56342 Comvind Fim Rate

5151515 ACME INSTITUTE 05/02/2018 - 06/31/2018 Z3THM
100 Broadway lsle, MN 56342 Convind Firm Rats

811999 ACME DANCE COMPANY 0510212018 - 063112018 1031 THM

86753 Jones Road Isle, MN 56342 Comvind Fim Rats

JENNY 0510272018 - 06/31/2018 45 THM

1477 Paradisio Highway lsle, MN 56342 Comvind Firm Rate

1234567 ACME DESIGNS 05/02/2018 - 06/31/2018 46 THM
8867 E Blanco Bivd Isle, MN 56342 Comind Firm Rate

3216548 YANNY AND LAUREL 0510272018 - 053172018 216 THM
20202 W Whichway Ave Isle, MN 56342 Com/ind Firm Rate

If only one account appears
on each bill: SEE NEXT PAGE

8675309

OF THIS DOCUMENT
e @ -0 @

B N[ || ]| N =

= S o e If multiple account numbers appear on

R one-bill:-SEE-PAGE 8 OF THIS DOCUMENT....

¢ CenterPoint. 0
Energy Enrollin AutoPay DATE DUE Jan 07, 2019 Efe Enrollin AutoPay DATE DUE Jul 06, 2018

today. See form on the today. See form on
back of this stub. AMOUNT DUE $8.19 the back of this stub. AMOUNT DUE $3927.91
[ ————— 1 s e 10 s i Gt
$ e
——— —— ¥
ACME SERVICES e
MO'S TAVERN
ATTN: LARRY DAVID [[jautt 00 g 0 g e oy
{54 £ coopBubDY 100 a0 0 oo o e et ATTIE AR ORI Icl EILLI r:pmmmglalslll el ettty
MINNEAPOLIS, MN 554141002 CENTERPOINT ENERGY MINNEAPOLIS NN 55450-2100 PO BOX 4671
T A R TR T ] poBoxeT FOBcisor I,
1600139734335 007200000531947674000000004190000000081950 0710148898673 00720080000139073400000359279100000359279150

000001 oot

» Look at the first page of your bill to determine which type you have
« Then, use the Single Account Bill Guide (next page) or a Multiple Accounts Bill Guide (Page 8)
to find the information required to register for an EDP account 6




Step 2

* Register your EDP user

and

link all accounts

Single Account

STREET NUMBER

Use the street number listed
in the service address at the
top of the bill.

Helpful Hint - Do not enter the
street name, only the numbers.
E.g. enter only “311" if your
address is 311 Walnut St.

Do not use the address listed in
the mailing address (noted
below with a red X). This
number may cause an error in
the Energy Data Portal Tool.

Bill

e — éATE DUE

CUSTOMER NAME

Use the Customer Name listed
in the mailing address.

Helpful Hint - Use the top line
only, if the customer name
appears in two separate lines.

>

000001

ot

cusTomer Page 1 of 4
MO'S TAVERN Jan 07, 2019
BILLING DATE AMOUNT DUE $8.19
SERVICE ADDRESS Dec 10, 2018
CenterPqintEnergy com 311 Walnut St. Minneapolis, MN 55414-1029
| —
" Gas leak or em: Customer service Call before youdig Comments
Leave immediately, lmncan 612:321-4339 or 800-245-2377 Call 811 PO Box 1144
B00-296-9815, 24 hours a day Manday - Friday, 7 am - 7 pm 24 hours a day Minneapolis, N 55440-1144

Your usage in a glance

and retum to us with a check for your payment ama
) %
yal e

Pay your next bill without lifting a finger. To enroll in AutoPay, Juaam and date the back of your bill stub

unt. It's that easy!

T SUMMARY
6 £ Previous gas amount due $17.77
3 1 Payment No payment received. -0.00
Ttk L Balance forward S1777
i 218 MN Interim Refund Dec &, 2018 -2743
Previous l Usage fis l Average daiy Current gas charges (Details on page 2) +17.85
e o L Total amount due $8.19

1 yoer s _ Lt monh_This month

Total Therms usad 7 1 1

Ausrags daly gas use [Therms) 0.2 oo o

Average dally emperare 34 u k]

%nhﬁ%m ko) X2 30 Your account s ready to view now. Register for free online acoount access. View balance, usage history,
o ) onergy make an online paymeant, view recommendations for saving energy and monay with My Energy Analyzer,

comimyencrgyanaiyzer 5 4

amvings s, ik ComerPolnEnargy: and much more. Register at CenterPointEnergy.com/myaccount.

For detailed information on our newty

approved rates, please see insert or visit:

CenterPoiniEnergy.com/RateCase

How to pay your bill
Orline e Phene: e In

person
To find a payment location, visit

® ®

Visit CenterPoiniEnergycompaybil Pay  Call 612-321-4938 and mae a payment Returh the payment stub below, with your
immediately, schedule a payment or set using your chesking or Centerf cal check or money order, using the retum
vp autometic mortly peyments or by debit or credt cerd. 6123214939, envelope.

PlodEs kbsp M porion oryour reecrss

ACCOUNT NUMBER 31131131

Enroll in AutoPay DATE DUE Jan 07, 2019
today. See form on the
back of this stub. AMOUNT DUE $8.19
VT sunl e cn <hc s make sl CENPart Enegy
0002623001 AV 0371 [T ————
DADBUDDY, #100 RO [ e e U [ LU BT TR
POLIS, MK 55414-100: CENTERPOINT ENERGY
I.||ullm|Iluln||||.||.|I||I-I.|I|I|I||||||||I|-|III|| 0.B0X 457, N——

1600139734335

0072000005319476740000000081,90000000081950

ACCOUNT NUMBER

Use the account number listed at
the top of the bill for
registration.

Helpful Hint - Only enter the
numbers before the dash, not
the dash or the number after it.



Step 2

* Register your EDP user
and link all accounts

| Multiple Accounts Summary Bill
A NT N MBER .—m iwg‘s?wms 399 ?:BER DATE DUE Jull::.n:.'l‘l:“a‘5
CCO U U Energy BLG OATE AMOUNT DUE $3.927.91
Use the listed account for oy o
the SerVICe |0cat|0n YOU WOU|d - Gas leak or emergency Customer service Callbeforeyoudig Comments
Leave immediately, then call 612-372-4727 or 800-245-2377 Call 811 PO Box 1144
Iike to register 800-296-5815, 24 hours a day Monday - Friday, 7 am - 7 pm 24 hours a day Minneapolis, MN 55440-1144
. ACCOUNT SUMMARY How ta pay your bill o
Helpful Hint- Do not use the R g A
account number listed at the top of s v AR
the bill (noted at right with a red e e ek v
X). This number may cause an — — — ’
error in the Energy Data Portal Tool. R g v e P STREET NUMBER
2 e $622 Bt Parkwny e, W 56342 b ™ B
3 9999599 ACME DANCE COMPANY 05/02/2018 - 05/31/2018 149 THM 12657 Use the Street number from
86753 Jones Road [sle, MN 56342 ComVind Firm Rate . -pe
4 5151515 ?SUMBE\Ni;HTUkE . mﬁ?-o&fé@lﬁ 23 THM 8072 the SerV|Ce address afflllated
5 9911998 A(:MEDAN(:EOO‘MHANY 05/02/2018 - 05/31/2018 1031 THM 587.65 Wlth the account number
86753 Jones Road [sle, MN 56342 ComVind Firm Rate .
6 :E%N;aradlstmnwayHe.MNﬁealz é'?ﬂ'pﬁf&m'” o o seIECted from the IISt Of
= ™ = | accounts.
BT e G O

CUSTOMER NAME

Pioasa keop this portian for your records
Please (BT 18 porion WEN yoLr payMare. Feass o3 nat Incilde jiers of ratss.

oz

ACOUNT NUMBER  9999000909-1

Helpful Hint — Do not enter the
street name, only the numbers.
E.g. enter only “1234" if your

If you receive a bill with a B e | | 2ddress is 1234 Main Street.
single account, use & Do not use the street

the Customer Name listed in s S number/service address listed in
the mailing address. N A b the mailing address (noted at left

Helpful Hint - Use the top line
only, if the customer name
appears in two separate lines.

000001

0710148898673

PO BOX 4671
HOUSTON TX 77210-4671

007200800001,39073400000392791.0000039279150

with a red X). This number may
cause an error in the Energy Data
Portal Tool.



Step 2
- Register your EDP user Step 3 Step 4
and link all accounts

Step 2.3 Get oriented to the EDP Dashboard

° \ 4
.?Q’WWM 0 Dashboard Energy & Cost Detail 9 o ggsvnsigerﬁr;rggilg raorl]:) d
Acme Apartments User guide suPport: ° Request whole-building ° . o Rental reporting: © ) VleW propertles and aCCOuntS
_ 2 T paty Providers | - »9 + Use Widget panels to add
Details Delete 3. Rental Cost Reporting Add Additional ~
‘b'charts ‘ B Data ‘ @Benchmarkl Account accounts, requeSt Wh0|e
X - building data and initiate
O Narural Gas 9 Hign /Low () Consumption (Therms) v| | [Biling | ‘ B e o rental cost reporting access
zoom [ | 2] = 9 « Toggle between Charts (usage
presentation), Data (data,
. download) and
Benchmark (ENERGY STAR
o R benchmarking) dashboard
E . pages
’ '9 » Use charting and data
. dashboard pages to
visualize/explore usage and
, cost trends and make
e e et e o e e comparisons to weather
M@ variables and historical usage
Comparison [l ‘m‘ Comparison il ‘Nnmaiv| Comparison [l |Mnr|eiv| Comparison [l ‘Noneiv|
Weather information provided from Aeris Weather p




Step 2

* Register your EDP user
and link all accounts

Step 2.4 Add additional accounts (if applicable)

« If you are the account holder for more than one natural gas commercial meter at a property
(i.e., house or common meters), follow the directions to add the account information to the
property for each additional meter. If you have tenants at your building, you do not need to
add these accounts; they will be handled in the next step

* Click on “Add Additional Account” widget area: o
. o @
» Enter required information as instructed n
Helpful Hint - For apartment buildings, Add Additional
you only have to add house Account

meter/common meter accounts, you do
not have to add individual apartment unit
or I"ESlde.ntlal accounts; these WI” be See USER GUIDE for a visual guide of where 1o find this information on your bill.
handled in the next step.

Name on Account:
He/pf ul Hint - If you do not see this “Add |me CenterPoint Energy Bill, see instructions above (& ‘
Account” button, click on the gearp P
symbol on any of the widgets to display : —

. . w |me CenterPoint Energy Bill, see instructions above ‘

all available options, and select the “Add
Account” widget. el

|me CenterPoint Energy Bill, see insiructions above ‘
The system will preserve your widget Linked Accounts:

setting preferences for future login
sessions. 10




Step 3:
Step 1 Step 2 « Create your EDP Step 4
Property

Step 3: Create your Energy Data Portal Property
Step 3.1 Create your EDP Property

Helpful Hint - Whole-building data will transfer aggregated energy use data for all meters at the selected
service address(es) — including any tenant meters.

Option 1 - SIMPLIFIED WHOLE - BUILDING BENCHMARKING (RECOMMENDED)

. T ras
« Click on the “Initiate Request whole-building ®
Request” button from the data:
“Request WhOle-bUilding My Service Addresses: ~ Add Other Locations:
data” widget

Search Q

« Complete the whole-building data access form:
e Assign a name in the “Building Name” field

¢ Click each relevant service address that comprises the
building, from the “*My Service Addresses” list and confirm
unit count details.

¢ Use the “"Add Other Locations” tab to search for and select
service addresses where you do not have an authenticated

‘ 123 4FA St, Minneapolis, MN, 55401|888888002 ‘

123 MM St, Minneapolis, MN, 55401|888888006

Service addresses comprising target building:

account.
. o . ) Total count of meters: 4
Helpful Hint - In some cases for buildings with multiple accounts/meters,
there may be more than one service address associated with a single 345 P St, Minneapolis, MN, 55401/388838005 -
4 meter(s)

building — please refer to your CenterPoint Energy bills to confirm
relevant service addresses.

e Clicking will remove selected locations from the target list
e Clicking will show additional service address unit details 11



Step 1 Step 2

Step 3:

* Create your EDP
Property

Option 1 - (CONTINUED)

Service addresses comprising target building:

Total count of meter

. 345 P St, Minneapolis, MN, 55401|888888005 -

4 meter(s)

345P - Apt 101
345 P - Apt 102
345P - Apt 103
345 P - Apt 104

« Confirm the expected number of meters at
the property

Helpful Hint —In some multi-tenant buildings, a
meter will be shown for each individual unit or
meter at a property. If you're not sure,
consider: Does each unit/suite have its own
gas meter (this is likely if tenants pay their
own gas bill)? Or is there a master/house
meter(s) for the whole building?

 Click “Submit” to complete the whole-
building data access request

12



Step 3:
Step 1 Step 2 « Create your EDP Step 4
Property

Option 2 - DETAILED METER LEVEL DATA

Choose this option only if you wish to have detailed energy use for each of your building's meters, rather
than aggregated totals for your building. This option should only be used if you pay all of the CenterPoint
Energy Bill(s) for your building, and want to track energy use data individually for each meter

This option can require more on-going maintenance. This option can also be used to create customized
grouping of accounts, such as a grouping of all accounts at a campus of buildings, or a grouping of all
accounts to track total energy use

¢ Create New Meter Group

¢ Determine which accounts are relevant to your M (e e wvseaan

building or customized grouping of accounts, and Meter Group. 1 e incuded o ths
— Account# 9999993 Select All | Deselect All
note each account number/meter number i
Edit Delete W Account 9999999
e Click on “Select Property" Account# 999998 | Y e MI00R 75265 (60N
. 1 gg;gg JONES RD, ISLE, MN 56342 J unt I
e Click on “"Add New+" Add New+ | A e D ?_cc:ietergh:gi?i??ﬂaﬁl (GCOM) ;
. . . — Account# 9999991 @ Account
e Enter a name for the building or grouping of He RS e s @ e 20121739996 (5N
accounts " pecouns 9999950 m @ Account 99999991
° Select applicable accounts EH '::7:::29 ONS N 56342 ¥ Meter M20181740010 (GCOM)
¥ Account 99999995
» Click "Save” at the bottom of the account listings B S o ¥ Motz (GCoM
’éo crr]%ate CIthe new ér)etclar group aln_dlreturn to d o Do 5 Account 999999933
ashboard access displaying multiple accounts an
associated meters together et oS i (e a)snvem)
SAVE

13



Step 3:

* Create your EDP
Property

Step 3.2 (If applicable) Request further authorizations

* You will see the below message if further authorization is required. Follow the instructions on the screen to
make applicable requests. If you do not see this message, skip to Step 4

® Natural Gas v [~ S
range legend | marker

Energy Use Data cannot be displayed until further authorizations have been

provided. The constraints
described below are

CenterPoint Energy Customers: If you are the customer of record for one or

more account(s) at the building, first check that you have added each of your referred to as the

CenterPoint accounts to your profile. Click here to Add Accounts to your Ag greg ation

profile. .
Threshold Policy or

Third Party Service Providers and Building Owners/Managers with Tenants: the “4/50 Rule”

If you are NOT the customer of record for any accounts at the building, (e.g.

your tenants or your clients pay CenterPoint Energy bills), click “Request

Consent" below to view a list of remaining accounts requiring further Evaluated for each

authorization. You will need to request consent from the current account )

holder(s) of each account listed. Click here to Request Consent. calendar month’s

usage

Once all required authorizations have been provided, it may take up to 30
minutes for data to be released.

« CenterPoint Energy is bound by regulatory policy to require additional authorizations prior to
disclosure if either:

1) There are fewer than four customer/tenant accounts at the building service location, OR
2) More than 50% of the service location usage is attributable to any one non-authenticated account

14



Step 3:

* Create your EDP
Property

Step 3.3 (If applicable) Request additional account holder consent to
aggregate whole-building energy use data

Consent is required from the CenterPoint Energy account
holders at the following service addresses

« When required, consent is
needed from current account
holders (i.e., renters or
tenants) at the service location i

Note: Unit/Suite/Apartment numbers will appear within the addresses below if they are
available in our system. If unit numbers do not appear, or you do not recognize the unit
numbers presented, please email us at energydataportal@centerpointenergy.com to
request assistance with identifying the tenant(s) from whom consent is required. For
better assistance, please include the service address(es) shown below in the body of your
email.

Tenant Email

IMPORTANT: This consent process is required only if you are not the account holder for
these services address (e.g., you are a third party service provider, or you are the building
owner/property manager but have a tenant in the building that pays their own CenterPoint
Energy bill). If you do not have tenants and/or are the account holder for any of the listed
service addresses, you can authenticate additional accounts HERE using information from
your CenterPoint Energy bill for that address.

Please provide your information:

Organization/Trade Name

« Complete and send requests
to all account holders required
to provide access to
aggregated whole building
data

123 APARTMENT LN APT 101 MINNEAPOLIS, MN 55416 Request Consent

First Name

123 APARTMENT LN APT 102 MINNEAPOLIS, MN 55416 Request Consent

Mark

Physical and Mailing Address

If you do not want to use the automated electronic authorization process, please click here
to access and print or download the form for offline processing.

By clicking "Send Request”, your information contained on this form will be sent to the

contact specified above.
Send Request Close



Step 3:

* Create your EDP
Property

Step 3.4 (If applicable) Account holders receive Consent Request email

« Identified account holder contacts will receive a Consent Request email, with copies sent
to the Requestor and the EDP Team, including a link for contacts to complete the online
authorization process

STy = geme,pa,-,m Helpful Hint - EDP generated emails
Congent Ragiiest nergy can be flagged as Spam, the data

o requestor should follow-up with the
eulding: Bulngtiamel account holder contact to ensure the

Hello, [TenantName] -
N o - _ Consent Request was received.
You are receiving this email because the individual below identified you to be the appropriate contact
associated with a CenterPoint Energy natural gas account in the building they own or manage. The
requester is seeking to gain access to aggregated whole-building energy use data. Details of this
request are provided below. Please note that approving this request will not mean that the requester
gets access to your individual account data and energy usage information; only that your energy
usage data will be aggregated along with all other usage data for accounts tied to the building and
provided as a sum total to the requester.

INSTRUCTIONS:

. Find a copy of your CenterPoint Energy Bill
. REVIEW SPECIAL INSTRUCTIONS BELOW BEFORE FILLING
OUT THE FORM

. Click on the link below to open the consent form

. Enter the requested information using information from your bill

. You will receive an email confirmation when you have
successfully filled out the form

Again, please have a copy of your CenterPoint Energy bill in front of you, as the form will ask for
information from your bill.

Special Instructions when Filling out Consent Form

Customer Account Number: DO NOT enter the dash or number after the dash (Example: Enter
123456 for Account Number 123456-7)

1
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Step 3:

* Create your EDP
Property

Step 3.5 (If applicable) Account holders provide consent to release
aggregated whole-building data in EDP

 Additional account A5 READ T A s S SN 5 O
holders, such as et e Y S oo G e e
renters, complete the R —
following form to o E | o.
provide their consent to ... -
release aggregated swes e R
whole-building data to s
requestors ‘““’
Signature
signature of Customer of Record . ur firs .
Date Signed 03/27/2020 o

Helpful Hint - If you have any questions related to the account holder authorization request process,
please contact the EDP support group at cnpbenchmarking@icf.com
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Step 4:

Step 1 Step 2 - Send Data from EDP
to ESPM

step 4: send Data from EDP to ESPM

In order to transfer monthly billing data from the EDP you must first establish a connection between your
Energy Star Portfolio Manager (ESPM) account and CenterPoint Energy’s web services account on ESPM.
After the connection is in place you will be able to share your ESPM Property with the EDP and initiate
automated data transfer

.cumm.

Step 4.1 Initiate connection to your m::mmm ‘ User guide sup

ESPM account & i

Edit Delete

Rental Cost F
« Select @Benchmark  from the EDP © crere E‘m

dashboard
» Select the radio button to answer ‘Yes’

A Nozural Gac

ENERGY STAR

PortfoliolVanager-

Link to an existing ENERGY STAR Portfolio Manager account and building?

want to transfer data to an existing building (O No, | want to characterize my building and manage
inArfy ENERGY STAR account benchmarking here

18



Step 1 Step 2

Step 4:

* Send Data from EDP
to ESPM

Step 4.2 Send and check for
Contact connection request

* Click on the ‘Request Connection’

button to link to the EDP’s Contact

page on the ENERGY STAR web
site (opens as a new tab on your
web browser)

Helpful Hint - In the case that you are not
currently logged on to the ESPM site, you
may first be prompted to enter your
username and password before you are
transferred to the Contact connection

page.

 Click on the '‘Send Connection
Request’ button

Link to an existing ENERGY STAR Portfolio Manager account and building?

@ Yes, | want 1o transfer data to an existing building (O No, | want to characterize my building and manage
in my ENERGY STAR account benchmarking here

Link this property to an existing ENERGY STAR Portfolio Manager Property to initiate automated data tranfer:

1. First, from your Portfolio Manager account, you must request to Connect with the CenterPoint Energy web

Request Connection

2. Click The burron below to have your ENERGY STAR Contact connection request accepted

Check for My Contact Request

3. From your ENERGY STAR Portfolio Manager account, now select to enable Sharing for the Property where you
would like billing data to transfer - requires Share Properties for Exchanging Data to be completed

Initiate Sharing

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

Link with Property ID

' ‘ ENERGY STAH@ Welcome Account | Notifications | ENERGY | Contacts | Help | Sign
mbtesting923: Setiings STAR Out

Portloliul\/lanager®

Send a Connection Request to CenterPoint Energy to Begin Exchanging Data

CenterPoint Energy requires the following ir ion in order to ge data with your ies). If you have any ions about how to complete this
information, please contact CenterPoint Energy. Once your connection request has been accepted, you can share individual properties and/or meters with them to
get started exchanging data

Terms of Use None Provided
Agresment: " [J |agreeto my provider's (CenterPoint Energy) Terms
of Use.
‘ Send Connection Request E el
Follow Us g u m Contact Us | Privacy Policy | Browser Requir 1ts | ENERGY STAR Buildings & Plants Website
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Step 4:

Step 1 Step 2 - Send Data from EDP
to ESPM

° Retu rn to the E D P (by Selectl ng Link to an existing ENERGY STAR Portfolio Manager account and building?
@ Yes, | want 1o transfer data to an existing building (O No, | want to characterize my building and manage
the ta b On YOU r Web browse r) a n in my ENERGY STAR account benchmarking here
H \
CI ICk On the ChECk fOF My COnta Ct Link this property to an existing ENERGY STAR Portfolio Manager Property to initiate automated data tranfer:

7
Req uest button 1. First, from your Portfolio Manager account, you must request to Connect with the CenterPoint Energy web
services account Contact

Request Connection

Helpful Hint - A green checkmark will '
appear tO Indlcate that the SyStem haS 3. From yo ortfolio Manager account, now select to enable Sharing for the Property where you

acce pted any su b m itted and pe nd | ng would like blllmg data to transfer - requires Share Properties for Exchanging Data to be completed
contact connection requests. LR

ENERGY STAR Contact connection request accepted

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

Link with Property ID

Step 4.3 Initiate ESPM
property sharing
e ey
» Click on the 'Initiate Sharing’ o L e i o e
button to link to the Share
PrOpertIes fOI‘ EXCha ng | ng Data 4. Toggtecontrot helow to enter your ENERGY STAR Property ID and initiate meter data transfer

page on the ENERGY STAR web
site

Link with Property ID
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Step 4:

Step 1 Step 2 Step 3 - Send Data from EDP
to ESPM

« Complete form to select ‘One
Property’ or ‘All Properties’ to
share with CenterPoint Energy

Select Properties
Which Properties do you want to share? Note that while you can share properties that
include unsupported meter types, those specific meters will not be shared

| All Properties v/

Choose Permissions

Step 4 u 4 Set ESPM access o o If you only need to choose one permission (because you are giving the same permissions
- = S for all your shares), you can choose that permission here. Otherwise, you may assign
pe rmi SSIO n s F3)  different permissions for different properties and/or contacts on the next screen.
@ Bulk Sharing (Simple Option) - | want to give all my properties and meters the same
permissions.
Hel pfu| Hint - The easiest Option to ensure @ Exchange Data Full Access (with full access to all properties and meters)
su CCGSSfUl d ata tran Sfer | S tO Opt for ‘ B u I k (O Exchange Data Read Only Access (with read only access to all properties and
. , . . meters)
Sharing’ and assign ‘Exchange Data Full O Exchange Data Custom Access (customized access by meter type, such as
ACCGSS’ permiSSion . electricity and gas, for all properties)

(O Remove Access (i.e. remove existing access to all properties)

(O Personalized Sharing (“Custom Orders") - | want to give different permissions for

Custom settings may be applied if desired. At each property andlor meter

a minimum, the CenterPoint Energy contact

needs to be assigned ‘Exchange Data Full i
Access’ permission to Natural Gas Energy
Meters and Property Information in order to
transfer data to ESPM.

* Click the ‘Authorize Exchange’ button to
complete the sharing process
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Step 4:

Step 1 Step 2 Step 3 - Send Data from EDP
to ESPM

Step 4.5 Link ESPM Property ID (v D shoring | feporting_ecomniion
| ..

to EDP property

* Click on the ‘MyPortfolio’ tab to
V|eW your ESPM bU|Id|ng I|St Dashboard [Search by ID or Name

Please refresh to see your current metrics.

View All Properties (6) ~ || Energy Highlights M
° F|nd and Copy the Property ID for AddedeemF;:Gmupi AddeZ:thzletz\ﬁews

the ESPM property you are trying - Cmne o (SRR | o | S o
to link to your EDP property Sampl K12 Scho

9]
17710886

Sample Library (US)
17710884

2. Click the button below to have your ENERGY STAR Contact connection request accepted

» Return to the EDP and toggle the
\] : . /4 . 3.F ENERGY STAR Portfolio M 1, lect t ble Sharing for the P ty wh
Llnk Wlth Property ID Sllder vvr::lrlrlldyl(i’lt‘er billing data to tra(:lsf:rl? re::;g:rsalf:riu:ro;:r‘:’iesse feocr E;c;r;ig;g Daarggto(:)re cgm:)olzferd e
control

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

Link with Property ID
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Step 4:
Step 1 Step 2 Step 3 - Send Data from EDP
to ESPM

 Enter your building’s ESPM
Property ID and click ‘Submit’

« Confirm your property’s
information and click ‘Yes’

« Confirm the meter data to be
transferred and click ‘Submit’ to
initiate data transfer process

Congratulations! You have now
established ongoing automated data
transfer to ESPM to facilitate your
building benchmarking.

Establish Automated Benchmarking

Property Id: B |

SUBMIT v |Cancel
@ Ves, TWant to transfer data to an e)dsﬂng Bu"H‘ng 5 NG, Twant to characterize m

| ENERGY STAR Portfolio

Manager

Property Id: 17710886

Property Name: Sample K-12 School (US)
Address: 321 Education Way, Phoenix, AZ, 85005
Primary Function: K-12 School

Is this your property?

Kexal

E Please Confirm

i Upon clicking 'Submit’ below, records for all available historical usage data will be created and associated with this property in Portfolio Manager under the following new
meter(s):

1 New Meter Name Start Date End Date Months of data being sent
M Test923 01/01/2019 12/01/2020 24
n

Going forward, the system will automatically create new usage records in Portfolio Manager as additional billed usage data becomes available.

Please be sure to check whether this transfer may result in duplication of existing usage records. If necessary, assign an appropriate meter deactivation date to existing
)8 meters in Portfolio Manager or change meter selections in Portfolio Manager for which meters are included in the calculation of benchmarking score metrics.
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Step 4:

Step 1 Step 2 Step 3 - Send Data from EDP
to ESPM
Step 4.6 Confirm data transfer & ;""" ol IS Azt Nctrs | SERGY | Conc e 8
to EpSPM PortfolloManager® -
MyPortfoliol Sharing Reporting  Recognition
 Return to your ESPM account and - P
select your target property from il i o AT o
the MyPortfolio dashboard o Corent Score: 60
/s Baseline Score: 96
Summary mmw Waste & Materials Goals Design
| Meter Summary | [ tor i o oyt e srncctym s | | |
« Select the ‘Energy’ tab for your NS— o i e
property tO Conflrm that the new 5Sufmm:ymoﬂ¥:::um Meters - Used to Compute Metrics (3) Add A Meter
= . . Change Meter Selections
EDP meter is showing with recent f ) Ademries
bill information in the ‘Meters’ DA = oo o[t o[
table Ac;mmdgwewbm ﬂgg‘"fTG;‘”"m Electric - Grid 011172020 Yes
You Are Tracking: Edit S Slectric-Solar | 123172010 ‘ Yes \
— %T::ywb'mm' '%‘2 . AN:uralGas >o1mfzoz1 ‘Yu !
ool gy consumgtion for your - | ———
&y Download Annusl Totals by Meter

Helpful Hint - In the case that your CenterPoint Energy account billed natural gas usage had been
previously entered manually on a separate ESPM natural gas meter, because the EDP will transfer a full
history of billing data it may be necessary to use the ‘Change Meter Selections’ to only include the new EDP
meter and avoid double entry of historical usage.
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FREQUENTLY ASKED QUESTIONS

Problem: I am trying to add an account but the Energy Data Portal keeps giving me an error message (e.g. “account
number, street number or customer name does not match our records”).

Solution:
o Check that you are using the correct information on your bills — see Pages 6-8 of user guide for a visual guide for
where to find the correct information.
o Check that you are following the special instructions for account authentication — see Step 2.2 on Page 5 of this
User Guide.
o Street Number: Make sure there is no space after the street number.

Problem: I do not see my building’s service address in the list.

Solution: You must first add all of your CenterPoint Energy accounts associated with the building — see Step 2.4 on
Page 10 of this User Guide.

Problem: I am getting a “consent needed” message after I request whole building data, but I do not have any tenants
in my building.

Solution:
e There is an additional account at the building that must be added to the Energy Data Portal before proceeding.

o Check that all accounts associated with the building have been added — see Step 2.4 on Page 10 of this User
Guide. After adding the additional account, you may have to wait for up to 20 minutes before the data will
display.

Problem: I am getting a “consent needed” message for my building. I have tenants, but no unit or suite numbers are
shown in the consent needed list, so I can't tell which unit the consent is needed from.

Solution: Contact energydataportal@centerpointenergy.com for assistance in identifying the correct unit.
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FREQUENTLY ASKED QUESTIONS
(CONTINUED)

Problem: I have a mixed use property. My tenant pays their own CenterPoint bill, and are designated as a separate
service address — how do I ensure that their energy use data is included in my aggregated data?

Solution: Contact energydataportal@centerpointenergy.com for assistance in adding your tenant’s additional service
address.

Problem: Energy Data Portal does not recognize my ENERGY STAR Portfolio Manager® property.

Solution: Check that you have shared the ENERGY STAR Portfolio Manager® property with CenterPoint Energy. See
Step 4.3 on Page 20 of this User Guide.

Problem: CenterPoint Energy has not accepted my PROPERTY SHARE request in ENERGY STAR Portfolio Manager®.

Solution: You do NOT need to wait for the property share request to be accepted; you can move on immediately to
the next step and your share request will be accepted automatically when you establish automated benchmarking from
the Energy Data Portal in Step 4.

Problem: After I click submit when sending my property’s energy use data to ESPM, the screen freezes. No meters were
created in ESPM, or I see that a meter was created, but no usage data was transferred.

Solution: The transfer process was interrupted and you must correct it by following these steps: 1) In ESPM, delete
any meters that have been created by the Energy Data Portal. 2) In Energy Data Portal, on the property tab, toggle the
“Use Existing Account” slider back to the left. 3) Restart Step 4. After clicking “submit”, PLEASE BE PATIENT AS THE
DATA TRANSFERS AND DO NOT REFRESH YOUR SCREEN,EVEN IF THE SCREEN APPEARS TO BE FROZEN. Depending
on the size of your building, the transfer process make take up to 10 minutes.
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CONTACT INFORMATION AND USEFUL LINKS

User Support:
Email: cnpbenchmarking@icf.com
Phone: 507-315-1195 (8AM — 5PM CST)

Energy Data Portal:

https://www.CenterPointEnergy.com/EnergyDataPortal

THANK YOUI!
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