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Uploading whole building aggregate datato Portfolio Manager

In an effort to promote energy efficiency and identify energy efficiency improvement opportunites
for our customers, National Grid is working with the United States Environmental Protection
Agency (“EPA”) to make it easier for our customers to use the U.S. EPA’'s ENERGY STAR®
Portfolio Manager® benchmarking tool. Portfolio Manager is an interactive web-based energy
management tool that allows building owners or property managers to track and assess energy
and water consumption across an entire portfolio of buildings. Portfolio Manager also allows you
to estimate your carbon footprint, assess energy management goals over time, and identify
strategic opportunities for savings. National Grid has leveraged EPA’s Portfolio Manager web
services to facilitate the transfer of aggregated whole-building energy consumption data directly
into customers’ building records in Portfolio Manager.

This document will provide you with an outline on how to set up an account and a property in
Portfolio Manager, and howto request aggregate energy usage data from National Grid in order
to facilitate your benchmarking efforts. To begin the data sharing process, a building owner or
property manager must create a Portfolio Manager account, create a property, submit a data
sharing request and register on the National Grid web site. Once you have completed the
registration process, your aggregate datawill be automatically uploaded to your Portfolio Manager
account.

The following describes the process for connecting your Portfolio Manager account to your National
Grid account using Portfolio Manager web senices/data exchange.

Table of Contents
Step 1 How to Register a Portfolio Manager Account
Step 2 How to add a Property to Portfolio Manager
Step 3 How to connect and share with National Grid
Resharing EPM Profolio Manager Access
Step 4 How to register on the National Grid Site
NY Metro and Long Island Customers Process
MA, Rl and UNY Customers
National Grid EPA Portfolio Manager Online Form
Additional Historical Usage Data Upload Option
National Grid Web Messages
National Grid Frequently Asked Questions (FAQS)

IMPORTANT INFORMATION: Once you have completed the property share request with
EPA portfolio manager. Visit the National Grid site at www.ngrid.com/epm to complete the

online register process.
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STEP 1: How to reqister a Portfolio Manager account

A. Go to the Energy Star Portfolio Manager Login page:

https://www.energystar.gov/buildings/facility-owners-and-managers/existing-

buildings/use-portfolio-manager

If you have a Portfolio Manager account, enter your username and password.
If you do not have an account, click on ‘Register now'.

Use Portf:

Manager | %

& C | & Secure | htips://www.energystar.gov/building wners-and-managers/existing-buildings/use-portfolio-manager b

ABOUT ENERGY STAR PARTNER RESOURCES

The simple choice for energy efficiency.

ENERGY EFFICIENT

products

ENERGY SAVINGS

at home

ENERGY EFFICIENT

new homes

ENERGY STRATEGIES FOR

buildings & plants

ENERGY STAR

Home » Buildings & Plants » Owners and managere » Existing buildings » Use Portfolio Manager

Buildings & Plants aboutus | press room | nelp desk | =] portolio manager login

Tools and Resources Trai

Owners and managers Service providers Program administrators Tenants

Existing buildings - PN ENERGY STAR

# PortfolioManager=

The most-used energy measurement and tracking tool for commercial buildings

Learn the benefits

Get started

Use Portfolio Manager Use Portfolio Manager

How Portfolio Manager helps you
save

‘You've heard it before: you can't manage what you don't measure. That's why EPA
created ENERGY STAR Portfolio Manager@, an online tool you can use 10 measure

The benchmarking starter kit
Identify your property type

Enter data into Portfalio Manager
The data quality checker

How Portfolio Manager
calculates metrics

Interpret your results

Verify and document your
savings

Share and request data

Updates to ENERGY STAR scores
with CBECS data

Get help accessing your utility
data
Track waste and materials
Save energy
Find financing

Earn recognition

Communicate your success

and track energy and water consumption, as well as greenhouse gas emissions. Use
it to benchmark the performance of one building or a whale portfolio of buildings, all
in a secure online environment.

Not sure if Portfolio Manager is for you? It is!

‘You can use Portfolio Manager to manage the energy and water use of any building
Seriously. Any building. K-12 school? Check. Office building? Check. Stadium? Check
‘We could keep going. All you need are your energy bills and some basic informaty
about your building to get started.

Are you designing a new commercial building? You can also use Portfolic M:
0 set your energy use target and see how your estimated design energy sta

against similar existing buildings nationwide.

=2 Rortoli ager gﬁbm‘diu.’.qutﬂ

ENEHBYSTAR.'
Portfolio)M§nager®

P2’z online energy mhagement and

®

tracking to;
WET the enerqy affl water
erformance of any bulliing over time

ure

Register now

Login
username

password

Forgot password?

Forgot usemame?

DATA COL
WORKSHEET

Easily see what information
is required for your property
d create & PDF or Word
orksheet to help collect
the data.
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B. Fill out the required information (marked by a red asterisk). Note that the username and
password should not contain any special characters or spaces. An email will be sent to you
for verification after you save your profile.

Please Note: Portfolio

— Manager password must
@ SER'G.ETAIF{: M ® have% ofp4: upper case, .
0rtioio0 anager lower case, numeric,

special character.

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve energy efficiency across your entire portfolio of properties. Buildings Homepage

The username and/or password you entered is not correct. Please try again

Take a Training

Username:

Password: Learn More About
. Portfolio Manager
| forgot my password

| forgot my username.

) These links provide more information from

. EMERGY STAR and are not available in French.
Click here to create a
new account Create a New Account

"-'d You are accessing & U.S. Government information system. System usage may be monitorsd, recorded, and subject to sudit. Unauthorized use of the system is prohibited and subject to
criminal and civil penalties. Use of the system indicates consent to monitering and recording

FO"OW US 38 ‘] m E Contact Us | Privacy Policy | Browser Reguirements | ENERGY STAR Buildings & Plants Website
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PN ENERGY STAR® Helo | Loain

=& Portfoliol\Vlanager® e

Already have an account? Sign In Hers

Create an Account

Accessing Your Account u Getting Started

+

Username:

| Flease complete and submit this form to register for an

actount with Portfolio Manager. After submission, you
will receive an email confirmation. If your emai provider
| actively fiters spam, plesse add
"noreply@energystar.gov” to your address book to
ensure delivery.

Password:

Creste 3 password that is at lesst 8 characters long and incledes at least thres of
the following: lowercase letters, uppercase ketters, numbers andlor special
charaaters (such as =, £ %, etc.).

Confirm Password:

About Yourself u Accounts for Organizations.

| If you are creating an account that you intend to use as
your organization's account, then you may want 1o
consider entering your organization name in the first and

First Mama:

Last Name: | last name fields in order to make it easier for other
Partfiolic Manager users to find your organization.

Joh Title: » Emarfﬂple: Flrst Mamne: Company ABC, Last Mame: Web
Services Division

Email: :

Mote: Ve never share your email address with third parties.

Confirm Email:

Phone: |
Country: a| Select Country v
Language: English ¥

Reporting Units: ® Conventional EPA Units (e.g., kBtu/f)

2 Metric Units (e.g., GJim?)

Strest Address:

City/Municipality:

State/Province:

Postal Code:
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About Your Organization a Primary Business or Service

*

QOrganization Mame: fyou hawe more than one "primary business,” just pick
the best option. Portiolio Manager will determine your
category for s score based on the information, like

Primary Business or Service ,l Select Primary Business or Service hd square factage. that you enter for each of your property
of Your Organization:

us=s.

Is your organization an Yes

ENERGY STAR Pariner? ® Mo

Searchability in Portfolio Manager Connecting with Others in Portfolio
Manager

Can other people ® Yes ‘fou ean connect with other people in Porifolic Manager

search for you and send Mo to easily share information. Your sccount must be

you a connection searchable in arder for athers to send you 8 connection

request? request

Confirm Your ldentity

Please confirm that you

are a human .
I'm not a robot

Create My Account JEEeTl]

When you have completed the Portfolio manager registration process the following message will be
displayed:

‘An email has been sent to the email address provided with further instructions to finish
creating your account.....’

E

m ENERGY SIAH_" ) | | |
Portfolio/\Vlanager® e s

< An emsil has been sent to the email address provided with further instructions o finish creating your account. This includes a link to sctivate your sccount
ithin 24 hours. If you don't ses the email in your inbox, check your Spam or Junk folder.

Welcome to Portfolio Manager ENERGY STAR
Helping you track and improve enary efiiciency across your entire portfolio of properties. Buildings Homepage
Usemame: Take a Training
Password.
Lforgot my password. Learn More About
- Portfolio Manager

These finks provide more information from

Create a New Account ¥ C\ERGY STAR =nc are not susilsble n French

You are docessing 3 U.S. Govemment information system. System usage may be manitorad. recorded. and subjeet to sudit Unauthorized use of the system is prohibited and subject 1o
eriminal and il panahies. Use of the system indicates consant to menitoring 3nd recording.

Follow Us [C3 K3 i 3 Contact Us | Privacy Policy | Browser Recurements | ENERGY STAR Suildings & Plsnts Websit

STEP 2: How to add a property to Portfolio Manager
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If you have already created a property in Portfolio Manager, please verify that the
property address in Portfolio Manager matches the service address on your bill, then
skip to Step 3.

A. Select “Add a Property”.

ﬂ\'l ENEHGY S ] AH- Welcome Mational Grid Web Services: Account Seftings | Nc{iﬁsalinr‘sal | Contacts | Help | Sign Out
=2 Portfolio|\! )
ortfoliolVlanager
MyPortfolio Sharing Reporting  Recognition
Properties (35) ; Welcome to Portfolio Views!
Mow you can see an overview of your portfolio’s performance right from this page by using a

"view". We have sat up one view to get you started, Energy Highlights. If you would like to see
these metrics, please Refresh Metrics or, you can set up yvour own customized views. Views
nead to be refreshed to see your most recent metrics.

Source EUI Trend (KBtu/ft?)

15
M Dashboard Search by ID or Name

Flease refresh to see your current metrics.

[ Wiew All Properties (35) ¥ | [ Energy Highlights v Refresh Metrics

=1
in

Add/EditDelete Groups Add/EditDelete Views
o Name - Energy . ENERGY STAR _  Site EUI . Source EUI
2008 2008 2040 2042 2014 2046 Current Date ~  Score T (kBtwif) T (kBtu/f) N

Manage Portfolio

(B Upload and/or update multiple
oroperties st once using an Excel
spreadsheet if you are a pro. This can
be done to create new properties, add
use detsils, create meters and add
meter consumption data.

Download vour entire portfolio to Excel
or create a custom download.

[

Set o portfolio baseline andlor target to
help measure progress.

‘!' Add sample properties te your account.
“® Up to five sample properties with pre-
populated data will be added to your
porifolio for testing purposes.
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B. Select your property type, number of buildings that are part of your property, and
construction status then click “Get Started”.

m EN EHGY STAH‘ Welcome Mational Grid Web Services: Account Settings | '\.Iotﬁc.a'.ionsml Contacts | Help | Sign Qut
[ENERGY STAA

Portfoliol\ianager®

Set up a Property: Let's Get Started!

Properfies come in all shapes and sizes, from a leased space in a large office building, to a K-12 school with & pool, to a large medical complex with lots of
buildings. Since there are 50 many choices, Porifolic Manager can walk you through getting your property up and running. VWhen you're done, you'll be ready to
start manitoring your energy usage and pursue recognition!

Your Property Type
u Tip

To set up a property, youll need
Multifamily Housing v infarmation such as gross floor area and
operating hours.

We'll get into the details later. For now, owerall, what main purpose does your property serve?

Learn more sbout Property Types.

l' Tip
Your Property's Buildings
Mot sure what kind of property you sre?
How many physical buildings do you consider part of your property ? Because we focus on whole building
benchmarking, you want to select the
* MNone: My properly is part of & building property type that best reflects the
One: My property is a single building activity in the majority of your buikding.
More than One: My property includes multiple buildings (Camaous Guidance) Don't worry if you have other tenants with
different business types, just sslsct the
How many? miain activity.
-

R u Test Properties
Your Property's Construction Status
‘You may want to enter 3 progeny into

5 your property slready built or are you entering this property as a consfruction project that has not Puortfolio Manager that isnt setusly 3

yei been completed? “real” property, either io famiianze
yourself with features or mayhe to train
* Existing: My property is built, accupied andior being usad. | will be using Portfolic Manager ta other people. By telling us this 3 "Test”
track energy/water consumption and, perhaps, pursue recognition. property, we can give the option of
Design Project My property is in the conceplual design phase (pre-construction]; | will b2 incheding this property in your portfolic-

lewel metrics, chans and table or not,
depending what your needs are. This
can be configured on your Account

using Portfolic Manager to evaluste the energy eficiency of the design project.
Test Property: This is not a real property. [ am entering it to test festures, or for other
purposes such as training.

Settings.
-
w CE"CEI
FOI | ow US 1 1 ﬂ m m Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
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C. Enter your property service address as found on your National Grid bill, Year
Built, Gross Floor Area and Occupancy percentage, then click “Continue”.

-
E ENERGY STAR Welcoms Nabonal Grid Web Ssrvices: Arcount Ssttings | Nolfizations ' | Contsets | Heip | Sion Out

Portfolio/\Vlanager®

Set Up a Property: Basic Property Information

Tell us 3 little bit more sbout your property, incleding 3 name that you will uss to leok wp your progerty and its address.

About Your Property n Tip

The name you chaosa far your prapary

Mame: ’| T |
=5t Customer
202E Not N3va 10 b2 unigue. BLL, It may

Caoumtry: *[United 5 -
e [ Unied Sates Please Note: Street i
S fosmss | Ome Mero Tech Camter address must match
| the service address
CityMurizipsity: ,|Elrond1_,ln found on your
. " National Grid bill.
StateProvince: [New Yo ¥ |

Year Built ’

Grozz Floor Arzs: 70,000 Temparary Vale

Broce Floor Ansa {GFA) Is the bobal propery foor e, measured from the principal sxgesiar
surisces of the bubdingis). Do nod Insluds parking. Dstalls on what o Incude

Irigated Assa: I:l
Oecupancy: ' %

n Tip

Arzweanng Mesa elmgle quastions will

Do any of these apply? hedp us guide yau In entarng your
property comectly.

My property's energy consumption includes parking arsas
My property has a heated swimming pool

My property has onzs or more retail stores

My property has ons or more restsurants/cafetenas

My property has nursing/assisted care units

Coomimel

Uploading whole building aggregate data to Portfolio Manager Page 8
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D. Select the appropriate Building Use from the list and complete the required fields,
then click “Add Property”.

ENERGY STAR™ &

Sef up a Property: How is it used?

Eiszed on what you'ee toid 125 5o oy, Fortioio Manages has setup your property. FHl I the taibies bejow to provide more detalied Informetion on how your property
b5 omd

| Contmcts | Hip | Sign Ot

Basic Information
HErs: Tast Customer Counbry: o

Property Type: MuRtarily Housing Addrpcs: O et Tl Center il reno
Srockiyn, WY 11201

‘roar Eullt 2008

Property conclois of: 0 bulding

Add Ancther Type of Us= T Ih

W Bullding Use -~ =t hurra

uitFamily Housing reters to nesidental properiies that contaln fac or mone neskiental Iking units. These properties may Induce iow-rise puldings (-4 sioies),
Frid-risz buldings (5-5 shores), or highrrisz bulldings (0= stovies). Oooupants of these buldings mey Indude: tenants, cooparaloes, andior Individual owners

Elpinillty for an ENERGY STAR soore and oartficaiion for Mutfamily properies:

» I unls or mone per palding

= 2 enks Or MORE par propartycamous

«  (Gremter Hhan TSR COCLEERCY

= Communibies of singie-tamily homes ane nok sligisie. I your property b5 & mi of mufifamily and singi=-family homes, he property would st bz sligioiz oS
ong &s the single-family homes are less than 25% of the inial GRA

Gromx Foor Az [GFA) shoukd Indude el puldngs that ane part of the: mueRtamily property, Including any separale management ofices or ofer ulidings that
rrery ot contsin Iving usls. Gross Floor Anes shoukd inclucs sl fully-=nciossd spaos afthin the oulsids surfsces of the exerior walis of the buliding!s) nduding
hing space In each unit (including ocoupled and enoccupied Enis), inl=vior commen aness e, kbbies, offo=s, commenky ro0es, tormen kichans, finess
FOCITE, Indoor pocks), halkveys, stainyeils, elevaior shafx, connecting comidors befwesn buldings, stomge aness, and mechanical space such 25 & boller room
Jpen air siainwels, breszeways, and other similer aneas Tt are not fully-=nciossd) shooid not be Includsd In e GRA

Froparty Ucs Detall alus e i
< Gross Floor Anea *[70.000 E1 FL ﬂ
i Total Mumber of Reskdential Living Unis ] usememme ﬂ
ek it B e— LR -
ol B m— LTI -
b et bl B — L SR -
e Yo of Bscroame — LT e | B
Racklant Population Tyoe [ Y] [z | B
Govermemant fubcidizad Houting | | ﬂ
Kumbar of Laundry Hookupe In &) Unife | i
e — Frims—
Fercend That Can B Heatsd | [rizcos ] B
Fernent That Can Bs Coaled | — [Frizeez_ | B

W Trig Use Dwtell 5 used o caicuims te 4100 ENERIEY STAR Baoore and Wister Soore

k¥
i
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STEP 3: How to connectyour Portfolio Manager account to National
Grid, and share your Property with National Grid

A. Connect with National Grid.

1. Check if National Grid is already a contact.
e Click on Contacts in the upper right corner of the MyPortfolio page. On the My Contacts
page, check if National Grid Web Senices is listed as Connected.

ﬁ" ENEHGY STAR. Welcome NG Test Property Manager2: Account Settings | Notiﬁcalions@ | Contacts | Help | Sign Out
Z ®
Portfoliol\Vlanager

MyPortfolio Sharing Reporting  Recognition

My Contacts

This is where you keep track of your contacts andfor organizations (i.e. people or companies associated with your properties such as Professional Engineers,
Registered Architects, or others with whom you share information). You can add anyone as a contact, regardless of whether they have a Portfolio Manager account
and you can share your properties & reports with any of your connected contacts. You can "connect’ to other Portfolio Manager users by searching for their

accounts and sending a connection request

| Share | Edit | De | Add Contact | Add Organization

Name 4+ Organization

All

L3

NG Test Property Management Co.
Commercial Real Estate

National Grid Web Services (National Grid

Web Services) & Connected
Bench Marking Web Services

S S G | Add Contact | Add Organization

National Grid

. If National Grid is connected, go to Step B below. If not:
e Click Add Contact.
e To search for National Grid, enter
o Name: National Grid Web Senices
Click Search.
e From the list, locate “National Grid Web Senices.”
e Click Connect.

Uploading whole building aggregate data to Portfolio Manager Page 10
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Search Results

The results of your search are listed below. Clicking "Connect” will send a request to the person asking them to confirm your request to add them as your contact. If
they accept, you will see them listed as a connected contact in your address book. If they do not accept, or have not accepted yet, you will see them as an
unconnected contact in your address book. Connecting with contacts will make it easier to share property information within Portfolio Manager.

R @ National Grid Web Services
Your Search Criteria Bench Marking Web Services with Mational Grid

MName: Mational Grid Web Services Page |1— of 1 @

-10f1

QOrganization:

Username:

Q

Can't find what you are looking for? Try adjusting your
search criteria.

o After clicking “Connect,” you will be prompted to accept National Grid's Terms of Use. Check
the box next to “l agree” and then click “Send Connection Request.” This will send your
connection request to National Grid. When National Grid accepts your connection request,
you will receive a notification in your Portfolio Manager account. At this point, you will be able
to mowve on to the next step, sharing your property with National Grid.

Send a Connection Request to National Grid Web Services to Begin Exchanging Data

National Grid Web Services requires the following information in order to exchange data with your property(ies). If you have any questions about how to complete
this information, please contact National Grid Web Services. 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

Agreement:

= | agree to my provider's (National Grnid Web

Services) Terms of Use.

' Send Connection Request s

FO”OW Us L 1nmm Contact Us  Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website
Uploading whole building aggregate data to Portfolio Manager Page 11
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B. Share the Property

Please follow these steps, even if you have previously shared with another National Grid
Portfolio Manager account, you still need to connect and share with this account (“National Grid
Web Senvices”) in order to have National Grid send you your energy data automatically.

1. Click on the Sharing tab.

2. Click on “Set Up Web Senices/Data Exchange.”

MyPortfolio Sharing Reporting

My Shared Properties
(17)

Share (or Edit Access to)
a Property

Set Up Web Services/

Data Exchange

Download Sharing Report

3. On the “Share Properties for Exchanging Data” page, go to “Select Web Senices Provider
(Account),” and choose “National Grid Web Senices” from the drop-down list.

Uploading whole building aggregate data to Portfolio Manager Page 12
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Share Properties for Exchanging Data

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

Sometimes it's really important to be able to share your property with someone else. Use this option to set up automatic exchange of data with your utility or service

provider.

. . Jr’ Unlike “regular sharing,” when you “bulk share™
Select Web Services Provider (Account) ¥ with a Web Service Provider, you can only pick

Which web services provider (aceount) do you want to share these properties with in order "% provider. This is because the bulk share depends

to exchange data? You can share multiple properties at once with a single provider, on the requirements/settings of the provider.
Select web services provider from my contacts book:

National Grid Web Services ﬂ

(National Grid Web Services)

Select Properties

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

|Multip|e Properties ﬂl Select Properties

Selected Properties: 3

R K

Choose Permissions

o (< 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 your shares), you can choose that permission
o) here. Otherwise, you may assign different permissions for different properties and/or
contacts on the next screen.
@) |wantto set permission levels in bulk for all selected properties and meters.
» 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) Edit
) Remove Access (i.e. remove existing access to all properties)

O lwant to provide different levels of access for each property or to each individual

meter within a property
Authorize Exchange eS|

4. Go to “Select Properties,” and use the drop-down menu to indicate whether you wish to
share one property, multiple properties, or all properties with National Grid.

e If you need National Grid data for just one property, select “One Property” from the
drop-down list. Then, you will be presented with a second drop-down list from which
you can select the property to share.

e If you need National Grid Data for more than one property, you may choose “Multiple
Properties” from the drop-down list. From there, click the button that says, “Select
Properties,” and a new window will pop up where you will be prompted to select the
properties that you would like to share. Check the boxes next to the property names
you wish to share, click “Apply Selection,” and you will be taken back to the “Share
Properties for Exchanging Data” page. Make sure that the correct number of
“Selected Properties” is showing.

5. Go to “Choose Permissions” and select the first option, “l want to set permission levels in
bulk for all selected properties and meters.”

e From the list of options that appears, select “Exchange Data Custom Access.” This
will launch a new window, where you can set the Access Permissions that will apply
to all properties that you are sharing with National Grid.

Uploading whole building aggregate data to Portfolio Manager Page 13
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Select Custom Access Permissions for
Select the permission level below that you would like to grant for each category.
ltem None Exchange Data Exchange Data A | About Permissions A
Read Only Full Access Select permissions for each
category. You must provide Read
ProperTy Infarmation O O (0] Only or Full Access to the Property
- - - Information to share a property.
All Meter Information Property Information
Includes atcess to everything on
Energy Meters Summary, Details, and Design tabs
and all metrics for this property
B . = through the Reporting tab, even if
Electric - Grid (®) you choose Mone for some of the
other options.
Natural Gas © * |f you want somecne fo add &
delete meters, you need to
Fuel Qil (No. 2) (O] O O choose “Full Access” for
- - - Property Information
Water Meters v | All Meter Information
Includes access to the Meters tab.
Additional Options: * MNone — suppresses access to
the Meters tab, so the person
can't see your individual
Item Yes No meters & bill entries. But
annual metrics (basad on the
* Share Forward =um of these bills) are still
Allow Andrew Schultr ~ " property with others and ) ) accessible via Reporting.
give them any permissions that he/she has, including the o) Q - BT = e SRR LV

" . - to view meter entries, but not
right to share with mare people. S ———

Apply Selection eI

¢ Make the following selections:
o Property Information: select “‘Exchange Data Full Access.”
o Meter Information:
= For each meter displayed, choose “None”” — even if
existing National Grid meters are listed.

e You do not need to share access to specific specific energy
energy meterswith National Grid. After you meters with National
have successfully shared your property, Grid, only share
National Grid will create one or more new
“virtual” meters, into which your aggregate
energy consumption data will be uploaded.

e If you do select “Read Only” or “Full Access” at
the meter lewel, this will be ignored by National
Grid, and may even be rejected, since meter-
level shared access is not needed by National Grid's system. As long as
you have provided “Full” access at the property level, then this will be
sufficient.

You do not need to
share access to

access on the
property level

Water Meters: select “None.”

Goals, Improvements, & Checklists: select “None.”
Recognition: select “None.”

Share Forward: select “Yes.”

ANENENRN
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e Click “Apply Selection,” which will return you to the “Share Properties for Exchanging
Data” page

6. From the “Share Properties for Exchanging Data” page, review your selections and then click
“Authorize Exchange.”

7. If there are any issues with your sharing request (e.g., you attempted to share a property for
which you do not have the necessary access rights), Portfolio Manager will alert you and
prompt you to make corrections. Otherwise, you will see a confirmation page that says, “Bulk
Share Properties for Exchanging Data: Results.” You will also see confirmation of the
outgoing shares in the “Sharing Notifications” box on the “Sharing” tab of your Portfolio
Manager account.

Bulk Share Properties for Exchanging Data: Results

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

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

A total of 3 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

Uploading whole building aggregate data to Portfolio Manager Page 15
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Resharing EPM Property Share (Returning Customers)

1. If you have received the most recent years’ data upload from National Grid, you should
not unshare your property or meter(s) with National Grid. Leave these shares in place
and the next data upload should be pushed through automatically.

2. If you do mistakenly remove National Grid’s shared access to the property, that will also
break National Grid access to the gas meters that we have been populating with data. In
this case, you will need to re-share not just the property at “Full Access,” but also the
meters named “Natural Gas Main Meter” and “Gas Cooking Meter” (if applicable).

3. After you have reshared your property you will need to fill out a new National Grid
webform (www.ngrid.com/epm) before data upload process can resume.

o
Permissions 10 Sample property NY& NE for National Grid Web «
Services

Item Permissions

Property Information Full >
All Meter Information None

Gas Cooking Meter Full

Matural Gas Main Meter Full

Goals, Improvements, & Checklists Mone

Recognition Mone

Share With Others Yes

IMPORTANT INFORMATION: Once you have completed the property share request with EPA
portfolio manager. Visit the National Grid site at www.ngrid.com/epm to complete the online

register process.

Uploading whole building aggregate data to Portfolio Manager Page 16
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STEP 4: Complete the Reqgistration Process on the National Grid Web Site

Visitthe National Grid Site at ngrid.com/epm

IMPORTMANT INFORMATION: Before beginning the registration, process check the region to verify
that you are in the correct region. You can always use the “Change Location” link on the top of the
page to change your region.

Examples: NYC customers requesting aggregate data must select “Metro” as their region.
Customers in Far Rockaway and Long Island must select “Long Island” region

For your Business ~ ') Gas Emergencies Our Company ContactUs Q

Billing & Save Energy safety & ) : i
Your Account  poyments % Money Reliability (@) Pay YourBil 2, sign In{Register

A. NY Metro and Long Island Customers

Once you have completed step 1, select the EPA Portfolio Manager Online Form link in step 2:

Step 1: Start the aggregate data upload process by registering your property through the
EPA Portfolio Manager site. You must register and complete the PROPERTY SHARE
procedure (if you haven’'t done so already.)

Step 2: Once you have complete OPERTY SHARE procedure the EPA Portfolio
Manager, click on the link for thé EPA Portfolio Manager Online Form to cpmplete the
online registration process with iqnal Grid.

National Grid has implemented a quarterly aggregate data upload process that will continue to provide
customers with quarterly building usage information for up to four (4) years, as long as building owners
maintain their EPA Portfolio Manager web share link as active. Deactivating EPA portfolio manager
property share link will disable the upload process.

If you would like historical data, please contact energyefficiency @nationalgrid.com to request your
usage information be uploaded to your EPA portfolio manager account. In most cases, National Grid
can provide up tothree (3) years of historical energy usage on active accounts.

Email National Grid if you have any questions or issues with your submissions:

NYC, LI and Upstate NY Customers — energyefficiency @nationalgrid.com
MA and RI Customers — NE.energyefficiency @nationalgrid.com

Or Call (855)563-7448, 8:00 am to 5:00 pm EST Monday through Friday

Uploading whole building aggregate data to Portfolio Manager Page 17
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B. MA, Rl and UNY Customers

In MA, Rl and UNY senice regions National Grid has
a two tier process

e Tier One - Properties with THREE (3) or less active accounts per commodity (electric and/or gas)
are required to submit the Energy Usage Release Form for each tenant.

Example if a building has two (2) gas and four (4) electric active accounts, then the building owner is
required to obtain a signed Energy Usage Release Form for the two (2) gas accounts. The four 4 active
electric accounts would followthe Tier Two process.

e Tier Two - Properties with FOUR (4) or more active accounts per commaodity (electric and/or gas).

Please select the Tier below that applies to your building(s) and follow the steps accordingly.

Tier One — Building with three (3) or less active accounts

All buildings that have three (3) or less active accounts per commodity (electric and/or gas) are
required to submit the Energy Usage Release Form for each tenant.

Step 1: Start the aggregate data upload process by registering your property through the EPA
Portfolio Manager site. You must register and complete the PROPERTY SHARE procedure (if
you haven’t done so already).

Step 2: You must print, fill out and submit the Energy Usage Release Form for each tenant.
Email the fully completed forms in PDF format to

(MA and RI Customers) NE.energyefficiency @nationalgrid.com

(Upstate NY Customers) energyefficiency @nationalgrid.com

NOTE: Municipalities or governmental agencies that have multiple properties that they would like
data for can submit via email a signed Energy Usage Release Form with an Excel or Word file that
lists all the managed buildings with their corresponding National Grid account information. Only
one (1) account number per building is required.

Step 3: Once you have completed the PROPERTY SHARE procedure with the EPA Portfolio
Manager site, click on the link for the EPA Portfolio Manager Online Form to complete the online
register process with National Grid.

Tier 2 - All buildings with four (4) or more accounts

Uploading whole building aggregate data to Portfolio Manager Page 18
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All buildings with four (4) or more accounts per senice type (electric and/or gas).

Step 1: Start the aggregate data upload process by registering your property through the EPA
Portfolio Manager site. You must register and complete the PROPERTY SHARE procedure (if
you haven’t done so already.)

Step 2: Once you have completed the PROPERTY SHARE procedure with the EPA portfolio
manager, click on the link for the EPA Portfolio Manager Online Form to complete the online
register process with National Grid.

National Grid has implemented a quarterly aggregate data upload process that will continue to provide
customers with quarterly building usage information for up to four (4) years, as long as building owners
maintain their EPA Portfolio Manager web share link as active. Deactivating EPA portfolio manager
property share link will disable the upload process.

If you would like historical data, please contact NE.EnergyEfficiency @nationalgrid.com

to request your usage information be uploaded toyour EPA portfolio manager account. In most cases,
National Grid can provide up to three (3) years of historical energy usage on active accounts.

Email National Grid if you have any questions or issues with your submissions:

NYC, LI and Upstate NY Customers — energyefficiency @nationalgrid.com

MA and RI Customers — NE.energyefficien nationalgrid.com

Or Call (855)563-7448, 8:00 am to 5:00 pm EST Monday through Friday
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Complete the National Grid online EPA Portfolio Manager Web Form, enter your portfolio manager
property ID, Username, your email address, your contact information, senice address and other
required information.

Reminder: Before beginning the registration process, check the region to verify thatyou are in is the correct
region. You can always use the “Change Location” link on the top of the page to change your region.

Examples: NYC customers requesting aggregate data must select “Metro” as their region. Customers in Far Rock away
and Long Island must select “Long Island” as their region.

Complete the below registration form to reguest that your 12 monihs of aggregate energy usage data be automatically uploaded to your
EFA Porifolio Manager account.

All fields are required unless otherwise indicated

Your Information

* Note: You are currently on our Metro NY site. If you are not requesting data for a building in this region,
please re-zelect your location.

Portfolio Manager Usernamel H

E-mail address I

Verify E-mail address I

Phone Number I

Request submitted by Select v

First Mame I Last Name

Address I

Address 2

(Optional) I IMPORTANT INFORMATION: Once you

City have completed the property share

I request with the EPA portfolio

manager. Visit the National Grid site at

State Select ¥ www.ngrid.com/epm to complete the
online register process.

Zip Code I
All invalid share requests will require a
new webform submission with the
corrected information

2A. Enter the property senice address as found on your National Grid utility bill. -
Note: Service address

I EEE——_ you enter must be the

Uploading whole building aggregate data to Portfolio Manager same what you entered
Visit the National Grid site at ngrid.com/epm in your EPA portfolio

manager account.
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Service Address
(Service address you enter in portfolio manager must be the same as on your National Grid bill)

Borough

Salect v
Portfolio Manager Property
ID Number
Account Holder's Or I Where do | find this? Properties that have a suffix
Property Owner Name (e.g.121A) in the house number:
House Number | House Suffix These properties need to be
(Optional) entered with the suffix in the
Street I “House Suffix field (selected from
the drop-down menu) and only the
City | house number in the “House
Number” field.
State Select v
Example: 121A: House Number

Field = 121 and House Suffix Field
= A. Ifcustomers a enters 121A
} into the “House Number Field” they

Zip Code I

will receive an address error.
Account Number ‘Where dol find this?

(10 digit account number without dashes)

* Note: You are currently on our Metro NY site_ If you are not requesting data for a building in this region,
please re-select your location.

Account Number I—' Account number must be the same

as it appearson your bill

-

UNY, MA & RI regions only customers are required to select a commaodity type (Gas or Electric)

Account Number Wwhere do I find this?
(10 digit account number without dashes)

* Note: You are currently on our Rhode Island site. If yo
region, please re-select your location.

Service Type Account Number I

Select
Electricity
Gas

Account number must be the same

not requesting data for a building in this

as it appearson your bill
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Click the “I’m not
a robot” box

Click the che€kbox below if you're human (anti-spam verification)

™

reCAPTCHA

Privacy - Temns

I'm not a robot

To read “Terms and conditions”,
select the blue text.

Terms and conditio

8V checking the box and entering your full name in the Electronic Signature text box, you acknowledge that you have

read, understand and agree to the terms and condig@ns.

To read “Terms and conditions”,

Electronic Signature

{Enter Your Full Name) select the blue text.

NOTE: If you have any guestions or issues with your web submissions contact The Energy Efficiency team.
= Rhode Island or Massachusetts customers use NE.energyefficiency@nationalgrid.com
= All other customers use energyefficiency@nationalgrid.com

Service Type Account Number I

Service Type Select Disclaimer
Welcome to the National Grid EPA Portfolio Manager Website (the "Website"). This Website is Po p up screen wi I
operated by Boston Gas, Colonial Cape, Colonial Lowell, Massachusetts Electric, Nantucket
= Eleciric and Marragansett Electric d/bfa National Grid {"the Company” or "National Grid™) to H [
facilitate uploading of your aggregated energy usage data ("Data") to the United States d I Sp | ay th S Te rms

Terms and conditiol  Environmental Protection Agency ("EPA”) Portfolio Manager®, an online tool created and
managed by the EPA and used, in part, to measure and track energy consumption ("EPA
Fortfolio Manager”). Flease read this Agreement in full before using the Website.

and conditions”.

O By checking the box anc A WWiakhcite -
read, understand and agree By using the Website you:
= Agree that you have read this Agreement and National Grid's Privacy Policy and agree {o be
legally bound by this Agreement and National Grid's Privacy Palicy. If you do not agree to the
_terms_con'ained herein or in National Grid's Privacy Policy, do not use or further access the
Electronic Signature Website.

(Enter Your Full Name) * Represent that you are one or mare of the following:

(a) the owner of the building(s) specified on the Web Consent Form found on the Website (such
owner and/or its duly authorized agent, the "Cwner”; such building(s), the "Building(s)"),

(b) the Building(s)’ Owner’s duly authorized agent with the authority to enter into this Agreement,
(c) the account holder of the MNational Grid (or its affiliate) account that contains the Data (such
account holder or its duly authorized representative, the "Customer”), or

(d) a representative of the Customer, duly and expressly authorized in writing by such Customer
to enter Customer’s Data on such Customer’s behalf (Cwner and Customer using the 'Website
also referred to as "you or "your”; National Grid and you are refemed to herein collectively as the
‘Parties” and separately as a "Farty.").

= Agree that any and all information and Data you provide via the Website (including the Web
Consent Form) or pursuant to this Agreement is true, accurate, complete and correct.

* Request that Mational Grid automatically generate and upload Data for your Building(s) to the
EPA Portfolio Manager and you authorize National Grid to release Data on your Building(s) to
|| Careers | Mobile || privad the appropriate govemmental or regulatory agencies. p | |
= Agree that National Grid may provide Data to the EPA Portfolio Manager and understand that

National Grid will transmit electronically up to 12 months of the most recent Data to the EPA
Portfolio Manager database in aggregate form.

- . . . . I . 84 Service Cor
= Agree that, if the Owner, you have, prior contacting Mational Grid for the disclosure of the Data
to the EPA, the Owner has obtained all required tenant consents for such disclosure and use of
such tenant’s Data for the EPA Porifolio Manager.

Owner understands that the following tenant consents are required:
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After reading the “Terms and conditions”, check the “Terms and conditions” box, type in your full
name and click Submit.

Terms and conditions

By checking the box and entering your full name in the Electronic Signature text box, you acknowledge that you have
ead, understand and agree to the terms and conditions.

Electronic Signature .
(Enter Your Full Mame) John Smith w

= (=)

Email National Grid if you have any questions or issues with your submissions:

NYC, LI and Upstate NY Customers — energyefficiency @nationalgrid.com

MA and RI Customers — NE.energyefficiency@nationalgrid.com

Or Call (855)563-7448, 8:00 am to 5:00 pm EST Monday through Friday
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Additional Historical Usage Data Upload Option

National Grid has implemented a new services that allows building owners that have already
received their prior aggregated usage data to request for additional two (2) years of usage
information.

The following will provide you step by step direction to request for additional usage data:

Select the
Additional

historical
usage data

upload

online form
link to begin
the process

Step 1: Start the aggregate data upload process, you must visit the EPA Portfolio Manager site to register
your property and complete the SHARE PROPERTY procedure. (If you haven't done so already.)
Step 2: Once you have completed the property share procedure with the EPA portfolio manager, select EPA
Portfolio Manager Online Form link to complete the online register process with National Grid.
Additional historical usage data upload online form -
After selecting the link the following information will be displayed.
Additional historical usage data upload online form -

Building owners that have already received their prior aggregated usage data and are requesting for additional
two (2) years of usage information.

After completing EPA Portfolio Manager Online Form using the steps and link outlined above, fill out the

Additional historical usage data upload online form fo receive two(2) additional years of prior aggregate
usage information.

This additional data will take up to 7 business days to get uploaded into your portfolio manager account.

Note: Building owners that completed "EPA Portfolio Manager Online Form” section will receive 2019
aggregate usage data, and the Additional historical usage data upload online form will provide building
owners with 2018 and 2017 aggregate usage data.

Select the
Additional
historical
usage data
upload
online form

Uploading whole building aggregate data to Portfolio Manager
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Completed the additional historical usage data upload online webform to receive your additional
building aggregate usage information

Note: you must have an active EPA portfolio manager web share request with National Grid to
receive two (2) additional years of aggregate whole building usage information. This additional
data may take up to 7 business days to get uploaded into your portfolio

Septl:

Provide Portfolio Manager Username
e Selectthe years that you want additional aggregated usage information
e Enter your EPA property ID that you want additional aggregated usage information.
o Note: This web formis for individual property usage requests only
e Click that you have confirmed that you have an active EPA property share with National Grid

Additional historical Usage data upload online
form

Building owners that have already received their prior usage data and mainiained an active portiolio manager property share can use Provide Portfolio
the below form to request for two (2) additional years of aggregate whole building usage information. Manager Username

All fields are required unless otherwise indicated.

Your Information

Portfolio Manager I ] Click the boxes
Username:

for the required
Select Year: 201 [ 2017 W usage years

e I \
[ please confirm EPA connection and Property is shared with Nationalgrid with read-write access Enter your EPA

property 1D
(One property ID
per form)
Click to confirm
that you have an
active property
share with
National Grid
Uploading whole building aggregate data to Portfolio Manager Page 25
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Step 2:

Click the anti-spam verification box

Click the checkbox below if you're human (anti-spam verification)

™

reCAPTCHA

I'm not a robot

Click
“I'm nota
robot” box
Step 3:
e Click Acknowledgement of Terms and Conditions (To view written terms and conditions click
on the blue wording)

e Typeinyour fullname

e Click “Submit” button to complete the process
Terms and conditions
O By checking the box and entering your full name in the Electronic Signature text box, you acknowledge that you have
read, understand and agree to the terms and conditions.

Typein
Electronic Signature yOUf fU”
(Enter Your Full Mame) name
CIICk MNOTE: If you have any questions or issues with your web submissions contact The Energy Efficiency team.
ACknOWledgement * Rhode Island or Massachusetts customers use NE.energyefiiciency@nationalgrid.com
» All other customers use energyefiiciency@nationalgrid_com
of Terms and
Conditions Reminder: you must have an active EPA portiolio manager web share request with Mational Grid to receive two (2) additional years
of aggregate whole building usage information. This additional data may take up to 7 business days to get uploaded into your
portfolio
Click
“Submit” to
complete
the process
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National Grid Web Messages

After submitting the National Grid webform the follow message will be displayed

Successful Request submission

Your Account ~  YourHome v~  YourBusiness ~  Business Partners v Our Company ~ Pay Bill

EPA Portfolio

EPA Portfolio Manager

nitted ta Mational Gnd. No further action is required from you at this time. Please allow up to 5

nergy usage data has been successfully s
e an email confirmang

n of this data request.|

If you do not receive the email or data within 5 business days, please email us at the email address noted on the EPA Portfolio Manager page

Submit Another Form

UK | Careers | Mobile | PrivacyPolicy | Terms& Conditions | Accessibility | Security | Filings | OptQut Select Language » D n n

Once you have completed the National Grid application process, your usage data will be uploaded to
the EPA Portfolio Manager within 5 business days. An email will be sent once the data has been

uploaded into EPM.
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Webform Submission Error Messages

Customers that receive an error message must submit a new web form with the corrected
informaion.

System Time Restriction Error for NYC and MA Gas: (National Grid system is not avalaible from
11 pmto 7 am EST)

Report Gas Emergency | Report a Power Outage | (3] Join/Signin | &) Contact Us

nationalgrid Massachusetts Gas

Your Account - Your Home ~ Your Business v Business Partners - Our Company -~

EPA Portfolio

EPA Portfolio Manager

@ The EPA Portfolio Manager Online Form is not avallable between 11pm and 7am while we perform scheduled site updates

vestigating long-term solutions to improve availability in the future

UK Careers Mobile Privacy Policy Terms & Conditions Accessibility Security Filings Opt Qut Select Language > a n a

Property share Access Level validation issue

Report Gas Emergency | Report a Power Qutage & Join/Signin | &J Contact Us

nationalgrid | Upstate NY e —)

Your Account v YourHome v  Your Business v  Business Partners v  Our Company v m

EPA Portfolio

EPA Portfolio Manager

n You recently submitted a data request to obtain your building's gas and/or electric usage data from National Grid. We were unable to verify that you have shared your
property with us in ENERGY STAR® Portfolio Manager®. Please complete the property share request and grant National Grid ‘edit’ access so that we can upload your building’s

gas and/or electric usage data
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Account validation issue

Report Gas Emergency | Reporta Power Qutage & Join/Signin | &= Contact Us

TN | ELE=in B

Your Account v Your Home ~ Your Business Business Partners Our Company v m

EPA Portfolio

EPA Portfolio Manager

n Account not found. Please enter a valid account number.

You
UK Careers Mobile Privacy Policy Terms & Conditions Accessibility Security Filings Opt Out Select Language > n (Tube) (L]

Service Address validation issue

Report Gas Emergency | Report a Power Outage & Join/Sign In | & Contact Us

= Rl EE—)

Your Account v  Your Home v  YourBusiness v  Business Partners v Our Company v m

EPA Portfolio

EPA Portfolio Manager

n Service address not found. Please enter a valid service address

UK | Careers Mobile Privacy Policy | Terms& Conditions | Accessibility Security Filings Opt Out Select Language > n U
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Successful Submission but Consent Form Required

YourAccount v YourHome v  Your Business v  Business Partners v OQur Company v m

EPA Portfolio

EPA Portfolio Manager

We have received your request and have validated it against our systems. In order to complete your data load request, you must provide us with Consent to do so.

Please download and retum the consent form or contact our Energy Efficiency Team at National Grid.

Submit Another Form

Email National Grid if you have any questions or issues with your submissions:

NYC, LI and Upstate NY Customers — energyefficiency@nationalgrid.com

MA and RI Customers — NE.energyefficien nationalgrid.com

Or Call (855)563-7448, 8:00 am to 5:00 pm EST Monday through Friday
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National Grid Frequently Asked Questions (FAQOS)

1) What type of data does National Grid upload in to EPM?

National Grid provides customers with annual aggregated usage information. Starting June
2019, we will be uploading two files into EPM portfolio site that includes:

Gas

e Heating and water heating aggregate usage
e Cooking account aggregate usage

Electric

e Aggregate electric usage data

2) Does National Grid use tax lot - Block and Lot number (BBL)?

No, our customer systems do not currently have the option to add BBL.

3) How many months of data will National Grid be providing?

National Grid will be providing 12 calendar months of aggregate usage information per
service address.

Please note: We do not provide block and lot property usage information

4) How long does it take for the customer to get their aggregate usage information uploaded?
Data uploads will be processed on average within 3 — 5 days.

5) Does National Grid provide quarter or monthly usage data updates?

Yes, as part of our system enchantments we will be providing our customers with quarterly
data updated, if the Portfolio manager connection request is active

6) How long will the quarterly uploadslast?

Quarterly updates will continue for up to 4 years as long as building owners maintain their
EPA Portfolio Managerweb share link as active. Deactivating EPA portfolio manager property
share link will disable the upload process.

7) Is there a cost associated when using the new National Grid Data Upload process?
e Thisis afree service that is offered to National Grid customers.
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8) Is the usage information provided based on a per meter basis or per building?

e The usage information that National Grid providesis aggregate building usage
information

9) Who are required to submit Energy Usage Release Forms?

In MA, Rl and UNY, regions

A. Properties that have THREE (3) active accounts or less per commodity (electric and/or
gas) are required to complete, sign and submit Energy Usage Release Form for each
tenant, in a PDF format

Energy Usage Release Form should be emailed to:

Upstate NY Customers — energyefficiency@nationalgrid.com
MA and RI Customers — NE.energyefficiency@nationalgrid.com

B. Properties with FOUR (4) or more active accounts per commodity are not required to
submit a separate Energy Usage Release Form per tenent, only online consent is
required

In NYC and LI Customers

C. are notrequired to submit Energy Usage Release Form, only online consent is required

10) What happens if you mistakenly unshare your EPM property share with National Grid?

e If you do mistakenly remove National Grid’s shared access to the property it will break
National Grid access to the gas meters that we have been populating with data. You will
need tore-share not just the property at “Full Access,” but also the meters named
“Natural Gas Main Meter” and “Gas Cooking Meter” (if applicable) to restart the
usage data upload process again.

11) Will I need to submit a new National Grid Webform restart usage data uploads after |
reshare my EPM property share access?

e After your reshare your EPM property share access a new National Grid web form will
need to fill out before data upload process can resume.

See National Grid FAQ Portfolio Manager Documentfor a list of additional frequently asked
guestions.

Email National Grid if you have any questions or issues with your submissions:

NYC, LI and Upstate NY Customers — energyefficiency@nationalgrid.com

MA and RI Customers — NE.energyefficiency@nationalgrid.com

Or Call (855)563-7448, 8:00 am to 5:00 pm EST Monday through Friday
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