
Benchmarking Training
April 4, 2024



Agenda

• Introductions

• Benchmarking ordinance overview

• How to benchmark & comply
1. Creating a Property in ENERGY STAR Portfolio Manager
2. Setting up Meters
3. Entering Water Meter Data
4. Establishing Automatic Data Upload from Xcel Energy
5. Data Submission

• Guided work time and energy efficiency resources



Clayton Harger
Plan Review Examiner

Meet the team
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Energy Coordinator Katie Jones

Program and Policy Manager



Introduction to 
Benchmarking



WHAT IS BENCHMARKING?

You can’t manage what you don’t measure

Benchmarking: is the ongoing review of building energy and water performance to ensure a 
building is using energy and water as anticipated—over time and relative to peers.

Energy and
Water Use

Energy Use 
Intensity (EUI)

kBtu/sqft/yr
Building 

Information



INSIGHTS FROM COMBINING DATA

Meter 
consumption

• Electricity
• Gas
• Hot Water
• Chilled Water
• Potable

Water

Building 
characteristics

• Area
• Type
• Schedules
• Occupancy

Energy Use Intensity 
(EUI)

kBtu/sqft/yr

ENERGY STAR Score 
(1-100)

Greenhouse Gas 
Emissions



MEASUREMENT BETTER MANAGEMENT

• You can’t manage what 
you don’t measure

• We measure many aspects 
of our daily lives

• There’s great opportunity 
to save energy and money, 
but we can only know 
through better measurement 
and disclosure



WHY CHOOSE FULL DISCLOSURE?

Energy Use Intensity 
(EUI)

kBtu/sqft/yr

ENERGY STAR Score 
(1-100)

Greenhouse Gas 
Emissions

Sharing your energy metrics brings 
economic and environmental 
benefits to both the properties and 
the City – empowering the market 
to make data-driven decisions 



• Cost savings and brand enhancement 
for building owners

• Well-established best practice – 30 
other cities with mandates

• Many leading buildings are already 
doing this via Energy STAR, LEED, and 
others

• First step towards the objective of 
lowering the environmental impact 
of existing buildings

BENEFITS OF BENCHMARKING



ACHIEVING CARBON GOALS

• Zero Net emissions by 
2050 and 50% 
reduction by 2030

• Carbon neutral 
buildings by 2050 and 
city buildings by 2030



COMPLIANCE TIMELINE

The Energy Benchmarking ordinance 
requires that owners of multi-family 
and commercial properties 50,000 
square feet and larger must 
benchmark energy and water use 
annually by June 1.

1
JUNE



Annual Compliance Process 
All properties 50,000 square feet and larger must benchmark annually by June 1

Q1

Kickoff

March 1 

First Compliance 
Notice

Q2

Compliance 
Trainings

June 1

Compliance 
Deadline

Q3 – Q4

Enforcement



BENCHMARKING
H O W  T O  B E N C H M A R K  &
C O M P L Y  W I T H  T H E  P O L I C Y



Steps to Benchmark and Comply

1. Creating a Property in Portfolio Manager
2. Setting Up Meters and Entering Water Data 
3. Establishing Automatic Data Upload from Xcel Energy
4. Data Submission



Let us know in the chat

Does your building fall under any of these less common situations? Let us know in the chat!

Are you: Enter in the chat:

A District Energy customer? “District Energy” 

Benchmarking a campus? “Campus” 

Benchmarking a city-owned building? “City-owned” 

Part of the Sustainable Building Ordinance? 
(This is different than the Benchmarking Ordinance)

“SBO” 



Efficient Buildings Collaborative Help 
Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


portfoliomanager.energystar.gov/pm/login.html
Create Account

Contact ENERGY STAR for help gaining access to a company account: 
https://energystar.my.site.com/PortfolioManager/s/contactsupport?_gl=1*xb17jd*_ga*Mzk3MTE4Nzk0LjE3MDg1NDQyMD
Q.*_ga_S0KJTVVLQ6*MTcxMjIzNDQ4OC4xLjEuMTcxMjIzNDQ4OS4wLjAuMA.. 

http://portfoliomanager.energystar.gov/pm/login.html
https://energystar.my.site.com/PortfolioManager/s/contactsupport?_gl=1*xb17jd*_ga*Mzk3MTE4Nzk0LjE3MDg1NDQyMDQ.*_ga_S0KJTVVLQ6*MTcxMjIzNDQ4OC4xLjEuMTcxMjIzNDQ4OS4wLjAuMA
https://energystar.my.site.com/PortfolioManager/s/contactsupport?_gl=1*xb17jd*_ga*Mzk3MTE4Nzk0LjE3MDg1NDQyMDQ.*_ga_S0KJTVVLQ6*MTcxMjIzNDQ4OC4xLjEuMTcxMjIzNDQ4OS4wLjAuMA


Create Account



Portfolio 
level view 

Navigating Portfolio Manager 



Navigating Portfolio Manager 

Property
level view 



Navigating Portfolio Manager 

4 portfolio level tabs 

Intuitive navigation – multiple ways to get to the same place 

7 property level tabs 



• Goal: establish greatest granularity among 
buildings to yield the most useful benchmarking results 

• Buildings that do not share meters should be 
benchmarked on separate properties.  

Identify Your Properties

• Buildings that share meters need to benchmark on 
the same property.  



Building B 

Building A Building C 
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E 
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Case 1: No meters shared. 
Result: 3 buildings should be benchmarked separately to 
allow greatest granularity and basis for comparison.



Building B 
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G 
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E 
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Case 2: Three buildings share a meter. 
Result: Buildings A, B, and C must benchmark together as 1
Portfolio Manager property



Building B 

Building A Building C 

G 

G 

G 

W 
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E 

E 

E 

Case 3: Two buildings share a meter.
Result: Buildings A and B must benchmark together as 1 Portfolio
Manager property. Building C benchmarks separately.



Add a Property 



Add a Property: Existing Property 

Property type

Number of buildings 

Existing property



Enter Basic Property Information 



• Occupancy is the percentage of your property’s floor area that is occupied and 
operational.

• For example: if you have a 10-story building, that on average has 9 of its 10 floors fully 
leased and occupied, the occupancy would be 90%. If you have people working on all 
floors/areas of your building, then you are 100% occupied. You do not need to count
empty cubicles for occupancy. 

• Check your Use Details and make sure they accurately reflect the activity at your
property. The value you enter for occupancy could affect your eligibility for ENERGY 
STAR certification.

A note on occupancy 



Enter your EBC Building ID
To find your 
Building ID, 
go to 
https://tinyurl.
com/coveredb
uildingslist21

Under 
State/Province, 
select “MN Efficient 
Buildings 
Collaborative ID”

Enter your 
EBC ID:

https://tinyurl.com/coveredbuildingslist21
https://tinyurl.com/coveredbuildingslist21
https://tinyurl.com/coveredbuildingslist21


Find Your EBC Building ID

Go to: 
https://tinyurl.com/covere
dbuildingslist21 

https://tinyurl.com/coveredbuildingslist21
https://tinyurl.com/coveredbuildingslist21


Check the statements that apply 



A note on parking 

Parking refers to buildings and lots used for parking 
vehicles. 
• This includes open parking lots, partially enclosed parking 

structures, and completely enclosed (or underground) 
parking structures. Parking structures may be free standing 
or physically connected to the property.

• Individual private garages in Multifamily Housing are NOT 
considered parking. 



A note on parking 

Sub-meter your parking and exclude its energy and Gross Floor Area 
(GFA).
 Do not enter a parking Property Use 
 Do not enter the energy for your parking 
 If your parking garage is physically connected with your building and part of a single 

structure, then the parking (Fully or Partially Enclosed.) cannot be more than 75% of 
the total Property GFA. For example, a property that is 100,000 square foot, with 80,000 
sq ft Parking and 20,000 sq ft Office is considered a Parking Garage by EPA and is not 
permitted to earn ENERGY STAR certification. This limit does not apply to Open Parking Lots. 

 If your parking garage is not physically connected to your building, but rather is a separate 
structure then there is no limit as to its size. 



A note on parking 
Benchmark your parking with your building and include its 

energy and GFA.
 Do not include Parking GFA in your Self-reported Property GFA 
 Include your Parking GFA in a separate "Parking" Property Use 
 Report the GFA of each type of parking (Fully Enclosed, Partially Enclosed, and Open) 

 Include all parking energy in your energy meters. 
 Regardless of physical connection, the GFA of your Parking (Fully Enclosed 

and Partially Enclosed) cannot account be more than 50% of your total 
Property GFA. 



Enter Property Use Details 

Stars indicate that Use 
Detail is utilized to 
calculate ENERGY 
STAR score.  



Enter Property Use Details 

Use the year built if 
you know it, unless 
there has been a 
major renovation



Property Summary Tab 

My Portfolio is on 
the Details Tab

Your EBC ID is listed 
as the Standard ID



Add and Set up a Property: More than One Building (Campus) 



Campus Configurations 

Add the buildings 
on your campus



Efficient Buildings Collaborative Help 
Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


Steps to Benchmark and Comply

1. Creating a Property in Portfolio Manager
2. Setting Up Meters and Entering Water Data 
3. Establishing Automatic Data Upload from Xcel Energy
4. Data Submission



BREAK TIME!
Efficient Buildings Collaborative Help 

Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


Portfolio 
level view 

Navigate to Your Property

Click on your 
property



1. In ENERGY 
STAR Portfolio 
Manager, click 
the water tab.

2. Then, click 
“Add A Meter”

Add a Meter in the Water Tab 



Select All That Apply And Add No. Of Meters



1. Select “CCF” 
as the unit

2. Enter year built or 
1900 if unknown

3. Click “Create 
Meters”

Add Meter Details and Create



Ways to Enter Data in Portfolio Manager 

Automatic Data 
Upload from 

Utility

Spreadsheet 
Upload

Manual Entry



Manual Water 
Data Entry

Collect all bills for the 
reporting (or previous) year, 
or email 
waterinquiries@ci.stpaul.mn.us



Access Water Data Online 

You can access your water 
usage from the City of Saint Paul 
website by going to the Water 
Services billing webpage at:
https://billpay.saintpaulwater.co
m/ or email 
waterinquiries@ci.stpaul.mn.us

https://billpay.saintpaulwater.com/
https://billpay.saintpaulwater.com/


Click to add 
an entry

Add Meter Data Manually





ADD ENTRIES UNTIL YOU HAVE A FULL YEAR OF DATA
13 MONTHS OF BILLS MAY BE REQUIRED



Click “single-meter 
spreadsheet

Add Meter Data by Spreadsheet



Input “No”

Input Water Billing Data into Excel Spreadsheet



Chose file and 
upload

Upload Spreadsheet



Check Errors, Fix, Save Bills again



Select Meters Used for Metrics (reporting) 





Create Energy Meters 



Choose Types of Meters to Create

Create all 
applicable 

meters

Do not create 
District Energy 
meters if using 

portal



Input Meter Units and Dates

Electric: kWh
Natural gas: therms
Hot water: Mbtu
Chilled water: ton-hrs
Water: CCF



Once Meters are Created, Click Continue

Expand 
meter by
clicking 
arrow 



Add to Total Consumption for reporting 



Energy Meters Tab: Meters Added and Displayed 

Notification



Steps to Benchmark and Comply

1. Creating a Property in Portfolio Manager
2. Setting up Meters and Entering Water Data 
3. Establishing Automatic Data Upload from Xcel Energy
4. Data Submission



BREAK TIME!

Efficient Buildings Collaborative 
Help Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


XCEL ENERGY’S BENCHMARKING 
PROGRAM

© 2020 Xcel Energy 78

Tyler Carroll l Program Manager

Charlie Geaves I Program Assistant 

Updated 2021



XCEL ENERGY BENCHMARKING
MN: https://mn.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking

CO: https://co.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking

© 2020 Xcel Energy 7979

https://mn.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking
https://co.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking


XCEL ENERGY BENCHMARKING
A Quick Reminder: 1 Meter per fuel type
• Create 1 virtual meter for your building’s electric usage

• Create 1 virtual meter for your building’s gas usage

© 2020 Xcel Energy



XCEL ENERGY BENCHMARKING
1. Start on Step 4 in the Xcel Energy Benchmarking User Guide

2. Sign up for a benchmarking portal account at: 
http://xcelenergy.force.com/benchmarking/login

3. Click Sign Up 

4. Enter all information and click submit

Note: Your email will be your username as well as where all automated emails will arrive. This can be 
changed later by emailing benchmarking@xcelenergy.com

5. You will receive an email confirmation  

© 2020 Xcel Energy

http://xcelenergy.force.com/benchmarking/login
mailto:benchmarking@xcelenergy.com


XCEL ENERGY BENCHMARKING

1. Step 5: Connecting Portfolio Manager to Xcel Energy’s Portal 

2. In your Portfolio Manager home page, click “Contacts” in the upper right corner 

3. Click “Add Contact” on the next page

© 2020 Xcel Energy 8282



XCEL ENERGY BENCHMARKING

4. In the Username field enter 
XCELENERGYWEBSERVICES

5. Click search 

6. Click connect on the next page 

In the “Contacts” link

© 2020 Xcel Energy 8383



XCEL ENERGY BENCHMARKING

1. Enter Xcel Energy Portal Username

• (email address you just used)

2. Accept the Terms of Use 

3. Click “Send Connection Request”  

© 2020 Xcel Energy 8484



XCEL ENERGY BENCHMARKING
1. Step 6: Share your property & meters with Xcel Energy

© 2020 Xcel Energy



XCEL ENERGY 
BENCHMARKING
1. Select your property(ies) 

2. Who you want to share it with 

• (XCELENERGYWEBSERVICES)

3. Select ‘Personalize Sharing and 
Exchange Data’

4. Click Continue

© 2020 Xcel Energy 8686



XCEL ENERGY BENCHMARKING

1. Select the ‘Exchange Data’ bullet 2. In the pop-up select “full access” for 
every field

© 2020 Xcel Energy 8787



XCEL ENERGY BENCHMARKING
1. Select ‘Yes’ or ‘No’ on “Share Forward”

2. Click ‘Apply Selections & Authorize Exhanges’

3. Click ‘Share Property(ies)’ on the next screen

© 2020 Xcel Energy



XCEL ENERGY BENCHMARKING
MN: https://mn.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking

CO: https://co.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking

© 2020 Xcel Energy 8989

https://mn.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking
https://co.my.xcelenergy.com/s/business/cost-savings/energy-benchmarking


© 2020 Xcel Energy 90



District Energy St. Paul
• District Energy St. Paul Customer 

Portal
o Track your energy trends
o Access billing history
o Automatically connect your energy data 

to Energy Star Portfolio Manager

• Energy efficiency project funding and 
engineering support – apply online

• Customer Portal Resources
• https://www.districtenergy.com/custome

r-resources/customer-portal-resources/
• portalhelp@districtenergy.com

https://www.districtenergy.com/customer-resources/customer-portal-resources/
https://www.districtenergy.com/customer-resources/customer-portal-resources/
mailto:portalhelp@districtenergy.com


BREAK TIME!

Efficient Buildings Collaborative 
Help Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


Steps to Benchmark and Comply

1. Creating a Property in Portfolio Manager
2. Setting up Meters and Entering Water Data 
3. Establishing Automatic Data Upload from Xcel Energy
4. Data Submission



Double Check EBC ID is On Details Tab

My Portfolio is on 
the Details Tab

Your EBC ID is listed 
as the Standard ID



Run Data Quality Checker

Summary 
tab

Run Data 
Quality Checker



Find Compliance Link on City Website

https://www.stpaul.gov/departments/mayors-office/energize-saint-
paul/benchmark-here

2. Select disclosure option

1. Go to this website:



Full disclosure continues to be the best choice

A whopping 90% of you chose “full disclosure!”



Log in to your 
Portfolio Manager 
account



You’ll be taken to this 
page



1. Read and scroll down 

2. Select number of properties,
and then, property name 



Scroll down to 
apply selection

Select Properties to Report



3. Click ‘Generate
Response
Preview’ 



4. Review alerts and
correct errors. 



5. Click ‘send response’ and follow prompts

Data Request: Minnesota Cities Efficient Buildings 
Collaborative 2022 (Request from EBC Help)

Click “Send Response”



6. (Option) add email 
addresses of team 
members who should 
receive confirmation

7. Check box.  
Enter username and password.
Click “E-sign response” 

8. Click “Send Data” 
to submit 



Breakout rooms: What do you need help with?

Are you: Enter in the chat:

In need of help from Xcel Energy? “Xcel Energy”

A District Energy customer? “District Energy” 

Benchmarking a campus? “Campus” 

Benchmarking a city-owned building? “City-owned” 

Part of the Sustainable Building Ordinance? 
(This is different than the Benchmarking Ordinance)

“SBO” 



BREAK TIME!

Efficient Buildings Collaborative 
Help Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


Energize Saint Paul



WHY FOCUS ON ENERGY MANAGEMENT?

Building owners can 
save 5 – 20 percent 
annually on their 
energy bills by 
implementing O&M 
best practices.

- ENERGY STAR



Full disclosure continues to be the best choice

A whopping 90% of you chose “full disclosure!”



RACE TO REDUCE BENEFITS: BUILDING REPORT CARD



Recognition
Each year the City recognizes buildings for 
leadership and improvements in energy efficiency

The 2023 Recognition Ceremony awarded 
certificates to:
● 3 buildings for achieving high energy savings 

from retrofit and new construction projects
● 9 buildings for obtaining ENERGY STAR 

Certifications
Read the stories at: 
https://www.stpaul.gov/departments/mayors-office/energize-
saint-paul/recognition

https://www.stpaul.gov/departments/mayors-office/energize-saint-paul/recognition
https://www.stpaul.gov/departments/mayors-office/energize-saint-paul/recognition


Climate 
Dashboard
• Energy Benchmarking data & 

much more can be found on 
the Saint Paul Climate 
Action Dashboard

• climateaction.stpaul.gov



Energize Saint Paul Partners

Business Review Council



Now, let’s answer more questions!

Efficient Buildings Collaborative Help 
Desk 

Phone: 866-614-7542 
Email: benchmarking@ci.stpaul.mn.us

Available Monday-Friday 9 a.m. – 5 p.m. CST
Schedule a Phone Appointment: 

https://energyreporting.as.me/appointment

https://energyreporting.as.me/appointment


Thank you!
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