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Compliance Deadline

June 1, 2025 (for 2024 data)

Fines For Non-Compliance
$4,000 (buildings 50,000 SF or larger)

$2,000 (buildings 20,000-49,999 SF)

If your building reported to the City of Seattle last
year, follow these steps to confirm energy meters and
property details are updated through the end of the
current reporting year by the deadline—even if signed
up for automated energy use updates from utilities.

1. Get Started

[1 Loginto ENERGY STAR® Portfolio Manager®at
www.energystar.gov/benchmark.

C For password help, visit portfoliomanager.
enerqystar.gov/pm/account/help/password.
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First time reporting?
Download the
Seattle Energy
Benchmarking How
To Guide for step

by step instructions
to get started

and complete the
compliance process.

For alternate
accessibility
formats of this
document, contact
our ADA Coordinator

at OSE@seattle.gov

2. Check Energy Meters and Update or 206-615-0817.

CONTACT US [1 On the My Portfolio tab, select Property Name, then

the Energy tab.

‘i Email help desk staff at
energybenchmarking@seattle.gov

N
. Call (206) 727-8484 to leave
voicemail and request a callback

Sign-up for a Virtual Appointment

] All active (in-use) meters must have a most recent
bill date through the end of December for the
reporting year with no gaps or overlapping dates.
Check the automated update status for each utility.
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Attend Virtual Office Hours

&lsts] Tuesdays 11AM - 12PM 1
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Demand  Demand Cost

sanes ena e Ussge wathousy | TOWICOR(  Ssumaion Somend Do

0O 1172024 1/31/2024 1,232,047.27 (m] 406584 36,9085
O 2202 212012024 o

O wowa  asos o

1 4niz024 413012024 877.394.06 87.501.17 [m] 3.076.56 31.651.03
O 512024 5/31/2024 845,147.78 84,227.12 o 2,99448 29,517.89
O eioz 613012024 810,086.69 8021885 u} 248256 2437962
O 712024 7131/2024 860,511.88 85,689.25 (m} 2,48256 25909.87
O 81024 8/31/2024 855,732.82 85,406.16 o 239472 26,084.45
(O  9n2024 9/30/2024 796,832.89 79,685.92 (m] 231912 24,2604
O 10172024 10/31/2024 878,222.75 87,780.41 (m] 3,14208 28,330.01
O 1oz 117302024 1,032,663.99 101,566.1 a] 373248 3454509
O 122024 1213172024 117402113 115,908.93 [} 36736 3935047

Confirm that your building has a complete set of
energy consumption for all meter data as shown.

~
B Test Building [TEST_BUILDING]

Calendarized Data  Normalized Data  Savings ENERGY STAR  Properties

Meter Serial Number Data Release ®

@ 811 18TH AVENATO1T 782255 Request Actionsw.

Learn more about meters (2

@® From the ENERGY STAR tab, configure this building to submit usage data to ENERGY STAR Portfolio X
Manager and receive scores on your building’s energy usage. Go to ENERGY STAR tab

Custom Fields - 0 of 3 Edit
This building has no custom fields.

Use custom fields to track custom attributes on this building. Additionally, custom fields can be used to
automatically group your buildings with automatic building groups. Click on the Edit button above to populate

custom fields for this building.

Learn more about custom fields ()

If in Portfolio Manager you are missing complete data
for 2024, navigate to your PSE EnergyCAP account, then
select Request to obtain an updated Data Release form
for new tenants.

A J

ELECTRIC: If data is not updated through at least
December 2024 or has gaps, email scl_portfolio
manager@seattle.gov (scl_portfolio_manager@seattle.
gov) or call 206-684-7557.

GAS (PSE EnergyCAP®): If data is not updated through at
least December of last year (2024), email energycap @

pse.com.

& EnergyCAP requires updated release forms if tenants
moved in or out anytime last year. See screenshot at
lower left for release form requirement page.

STEAM: If missing data, call CenTrio (Seattle Steam/
Enwave) at (206) 623-6366.

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov next
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[J On the Energy tab, ensure that all active utility
meters are included in your building's total energy

Energy Meters

;z;l—a)ll meters to be included in your metrics. (Hint: Most meters should be included unless they are sub- Consu mption . |f not' select change Meter Selecﬁons
=) e Tipe and add a checkmark to all active (in-use) meters.
somons” e Then select These meter(s) account for the total

SCL Virtual Totalizer Meter (669063,

) : .
43561995 Electric - Grid

energy consumption.

Total of 2 meter(s). Tell us what this represents:
* @ These meter(s) account for the total energy consumption for Seatile Municipal Tower (a single
building).

O These meter(s) do not account for the total energy consumption for Seattle Municipal Tower (a
single building).

3. Review Property Uses and Details

(. J

Confirm that all active utility meters are included in [0 On the Details tab, select the triangle next to each

our building’s total energy consumption.

¢ J o P property use to show the square footage and other
property details.

O Default or temporary values must be corrected with
actual values. Select the Action menu and choose |

-
Property Uses and Use Details

View as Diagram Add Another Type of Use Mf Add | . . . v FOr he’p coﬂ'ecting
o S [ want to... Edit Use Details. To correct mistakes for a default values refer
Area .
T LA —————— specific Use Detail, select the value that you want to fD° tCOFrePCt”t‘? 'l?efaU't
Data In Fortrolio.
i correct and make necessary edits, enter the actual Manager.
#r Gross Floor Area 1 1/01/1 No
| oo value and uncheck the default value box. DO NOT
# Total Number of Residential Living Units ?:élg:ull ) 01/01/1955 No
- g change Current as of Date.

Confirm that all property use values are correct.

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov next
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s

oroperty Usse ot Use Detale ) [ Significant changes in property use, including
7. Viw.as iagram Add At Type of Use 1D vacancy where applicable, must be updated. From @ For help entering
Name Propertyse Type /%% 7" Action the menu choose | want to...Edit Use Details. On the ;’a"ca"tls""’t‘e refer
= - . olanlentera
¥ GenelOfice  Offce 12287810 (Iwantto.. — Use Details page, select Add a New Row to update vacant space for any
Value Current As Of Value?
: . . property Type? and
5 Gross Foe e e owomes Ne or enter the new information and the effec'tlve date oo | oo ro
e = owrzos o of the change—NOT the date you are making the vacant space in my
W Number of Workers on Main Shift 1133 10/01/2023 No u pd ate Offlce7
#r Number of Computers 1416 10/01/2023 No ’
#r Percent That Can Be Cooled 50 % or more 01/01/2008 No .
Percent That Can Be Heated 50 % or more 01/01/2008 No . @ .For mOr? detalled
¥ This Use Detail is used to calculate the 1-100 ENERGY STAR Score. 4. Update Account ContaCt |nf0rmatlon instructions
~ d see Seattle
Use the drop-down menu to edit your building's use 0 Inthe upper right corner of Portfolio Manager Benchmarking
details.. ) ) > TIP Updating
select Account Settings. If contact information Property Use
has changed, update the name, email, and Details and Seattle
. Benchmarking TIP
phone number. Select Make Changes to confirm Updating Contacts.
corrections.
/MQe Metrics
/Change Time Periods
Metrics S
S 5. Check for EUl and ENERGY STAR Score
Metric # o(;ct:g:)s / D&;::ss / Change ©@
ERERC SRR (1) i = ol [0 On the Summary tab, look for the building’s Site
Source EUI (kBtu/ft?) 141.0 98.2 -42.80 (-30.40%)
(St ot v 504 B ) 530 ca0a0n) EUI and make sure populates for December of the
Energy Cost ($) 1,622,413.82 1,177,088.75 .‘::‘257%‘205.,2)7 re po rti ng yea r‘.
g tar it )
Viaer Use (A1 Water Sources) kgal) 198718 o O The ENERGY STAR score should also be listed (if
By eeesed SRCDREHEE) 436.79 24238 -194.41 (-44.50%) availabl e) .
Confirm that your building's Site EUI populates for
December of the reporting year. 4

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov next
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6. Update City of Seattle Property Share

My Shared Properties
(10)

_ Confirm Read Only is selected under Share with City of
Share wih your U Seattle Annual Reporting and share any new meters or

Service Provider for exchanging
data

reconfigured meters if enrolled in PSE automated data
exchange. DO NOT change any utility sharing unless

We'll get into the details of the level of access later. For now, which properties do you want
to share and/or edit access to?

( : Select Properties ) instructed to do so by utilities.

O Go to the Sharing tab and select Share (or Edit
Access to) a Property.

Select People (Accounts)

% Which people (accounts) do you want to share these properties with (or modify their
current access to)? The access for each can be different and you'll be able to specify that
on the next page.

S STk [ Select Property(ies) and account, City of Seattle
City of Seattle Annual Reporting (SEATTLE.GOV) i 4

EnergyCAP ENERGY STAR Admin (GSS_ENERGYCAP)

PSE - INACTIVE (ESIOPERATOR) A n n u a | Re p 0 rti n g .

SCL Portfolio_Manager (SCL_PORTFOLIO_MANAGER)

il e G i e [0 For Choose Permissions select, Personalized Sharing
connected contacts appear in this list.
Choose Permissions & Exchange Data and then Continue.
If you only need to choose one permission (because you are doing a single share or you
& want to give the same permissions for all of your shares), select "Bulk Sharing " If you
¥3)  need to assign diferent permissions, select the 2nd option.

* O Bulk Sharing ("One-Size-Fits-All") - | only need to choose one permission (either
because | am doing a single share OR | want to choose the same permission for all of D
my share requests).
@ Personalized Sharing & Exchange Data)("Custom Orders™) - | need to give
different permissions for different share requests, and/or | need to give Exchange Data
permission.

Continue RN
(. = ~

Update settings for sharing your building’s meter
data with the City of Seattle as shown above.

On the next screen, select Edit under Exchange Data.

NoA Full Access.
Name (D) o Access =

Select Edit under Exchange Data. 5

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov next
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s oo s s—— ) [J On the Access Permissions page, do not change the
sy (BB Jowsers , o Benchmarking Building ID if already listed (this number
cn et is 1-5 digits and is not the Portfolio Manager Building
— —— ID). If empty, email EnergyBenchmarking@Seattle.gov
Property Information O E © or Ca” (206) 727_8484 tO Obtain.
All Meter Information
Energy Meters O IMPORTANT: Select Access Permissions as follows:
6115_sw_hinds_st_03082013 O @ O
AUTO_6000386502 O ® O 4 Property Informaﬁon: Read only
ot © ¢ o  All Meter Information: Read Only
PSE MyData Usage - GAS ©) @® O
Goals, Improvements, & Checkists | O | ® o e Goals, Improvements & Checklists: Read Only
& S J
— ) e Recognition: leave as None
O Scroll down. For Share Forward, select No.
. J
Select Select Access Permissions as shown above. O Select Apply Selections & Authorize Exchange. If you
selected multiple properties to share, select Exchange
Data button again, update access permissions to Read
Only, and authorize connection for each property.
[ This will open the Sharing window again. Select Share
. Property(ies) to finish.

‘accpotance is roquirod.

Share Property(ies) |t

Select Share Property(ies) to finish.

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov next
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***June 1, 2024 was the cor 0 deadine for reporting year 2023 data. Notices of Violation and fines will be
issued for buildings that remain non-compliant on September 1, 2024.™" Comphance Resources

On Seattle's Benchmarking Compliance portal, enter
your OSE Building ID (as shown) or search by Building
Name, User Name to check the status of your building.
Select the text in the Next Steps column to access
your Performance Report and learn about any next
steps required. Find additional compliance resources
in the upper right corner.

Confirm Compliance

To be considered compliant, the building must have:

¢ an active Portfolio Manager account shared with
City of Seattle Annual Reporting,

e 12 months of complete energy consumption in
Portfolio Manager for all active meters in the
required reporting year, and

e error-free utility consumption data.

Portfolio Manager accounts that are not correctly shared
with the City of Seattle or are missing any months of
energy consumption will not be able to successfully
submit an energy benchmark report and will be
considered non-compliant.

[J Confirm you have successfully submitted your energy
benchmark report on the compliance portal.

@

©

Troubleshooting
non-compliance
Most non-compliant
building alerts are
for inaccurate data
errors, missing data
for the required
reporting year,

or the Portfolio
Manager account
for the building is
not properly shared
with City of Seattle
Annual Reporting.
Contact the help desk
to help resolve any
compliance errors.

The compliance
portal launches

in March to

start confirming
compliance for
annual reports due
June 1.

If you have multiple
buildings under one
Portfolio Manager
account, assess
your portfolio's
compliance and next
steps by searching
with your user name.

GET HELP: visit seattle.gov/energybenchmarking or email energybenchmarking@seattle.gov
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