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Contents for this Guide were informed by the following:

e Energy Star Portfolio Manager Benchmarking
e (City_of Ann Arbor Benchmarking Resources



https://www.energystar.gov/buildings/benchmark
https://www.a2gov.org/departments/sustainability/Sustainability-Me/Businesses/Pages/Commercial-Benchmarking.aspx
https://www.a2gov.org/departments/sustainability/Sustainability-Me/Businesses/Pages/BenchmarkingResources.aspx
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IN SUMMARY

The new City of Detroit benchmarking policy requires all municipal buildings, as well as commercial
and multifamily buildings over 100,000 gross square feet (GSF) to annually report their energy and
water usage, beginning in 2024. Commercial and multifamily buildings over 25,000 GSF but under
100,000 GSF will have to report their energy and water consumption data in 2025.

This guide provides step-by-step instructions on how to comply with the benchmarking
ordinance.

What is energy benchmarking?

Benchmarking is the process of measuring and tracking the total energy (electricity, natural gas,
and other utilities) and water use in a building. The U.S. EPA’s ENERGY STAR Portfolio
Manager is the standard tool for benchmarking in the United States.

Step One:
s your property required to benchmark?

All municipal buildings as well as commercial and multifamily buildings over 100,000 gross
square feet (GSF) are required to annually report their energy and water usage, beginning in
2024. Commercial and multifamily buildings over 25,000 GSF, but under 100,000 GSF will have
to report their energy and water consumption data in 2025.

Reporting requirements begin on the following schedule:

Ownership Building Size Reporting Deadline Begins
City-Owned Buildings N/A October 1st, 2024 (for 2023 data)
100,000 SF October 1st, 2024 (for 2023 data)
or greater
Non-Municipal Buildings 25000 SF
> June 1st, 2025 (for 2024 data)
or greater

The annual reporting deadline for all future years is June 15



https://www.energystar.gov/buildings/benchmark#%3A~%3Atext%3DENERGY%20STAR%20Portfolio%20Manager%20%E2%80%94%20the%2Cin%20a%20secure%20online%20environment
https://www.energystar.gov/buildings/benchmark#%3A~%3Atext%3DENERGY%20STAR%20Portfolio%20Manager%20%E2%80%94%20the%2Cin%20a%20secure%20online%20environment
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Step 1.1
Look up the Detroit Building ID for your properties in the

City of Detroit Lookup Tool
You will need this number to report your benchmarking information.

This tool has 3 uses:

1. To identify if your building needs compliance

2. To find your Detroit Building ID, which must be in your Energy Star Portfolio
Manager profile for compliance.

3. To connect your building to an email address using the contact form at the end of
the City of Detroit Lookup Tool

Tips and Tricks for Benchmarking Multiple
Buildings on One Property

If your parcel contains multiple buildings that are separately metered:

e Set up each building separately in the ENERGY STAR Portfolio Manager. Repeat
step 2.4 for each building on your property.

If your parcel contains multiple buildings that share one meter OR if the meter
cannot separate usage data by building, there are two options:

A. Set up each building separately in ENERGY STAR Portfolio Manager and allocate
energy use based on relative square feet of each building, if they have similar usage
types. This option can provide you with more insight into each building's
performance. Repeat step 2.4 for each building on your property.

OR

B. Set up the property as a campus and assign the meter to the parent property.

If your property is a multifamily housing unit, hotel, hospital, K-12 school, or senior
living facility:

e Ifyou are able, it is recommended to benchmark each building separately to
receive accurate and specific utility performance metrics.

e Multifamily housing units, hotels, hospitals, K-12 schools, and senior living
communities are eligible to receive an ENERGY STAR score whether
benchmarked as a campus or as a group of buildings organized under a parent
building.
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Step Two:
Set up an ENERGY STAR Portfolio Manager Account

and add properties to your portfolio

e For video instructions, watch How to Set Up a Property in Portfolio Manager

demonstration

e For more detailed instructions, see the Portfolio Manager Quick Start Guide

Step 2.1
Create a new account in ENERGY STAR Portfolio Manager

Some tips to make it easier to manage your ENERGY STAR Portfolio Manager account:

¢ Do not use any special characters in your username (letters and numbers only)

e Keep a record of your username and password - it is not possible to change usernames

e Select “Yes"” for “Do you want your Account Name (and username) to be searchable by other
Portfolio Manager users?”

Step 2.2
After creating your account, you will get an activation email to

verify your account
The account must be activated within 24 hours, or the link will expire. If you do not receive an email,
check your spam or junk folder.

Step 2.3
Log in with your new credentials, then select “Add a Property”

Covered buildings are identified based on parcel information. If your parcel contains
multiple buildings that singly or together contain square feet over the threshold of the

ordinance, you must benchmark and report information on all the buildings on
that parcel.



https://portfoliomanager.energystar.gov/pm/login?testEnv=false
https://www.youtube.com/embed/-lob65wkVNM?width=640&height=480&iframe=true
https://www.energystar.gov/sites/default/files/tools/Portfolio%20Manager%20Quick%20Start%20Guide_May%202021_FINAL_508.pdf
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Step 2.4

Create a new building in ENERGY STAR Portfolio Manager
Based on the information on page 4, you may need to repeat this step for each building on your covered
property.

Find your building’s property type based on ENERGY STAR Portfolio Manager's definitions
Look up the information on your building. You'll need to benchmark with this worksheet.
Select the “Primary Property Type”

Enter the number of buildings (most will select, “One: My Property is a single building”)

s> wnN -

If your property has more than one use, enter in as few properties use types as possible. See this

guide to learn if your building might benefit from entering multiple property types.

IF your covered property is comprised of more than one building and is a:

e K-12 School

e Multifamily Housing Unit
e Hospital

e Hotel

e Senijor Living Community

Select “More than One: My Property includes multiple buildings.” You will then set up your property as a
campus and should follow How to Benchmark a Campus in Portfolio Manager for further instructions.

Step 2.5
“Get Started”

Step 2.6

Select “Enter Basic Property Information”
Include the building name, address, year built, occupancy, and gross floor area (not including
parking). Check any boxes that apply to your property.

Step 2.7
Select “Continue”

Step 2.8
Enter details about the primary building use and additional

property uses based on the boxes checked on the prior page
e Ifyou do not have this accurate information, you must request it from the tenant. If you cannot
get this information, you can select “Use as Default”.
e Ifyou use a default value, estimate square footage, or use detail for any property use, you
must note this in “Property Notes".


https://www.energystar.gov/buildings/benchmark/understand_metrics/property_types
https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
https://detroitmi.gov/document/benchmarking-compliance-checklist
https://www.energystar.gov/buildings/tools-and-resources/how-benchmark-campus
https://energystar.my.site.com/PortfolioManager/s/article/When-should-I-create-separate-Property-Uses-1600088548691
https://energystar.my.site.com/PortfolioManager/s/article/When-should-I-create-separate-Property-Uses-1600088548691
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Step Three:

Gather energy and water use data and
enter it into ENERGY STAR Portfolio
Manager

You will need to add data for both energy and water consumed on your property. Resource
guides for each data source are available on the How-To Benchmark Webpage. Data sources
may include:

Electricity: From DTE
Natural Gas: From DTE or Consumers Energy
Thermal Energy: From Detroit Thermal

o N T w

Water: From Detroit Water and Sewerage

If your building uses other sources of electricity, like onsite solar, steam, or propane, you should
add these as well.

The next steps explain how to set-up automated data transfers to ENERGY STAR Portfolio
Manager and how to track/upload your Detroit Water and Sewerage water data. Over time, this
will require less maintenance from you while still providing insight into how your buildings are
performing.

Energy and water data can also be manually uploaded into ENERGY STAR Portfolio Manager. For
instructions on how to enter data manually, see the EPAs Guide on How to Get Utility Data into

Portfolio Manager.



https://www.energystar.gov/sites/default/files/tools/HowtoGetUtilityDataIntoPortfolioManager_February_2020_508.pdf
https://www.energystar.gov/sites/default/files/tools/HowtoGetUtilityDataIntoPortfolioManager_February_2020_508.pdf
https://www.energystar.gov/sites/default/files/tools/HowtoGetUtilityDataIntoPortfolioManager_February_2020_508.pdf
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Step 3.1
Select and follow a method to access your gas and electric
usage data

Methods of Accessing your DTE Data

Method 1: Bills Access your bills on the DTE site Free
Method 2: Direct Request Contactyour DTE Accouqt Manager or Free
Customer Service
g Free
Enroll your building in the DTE Data hub
Method 3: Become a member
of Detroit 2030 District — )
Enroll your building in a premium Paid
membership with Detroit 2030 district al

Method 1: Access your DTE bills on the billing site

Log in to dteenergy.com
Select the “Billing & Payment” tab, then “My Billing and History” tab

If applicable, select the correct business partner
Select the “Bills” tab and select a bill
Double check this information:
e Service Address
e Account Number
e Meter Number
6. Scroll to “Detail Charges”
7. View “Usage Used” -This isthe usage for the month of that bill
8. Repeat this process for the 12-month period of reporting

IR DR

Detail Charges
[ |
For Service at: 360 Michigan Ave, Detroit, Ml 48226
Invoice: 210002643329 Billing Period: 02/01/2024 through 03/01/2024 Days Billed: 30
Metering Information
Meter Start Start Stop Stop Days Read Units Usage
Item Number Date Read Date Read Billed Difference Multiplier Used Type
3101120760 2420692739 02/01 48,335.0E 03/01 53,030.0E 30 4,695.0 1.0171 47753 CCF
Total CCF 4,775.30

Invoice: 210002643329 Service Name: Gas Commercial Heating
Item: 7004240641 Cycle: 01 Gas Commercial Heating



https://dteenergy.com/

Detroit Benchmarking Resource Guide

Method 2: Complete a direct data request with DTE

Request your electric and gas data from DTE

Information needed in your request:

e Account number
e Meter number
e Building address
e Reporting year

The information above can be found on your DTE bill.

Send these details to your DTE Account Manager. To do so, please
contact:

Business Assistance (855) 383.4249
or

Online Assistance (800) 482.8720

Method 3: Enrolling in the DTE Data Hub

1. Become a member of the Detroit 2030 District

2 Complete the “Customer Consent Release Form”
3 Submit your building’s meter and account numbers to
ENERGYPARTNERSHIP_Account@dteenergy.com

4 Connect your DTE Data Hub buildings to your ENERGY STAR Portfolio
Manager Profile(s)

5 Monitor accuracy of information

For full directions, see the Building Owner User Guide



https://2030districts.org/detroit/detroit_join_us/
https://energyusage.dteenergy.com/static/dte/assets/userguides/DTE_userGuide_buildingOwner.pdf
https://energyusage.dteenergy.com/static/dte/assets/userguides/DTE_userGuide_buildingOwner.pdf
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Step Three:
Gather energy and water use data and enter it into

ENERGY STAR Portfolio Manager (cont.)

Step 3.2 .
Water Data: DWSD Automated Water g':;:;gﬂfmerase
Data Request DETROIT

Fill out the Water Data Automation Request form on Smartsheets.
tinyurl.com/WaterBench

The following information will be needed to fill out this form:

e Account number

e Meter number

e Building address

e Detroit Building ID

e Year reporting

e Digital copy of Water Bill

Much of this information can be found on your water bill.

Step 3.3

Accessing steam data (if applicable)
Email Detroit Thermal at reporting@detroitthermal.com to request m

your thermal data.

Please include the following information in your request:

—— DETROIT

e Building address
e Year reporting THERMAL

This information can be found on your steam invoice.
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Step 3.4

Entering data into ENERGY STAR Portfolio Manager
Entering data for one property

For this example. We will enter data from a gas meter.

1. Go to your building’ s profile on ENERGY STAR Portfolio Manager
2. Select the tab of the utility you will be entering data for. Here we will select Energy.

Rosa Parks Transit Center F@Y Not currenty
sl ENFRGY S
360 Michigan Avenue, Detroit, Ml 48226 = Map It Certification

Portfolio Manager Property ID: 33395822
Year Built: 2009

/ Edit

Summary ! Details Energy Water Waste & Materials Goals

3. Select “add a meter”

Summary ! Detaus Energy Water Waste & Materials Goals Design

Meter Summary Meters - Used to Compute Metrics (1) Add A Meter

1 Energy Meters Total

1 - Used to Compute Metrics

Add A Mete Meter Name ~ Energy Type @ Most Recent ° In Use? .
Portfolio Manager Meter ID oy Typ: EAE Lt
Current Energy Date
Not Available Electne Gnd Meter s ‘
183533041 Electnic - Grid Yes
Enter Your Bills
(V)

4. Select the energy type and the number of meters you will enter data for

Sources of Your Property's Energy
; ' What kind of energy do you want to track? Please select all that apply.

Electric
Natural Gas
How Many Meters? D
Propane
] Fuel Oil (No. 2)

For more details, including directions for multiple buildings, see How to Get Utility Data

into Portfolio Manager



https://www.energystar.gov/sites/default/files/tools/HowtoGetUtilityDataIntoPortfolioManager_April%202023_FINAL_508.pdf
https://www.energystar.gov/sites/default/files/tools/HowtoGetUtilityDataIntoPortfolioManager_April%202023_FINAL_508.pdf
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Step 3.4

Entering data into ENERGY STAR Portfolio Manager (cont.)
5. Name the meter according to the meter number. Include accurate units and date that the meter
became active

About Your Meters for Rosa Parks Transit Center
Enter the information below about your new meters. The meter's Units and Date Meter became Active are required You can also change the meter's name.

1 Energy Meter for Rosa Parks Transit Center (click table to edit)

- Other Date Meter In Date Meter Enter as cl
() ZMster Name Tvpe mpetinits Licomolfotio Use?  became lnactive  Delivery? 1
0 Natural Gas v ( <) | ]

=i ™

<

X Delote Selected Entries
Add Another Entry

6. Enter the meter usage information using the single-meter spreadsheet or by manually entering
the data by selecting “Click to add entry”

Your Meter Entries for Rosa Parks Transit Center
[Now we need actual energy CoNSUMPLON NTOMATON IN OIGer 10 S1AM PECVICNG YOu With Your MENCs and, possidly, your scorel

1 Energy Meter(s) for Rosa Parks Transit Center

W Meter number

Usage
End Date oo tunvdred cuble foet Total Cost (§) Estimation
Upload data in bulk for this meter
) vsems 2o
o Upoad the complesed Me Delow
Chooss Fila | No flo chosen [ Upload

Continue [ESSS

7. Select permissions for sharing with the Detroit Benchmarking reporting profile

l Congratlabons! Any ensrgy meters you selected have been 10 your )

Share Additional Meters with Web Services Provider

You have successhilly created addtional meters for your property We notice that your property = shared with compamnes that exchange data drectly through
Portiolio Manager web services. If you want these companies to be able o access'ed? your new meders. you must share these meters deecty with them If you do
not wish 1o grand access to this meter, please select "Nona” as the parmissions leved and the meter(s) will not be shared at this tme To share m the fusure you wil
noed 10 select “Edt Contact's Permissions” from the Shanng table on the Summary tab for your property.

Select the permission levels you would like to grant each web services provider below:

The following information is required by Detroit Benchmarking Reporting in order to provide service to your propertyfies), If
you have questions about how to complete this information, please contact them directly

Meter Name  None  Read Only  Full Access

Meter number -

Apply Selections and Authorize Exchange st
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Step Four:
Connect to the City of Detroit

Now that you have created your account, set up your building(s) in ENERGY STAR Portfolio Manager.

Step 4.1

Add your Detroit Building ID
Before beginning this process, obtain your Detroit Building ID(s) from the Detroit Benchmarking

Building ID Lookup Tool.

Detroit Benchmarking Building ID Lookup Tool

Before You Begin

The Ordinance

Follow the instructions on the Building ID Lookup Tool here:
detroitmi.gov/dbidlookup

For directions on using the Detroit Building ID for multiple
buildings, see the Detroit Building ID Guide.



https://detroitmi.gov/dbidlookup
https://detroitmi.gov/dbidlookup
https://detroitmi.gov/dbidlookup
https://detroitmi.gov/dbidlookup
https://detroitmi.gov/document/detroit-building-id-guide-1
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Step 4.2

|14

Add your Detroit Building ID to your building profile in ENERGY

STAR Portfolio Manager

Use the Detroit Building ID to identify your buildings in ENERGY STAR Portfolio Manager in the

My Portfolio Tab

P==N ENERGY STAR®
CrX

MyPortfolio

Sharing

Portfolio/\Vlanager®

Reporting Recognition

On the dashboard, select the building

MyPortfolio Sharing Reporting  Recognition

Properties (1) Dashboard

Add a Property

Refresh to see Source EUI Trend

/ Change Matric
Name

Your Bt

H

33395822

View All Properties (1)

AgdEdiDelote Groups

v | Energy Mighlights. v
AddEdDolets Views

Energy ENERGY STAR °

° Site EUI
Current Date Score

(kBru/ft)

ing

| cust | Provious LZFTRED R Next | Last [RTTE

Refresh Metrics

Source EUI
(kBrufr')

View 1-10of1

Navigate to the “Details” tab

MyPortfolio Reporting nit

Your Building Here
Your Building's Address Moo )t
Pordiobo Manager Propanty 1D 33355822
Yoar Bulr 2009

/8

Summary; 1 Detass Energy Woater

Refresh to see Source EUI Trend

7 Chasgs Meti

Waato & Materisha Goals Dovgn

NN

Metrics Summary
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4. Scroll to the Unique
Identifiers (IDs) section
and press Edit

5. Select Detroit Building
ID from the Standard ID
- City/Town dropdown

6. Inputyour building ID
from the Detroit
Benchmarking Building
ID Lookup Tool

Susenary 1 Detaity Energy Water Waste & Matariain Goals Desgn

Basic Information Property Uses and Use Details

Construction Status: Yiow 0 Dugtam Add Another Type of Use v
Existing property that Is one single
buldng
Name ProporyUse Type 012" action
1 Propecty GFA - Self.Repormed: -
Cunntio i Bank Branch s5an Twantt v
Occupancy:
100% €] Twant o v

! Propecty GFA (Buldings)  9.999 (usad 10 caluudae £V

Property GFA (Parking). @
Unique Identifiers {IDs)

Pocttolio Manages 10

33396822

Standard IDs:

None

: Property GFAby Use = ! Property Type

Custom 10s: Property Type - Se¥-Selacted
Nore oetason Teerrinab S2ation

£ Y50 €20 select Yo Parmions Managers
Saandiard 103 12 pesvice mcomason 1 Propery Type -Poetiolio Manager-
oBers in cata requents. Or you Can Create Calculated
w5t Buee Custom (D3 5o Tt pou can
1% refarence your peopenty i ofwe
yriters

Hank Branch

[ The Fomtoio Masage-Cakuistns

Bank Propecty Troe m wsed Sv your metecs
4] Beanch: ertest e e Une repertes, Lo
o e st e

Additional Information

Standard IDs

Standard IDs are typically used in data collection. including by most state and local govemments 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 10 - City/Town:

Ann Arbor Building ID

Atianta Buiding 1D
Ausi Propery D o [ ]
Berkeley Building ID

Boston Energy Reporting ID

Boulder Energy Reporting ID

Cambridge Building Energy Reporting ID D E
Chelsea, MA, Building ID

Chicago Energy Benchmarking ID

Columbus Building ID

Nenvae Rudldinn IN

Des Moines Buiding 1D

!
District of Columbia Real Property Unique 1D k
EVansion ousong v

{ Fort Collins Building 1D )
Kansas City Building Reporting ID

{ Lexington, MA, Reporting ID l
Longmont CO Energy Benchmarking Building 1D -

GUSIOMTIDS. e = .

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

vIDI

Standard 1D - County/District:

7. Press Save at the bottom of the page
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Step 4.3
Sharing your property profile with the City of Detroit

The submission process can be streamlined by sharing your covered property data with the City of
Detroit. This is a one-time step that will automate your annual submission for future years. This
step requires a one-time action to share data and it easily shares updated information if

there are any errors or warnings to correct.

1.

4,

Select Contacts in the upper
right corner of your ESPM page

|16

m ENERGY .\MH- :
== PortfoliolVlanager

MyPortfolio

Dashboard

Puasn (ehea)) 83 560 YOOI MOLEY

Select Add New Contacts/Connections

Contacts Organizations

Name (title)

Q

~ Organization

Add New Contacts/Connections

$ Usemame

Input “Detroit Benchmarking Reporting” to the Name

and select Search

Select Connect Your Search Criteria

Usemame: detroftsustainability

Connect with an Existing User for Sharing
Search using arry of the crterna below
Name lcw, 4 Benchmarkng Ropotag
Organzaton ] Cay of Detrot
semame detrofsustanabilty
Email IPA‘TH‘\HH Q@O gov
@e Detroit Benchmarking Reporting (DetroitSustainability) Connect
Reporting with City of Detroit

Page[_Jof ! SO
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Navigate to the sharing tab and select Share with your Utility or Service Provider for
exchanging data

MyPortfolio Sharing Reporting  Recognition

My Shared Properties Sharing Notifications (0)

(1 ) You have no new notifications.

Share (or Edit Access to)
a Property

Share with your Utility or

Service Provider for exchanging
data

Download Sharing Report

5. Select the required buildings, then select Detroit Benchmarking Reporting

Select Properties

Wie'l get into the details of the leve! of access later. For now, which properties do you want
10 share and/or edit access to?

Select Properties

Selected Propartes 1

Select People (Accounts)

Winich paopia (3cCouNts) 9O YOU Want to share thase Propertes with (or modify thae
current 3ccess 10)7 The sccess for each can be diferent and you'll be able 10 specify that
on the next page

Ma e

Detroit (DetrorS B

6. For permissions, choose Bulk Sharing (Simple Option)
a. Choose Exchange Data Full Access (with full access to all properties and meters) when
prompted

Choose Permissions

e £E If you only need to choose one permission (because you are giving the same permissions
(=3 for all your shares), you can choose that permission here. Otherwise, you may assign
£o) 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
peiiissiuia
@ Exchange Data Full Access (with full access to all properties and meters)
) Exchange Data Read Only Access (with read only access to all properties and
meters)

() Exchange Data Custom Access (customized access by meter type, such as
electricity and gas, for all properties)

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

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

each property and/or meter
Authorize Exchange eS|
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Authorize Exchange e

b. Then press Authorize exchange.

C.  This green pop-up box should appear, confirming you've successfully shared your
property.

Bulk Share Properties for Exchanging Data: Results

Choose Permissions Set Up Connections Check Existing View Results/ Confirmation
Permissions

«" Congratulations! You have successfully shared/edited access to your property(ies).

Atotal of 1 share requests were sent.

If you shared properties, you will receive a notification when your contact has accepted the share. If you edited access to current permissions, the
edits have been made, no acceptance is required.

Close

Note: \When you add new properties to your account, or add new meters to your properties, you
will need to share these new additions with the City of Detroit in your ENERGY STAR Portfolio

Manager account.
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Step 4.4
Complete a Data Quality Check

Please use the Data Quality Checker within ENERGY STAR Portfolio Manager. This
runs a set of basic data checks on your property to help identify possible errors to fix.

1. Go to the Summary Tab of your property
2. Scroll down to the Data Quality Checker and select Check for
Possible Errors

If you have errors or need to troubleshoot, please follow the instructions on your ENERGY STAR Portfolio
Manager account to correct your error.

If the Data Quality Checker returns with no errors and you receive a confirmation
email from the Office of Sustainability, You have completed
your benchmarking requirements! See you next year!

CITY OF

DETROIT




