How to Add the Detroit Building ID to an Energy Star
Portfolio Manager Profile

Detroit Benchmarking Building ID Lookup Tool

This guide shows how to add the Detroit Building ID to an Energy Star Portfolio Manager Profile.

It also shows how to add Detroit Building ids to multiple Energy Star Portfolio Manager Profiles.

1. Navigate to “My portfolio” tab in Portfolio Manager.
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2. Determine what you would like to do:
a. Add a Detroit Building ID to a building in your portfolio.
b. Add Detroit Building IDs to multiple buildings in your portfolio
at once.

Add a Detroit Building ID to a building in your portfolio:

3. Select the building you want to add the Detroit Building ID to.
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4. Navigate to “Details” tab.
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5. Scroll to the “Unique Identifiers (IDs)” section and press “Edit”.
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6. Select “Detroit Building ID” from the “Standard ID - City/Town:”
dropdown.

Standard IDs

Standard |Ds are typically used in data collection, including by most state and local governments with
benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this
FAQ if you nead help finding your Standard 1D

Standard ID - City/Town:

Ann Arbor Building 1D
Atlanta Building ID
Austin Property ID ID: |:|
Berkeley Building 1D

Boston Energy Reporting 1D
Boulder Energy Reporting ID
Cambridge Building Energy Reporting ID ID: |:|
Chelsea, MA, Building ID
Chicago Energy Benchmarking ID
Columbus Building 1D

Nararar Pilding 1N

Das Moines Building ID

Detroit Building ID D: |:|

District of Columbia Real Property Unigue ID

*d Another

EVvansion bunaing iu
Fort Collins Building 1D
Kansas City Building Repaorting ID
Lexington, MA, Reporting ID
Longmont CO Energy Benchmarking Building 1D -
CUSTOmT oS

7. Input your building ID from the Detroit Benchmarking Building ID
Lookup Tool

Standard IDs

Standard |1Ds are typically used in data collection, including by most state and local governments with
benchmarking laws. If your property is covered by a benchmarking law, you probably need to fill this in. See this
FAQ if you need help finding your Standard ID.

Standard 1D - City/Town:
| Detroit Building ID v| D | 12324

‘ Standard 1D - County/District:

| vl | |




8. Press “Save” at the bottom of the page.
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The Detroit Building ID is now associated with the building!



Add Detroit Building IDs to multiple buildings in your portfolio
at once:

This process requires Microsoft Excel.

3. In the “Manage Portfolio” section, click the link to “Upload and/or
update multiple properties”.
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4. Under the “Edit and Manage Information” section, click “Create an

Upload Template”.

Upload and/or Update Multiple Properties

What do you want to upload?

« Add new properties to my account - To gat started fill In this spraadshest and upload it in
the box below

« EdivUpload my existing properties - To do this you will need 1o 1ell us which proparties
you want o0 update S0 wa can creats a custom template. Onca you il In this custom
tampiata, you will upload #t in tha box balow

Upload Spreadsheets

When you ara ready to upload your completed template (sither dard or ¢ ). entar it hare
Processing tima could be affected by fle size

Type of Upload " Plgase select type v

Upload Tempiate [ Chousa File | No fla chasen

Setact "Browss” 10 locate tha file on your
computer and then select "Upload *

“ This is a powerful feature. There is no "Undo.” Be careful!

5. Select “Edit Basic Property Information for Existing Properties (such

as name and address)”

Create a Custom Upload Template

M you have a lot of proparties 10 create or & Jot of bills to add. you may find & easler to upload them using a spreadsheet rather than anledng 2ach propsny
manually or adding bile manually Laam more below

Add Properties

You can creata new properties in Portfolo
Manager. by 8lling In this spreadsheat
which requires basic propary Information,
Incuding name, address. gross floor area.
Proparty IDs. and Federal Information (if
apphcabis).

S Add Progectias Templats

Edit and Manage Information

COnce your properties are in Partfolio
Manager you can adit and update tham
using 3 templats customizad based on what
you want to do. For sxampls, you may want
0 upload ensrgy bil data for mutiple
propanies or updata use information

If you want to add property use or meter information for multiple properties, you can do ths by using an Excal spreadshest First telf us some Information sbout
what you are trylng to upload 1o Portfollo Manager so we can create a spreadshast tamplate for you to use Then simply fll it in with your information and upload !

0 Select the Task You are Performing
7) Add Meters to Existing Properses
Add Bils 1o Exsling Mebars (L& melar conturmption riomation)

) Update Use Delsis for Exsting Properies (8 g Weekly Hours of Operation. Number of Workars, atc )

e Select Properties to Include

Seloct Properiies

Fropartes

Sacieg Items 0

Create & Download Template g5

n Warning - Don't Change Columns!

in order %01 your upload to work you canndl Add, Delete
or Re-Orger columns In the tustom spreadahest We
creals e lampiate basaed on your dats and we need 8
spochic format in arder for your upload 1o succesd

n Creating New Properties?

11 you nead 10 809 new properties, you do not need 10
rRate 3 custom upload template. You can 500 new
properies macualy of by using the Add Progasty Cagst
Temulate




6. Click “Select Properties”.

Properties: N select Properties
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o Select Properties to Include

7. Select the properties you want to add Detroit Building IDs to.

%

] Name 4+  Property Types State/Provinces
Your First Building Here Property Type A | MI
Your Second Building Here Property Type B | MI
Your Third Building Here Property Type C | MI

8. Click on Apply Selection.

Apply Selection Ji#Elil=]




9. Download the Excel template.

Create a Custom Upload Template

If you want %o add property use or meter information for multiple properties. you can do this by using an Excel sprsadsheet First tell us some information abowut

what you are trying to upload to Portokio Manager

o Select the Task You are Performing
Add Meters to Existing Proparties
Add 8ils %0 Existing Meters (1 o, mefer comsumphon imformation

ficn, Number of YWorkars, o)

Update Lizn Defatz for Existing Properties (o g Weskly Hours of Ops

® Edil Basic Property Information for Exasting Propertes (such as same and address

o Select Properties to Include
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10. Open the spreadsheet. Enable Editing.
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11. Navigate to the “Property IDs"” sheet.

45 Template Version v2.0

Instructions [T sl US or CA Federal Property Info Property IDs

12. Select “Detroit Building ID” in the drop down for “Standard ID -
City/Town Name (Required to add a City/Town ID)"




13. Input the Detroit building IDs for each of the properties that you
selected from the Detroit Benchmarking Building ID Lookup Tool.
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14.Save that spreadsheet.
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15. Go back to the Energy Star Portfolio Manager and select “Edit Basic
Property Information for Existing Properties” from the “Type of
Upload” dropdown.

Upload Spreadsheeis

Whan you ars ready 0 upload your complated tamplats (either standard or custom), anter &t here
Processing time could be affacted by Mle size

Typa of Upload " Please selsct type v
Please salect type [
Upload Template Add New Propertes [N

Add Bills 10 Existing Metars
| Add Meters to Existing Froperties
Upcate Use Detalis for Existing Propeartes

Edit Basic information foc Properties 0. Bl coreful!

o Multiple submissions could result in duplicate data being
adoad to your porsfolio, property o metsr Pleasa test this
faature with ondy a fow proparties first

Depanding on Internat speads. fies largar than 2 MB may
not be able to be successiully uplcaded o the sarver before
he sassion times out Flles near s size may take several
houes to process. YWhile your speeadsheat upload s
pProcassng, you will not be abla 10 upload ary alhar
spreadshests

v Your spreadahast must be in Microsol Exced format Pleass
‘ uss the templates provided or generated using Portiolio
Manages to upload or update your proparies

16. Click “Choose File” Choose the excel file you just saved. Upload the
spreadsheet to Energy Star Portfolio Manager.

Upload Spreadsheets

YWhen you ars ready 10 upload your complated template (either standard or custom) enter it here
Processing time could be alfectad by ks size

Typs of Upload " [ F 3 Rasic Infocmatinn fae Exiating Dinnacias s
Upload Tamplite Chooss Fila | Edt Basic_Info xisx

DEECT DIOWSE [0 IOCAls T e O youl
compaer and then select “Upload *

This is a powerful feature, Thees is no "Undo.” Be careful!

o Myltipls submissions could result in duplicata data beng
added 10 your porrfolio, property or meétar Plsass tes! this
Teature with only & few peoperties frat

Dapanding on Inseenat speads. Mas largee than 2 MB may
not ba able 1o be successiuly uploadad 10 The sarvee bafors
the session fimes oul Fies naar this size may lake ssvers
bowrs to process Vhile your spreadaheet upload is
processing you wil not be able 10 upload any other
spreadshasts

a

Your spreadsheet must be in Microsofl Excel foemal Please
use tha templates provided or generated using Portfollo
Managar 1o upload or updata your propesties

17. The portfolio manager should now show that your upload was
successful. Once it does, the building IDs should be associated with
your building profiles.



