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This document is a quick-start guide for entering your property into Portfolio Manager® and
enrolling in Southern California Gas Company’s (SoCalGas®) Web Services. For additional help,
we suggest you refer to resources on the SoCalGas Benchmarking webpage, the Portfolio
Manager Overview, and Portfolio Manager Online Help website.

OVERVIEW ENERGY STAR® Portfolio Manager®, an online service created by the
Environmental Protection Agency (EPA), allows you to track the energy
consumption of your facilities and compare them to similar buildings
nationwide. Web Services makes it easier to use this tool by uploading
meter data automatically to your Portfolio Manager account.

As of January 1, 2014, non-residential Property Owners are required to
benchmark their building’s energy performance using Portfolio Manager
and disclose results at the point of a whole building real estate
transaction, including sale, lease, or refinance. As a result, SoCalGas
Customers may be asked to release their energy data to their Property
Owners or Landlords to complete the benchmarking process in Portfolio
Manager.

This guide will walk you through the process of benchmarking your
building: how to register for a Portfolio Manager account, create a profile
for your property, and enroll in Web Services. The troubleshooting section
can help you identify and correct problems you may encounter with Web
Services. You will also find detailed answers for many frequently asked
guestions at the end of the document.

Before getting started, you may want to collect information about your
building using the Data Collection Worksheet available on EPA’s
ENERGY STAR Portfolio Manager Benchmarking Web site.
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SECTION 1 | How to Register a Portfolio Manager Account

1.1 Go to the ENERGY STAR® Portfolio Manager® Login page (www.energystar.gov/portfoliomanager) and click
Sign Up. If you already have a User Name and Password, enter it below.

L AR+ ER

ENERGY EFFICIENT ENERGY SAVINGS ENERGY EFFICIENT ENERGY STRATEGIES FOR = ABOUT ENERGY STAR
ENERGY STAR products at home new homes buildings & plants - PARTNER RESOURCES

)

Home » Buildings & Plants » Facility owners and managers » Existing buildings » Use Po

olio Manager

about us \ press room \ contact us \ 'E portfolio manager login

Facility owners and managers Service providers Energy efficiency program administrators Tools & Resources

Existing buildings Commercial new construction Industrial energy management Small business
INTHIS SECTION Use Portfolio Manager
Leam the Discover the new and

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 to Improved POthOlIO

Get started measure and track energy and water consumption, as well as greenhouse gas IVI‘?"]ager tOday-
) emissions. Use it to benchmark the performance of one building or a whole

Use Portfolio Manager - portfolio of buildings, all in a secure online environment.

The new ENERGY STAR Portfolio

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

How Portfolio Manager helps you

save You can use Portfolio Manager to manage the energy and water u

building. Seriously. Any building. K-12 school? Check. Office build!
Stadium? Check. We could keep going.

The benchmarking starter kit

Identify your property type ! Current Portfolio

Enter data into Portfolio Manager All'you need are your energy bills and some basic information about your building

The data quality checker 10 get started. Manager Users

How Portfolio Manager calculates } - .

metrics ¢ Join the rest of the industry.
Interpret your results 4 ‘When you add your buildings, you'll be joining 40 percent of U.S. commercial

Verify and document your savings 3 building space that's already benchmarked in Portfolio Manager — making it the

de factoindustry standard. You'll also be joining 35 percent of the Fortune 500®,
I Forgot password? LOGIN

half of the largest U.S. healthcare organizations, major league sports teams, \ )

colleges and universities, and entire cities

Share and request data

Qave enarmw

1.2 Fill out the required information (fields marked with a red asterisk) and click Create My Account, which
appears at the bottom of the screen, after the security questions used to recover your account.

ENERGY STAR® \ bigle | Login

<2 Portfolilanager* =

Create an Account Alreadyy have an account? Sign In Here
Create Your Account u Getling Started
Usemamsa: = Pleass o b and submit this karm o megisten o an

account with Portiolio Manager. After submisaion, you
. will reoeiar an email confirmation. IF your email prowvides

Password: actively filters spam, pleasze add

el @energystan gov k your addoss book o

Creale a password thal is al least B charaolers long and includes al keast thiee of
ensure delvery.

the HEWING® WACASA IANAME, UPPAMASS BHATS, NUMBAMS ARKIOr Spackal
characters (such as =, #, %, elc.).

.

About Yourself u Accounts for Organizations

First Narne: L 1 If you are creating an account that you intend to use as

yue prganization’s acoount, then you may want
. consider entering your organization name in the first and

Lt Narme. last narme farlds in oder o make it easier kor other
Portiolio Manager uzers o find your organization.

Job Tite: . 1 Frample: First Narms: Company AHG, Last Narms Wb
Services Division

B *
Email:
Caonfirm Emaal. |
Naby: Wi ne shany your email addness with thind partioes )



http://www.energystar.gov/portfoliomanager
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Phaone:

Gountry: " | Select Country vl
Language: English [w~]
Aeporting Units: ® Gomentional EPA Units (e.g., kBuhe)

} Metric Units (e.g.. GJ/m?)

Street Address.

CityMunicipaling:
State/Province: "o Select - - [ v]

Postal Gode:

About Your Organization

Organization Name:

Primary Business or Service *| Select Primary Business or Service
of Your Organization:

k& your onganization an ) Yes
ENERGY STAR Partnen? ® No

Will you be using the web ! Yes
sarvicen AP| to develop ® No

software to exchanpe data
with Portfolio Manager?

/Searchability in Portfolio Manager

Gan other people ® Yos
search for you and send 7 No
YOu a connection

reruest?

Recovering Access to Your Account

~

In the event that you forget your or | Partfolio
YOUr SECUity QUESHIONS 10 profect cCess 10 your account.

Security Ouestion 1 " Select a Question
Your Answer 0

Sacurity Question 2 " Select a Question
kﬂur Ancwer =

will ask for arswers to

Note: Portfolio Manager’s default is to enable others to search for your account to facilitate connecting with
others. You won’t want to change this Searchability in Portfolio Manager default setting if you intend to

enroll in SoCalGas’ web service.

On the Portfolio Manager log in page (www.energystar.gov/portfoliomanager), enter your User Name and

_/

Create My Account e

ncal

ﬁ Primary Business or Service

I you have mare than one “primary business,” just pick
the beat eption. Portiolio Manager will determine your
wategary kor & seone based on thie information, B
squan: katage, thal you onler for each of your propety
uses.

ﬁ Web Services

EPA offers free web services designed 1D exchange
property and meter data with Portiolo Manager, Using
XML -bastd web servioes provided by the EPA_ third
Party BASIGY BEMOD GOMPANDS 0aN Seaumly provide
anergy and bulldng data from thoi systems 1o Partiolo
Manager in exchange lor recanving the EPA's energy
periormance score and other related energy and

melrics. Learn Mo

Connecling wilh Olhers in Porliolio
Manager
You san maneol wilh ather Eeopk in Portiolo Managis
o wasily sham infarmaton. Your acoount must b
ssarchable in crder for others o send you a connection
request

ﬂ Securily Queslions

Portiolio Manager will randomly select ome of your
sgcunty questions ko veriy your identity in specific
situations, for example, i you forget your password.

Password and click Log In. You will be brought to the My Portfolio tab. The My Portfolio tab displays a

summary of the properties in your portfolio.
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INTHIS SECTION Use Portfolio Manager
Discover the new and
Leam the benefits You've heard it before: you can't manage what you don't measure. That's why improved POI’thliO
EPA created ENERGY STAR Portfolio Manager®, an online tool you can use to P!
Get started measure and track energy and water cansumption, as well as greenhouse gas Manager tOday'

emissions. Use it to benchmark the performance of ene building or a whole

i -
Use Portiolio Manager portfolio of buildings, all in a secure online environment.

The new ENERGY STAR Portfolio

Manager Not sure if Portfolio Manager is for you? It is! SIGN UP
How Portfolio Manager helps you

save You can use Portfolio Manager to manage the energy and water use of any

The benchmarking starter kit building. Seriously. Any building. K-12 school? Check. Office building? Check. ( \
) Stadium? Check. We could keep going.

Identify your property type » Current Portfolio

Enter data into Portfolio Manager All you need are your energy bills and some basic information about your building

The data quality checker to get started. Manager Users

How Portfolio Manager calculates 4 - .

metrics Join the rest of the industry.

Interpret your results b When you add your buildings, you'll be joining 40 percent of U.S. commercial

Verify and document your savings b building space that's already benchmarked in Portfolio Manager — making it the

de factoindustry standard. You'll also be joining 35 percent of the Fortune 500®,
?

half of the largest U.S. healthcare organizations, major league sports teams, Lor00TPaSINOrd? LOO W

- colleaes and universities, and entire cities.

Share and request data




SECTION 2 | How to Create a Property Profile

To benchmark your facility in Portfolio Manager, you will need to create a profile that has basic information about the
property, how it is used, and the energy meters serving it.

2.1 Add a property by clicking Add a Property on the My Portfolio tab. You can also upload multiple
properties by clicking the hyperlink at the bottom of the screen.

unt Settings | Contacis | Help | Sign Out

'M\'I B o Two ways to add a property...
EEERN

Portfolio\Vlates-

MyPortfolio Sharing Planning Rej

Recognition

Properties (1) Notifications (0)

Source EUI Trend (kBtu/ft?) My Properties (1)

You have no new notifications

Fierby: [view atproperies () [7] =
Create Group | Manage Groups
Name = Action
Demo Office Building 2
o m ] v
Page[l  Jaf1 10[+] View 1 - 10of 1
2002 2004 2006 2008 2010 2012
¥ Download Entire Portfolio
Total GHG Emissions Trend (MtCO2e) a If you're a pro, you may want to upload and/or update multiple properties at once using an Excel
spreadsheet. This can be done to create new properties, add use details, create meters and add
meter consumption data.

2.2 Enter your property’s primary function, number of buildings, and construction status. Then click Get
Started!



ﬁ ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

PortfoliolVlanager®

Set up a Property: Let's Get Started!

Properties come in all shapes and sizes, from & leased space in a large office building, fo a K-12 school with a pool, fo a large medical complex with lois of
buildings. Since there are s0 many choices, Portfolio Manager can walk you through getting your property up and running. When you're done, you'll be ready to
start monitoring your energy usage and pursue recognition!

Your Property's Primary Function u -
p

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

To set up a property, you'll need
| Office |z|| information such as gross floor area and

Learn more about primary functions/property types operating hours. You can use our handy
data collection worksheet, in advance, to

prepare the information that you will need

. to complete this process.
Your Property's Buildings

How many physical buildings do you consider part of your preperty? n Tip
~ None: My property is part of a huilding Mot sure what kind of property you are?

One: My property is a single building Because we focus on whole building

Maore than One: My property includes multgle bulldings benchmarking, you want to select the

How many? property type that best reflects the
activity in the majority of your building.
Don't worry if you have other tenants with
different business types, just select the

Your Property's Construction Status main activity.

Is your property already built or are you entering this property as a construction project that nas net
yel been completed?

@ Existing: My property is built, occupied andfor being used. | will be using Portfolio Manager to
track energy/water consumption and, perhaps, pursue recognition.

) Design Project: My property is in the conceptual design phase (pre-construction); | will be
using Portfolio Manager to evaluate the energy efficiency of the design project

Get Started! Cancel

2.3 Enter the property’s name, address, and other general information and click Continue.
TIP: Make sure the city name is accurate and spelled correctly — mistakes may cause an error in connecting
with SoCalGas’ Web Services.

’-‘ ENERGY STAR® Welcome EEFG_MTJ_ENERGY: Account Settings | Contacis | Help | Sign Out

PortfoliolVlanager®

Set Up a Property: Basic Property Information

Tell us a little bit mere about your preperty, including a name that you will use to look up your property and its address.

(About Your Property \ u Tip

B

Name: | The name you choose for your property

does not have to be unique. But, it may
make it easier for you to work with

-

Country: | ---Select--- E“ properties in your portfolio if you do not
use the same (or similar) names.

Street Address:




2.4

State/Province: - - Select-- -]

Year Built: I:l
Gross Floor Area: |:| Sq.Ft[z] © Temporary Value

Gross Floor Area is the totsl floor ares, expressed in square feet or sguare meters, measured
from the principal exterior surfaces of the building(s) and not including parking sres(s).

Occupancy: x %

Do any of these apply? i

[T] My property's energy censumption includes parking areas .

[F] My property has a Data Center that requires a constant power load of 75 kW or more Answering these simple questions will
hel) i 1

[T] My property has ene or more retail stores p::::yg:;:ai:: I entenng your

[=] My property has one or more restaurants/cafeterias

\ =F

Enter the specific information on how your building is used. The fields required will depend on the selection
made in Section 2.2 for the building’s Primary Function.

For example, if you indicated your building’s Primary Function is Office, you would be asked to supply the
Gross Floor Area, Weekly Operating Hours, Number of Computers, Number of Workers on Main Shift,
Percent that can be Heated, and Percent that can be Cooled. If you indicated that your building had a Data
Center or Parking, additional fields pertaining to these uses would also be required. Some space attributes
like “Gross Floor Area,” are always required. Others may give you the option to “Use Default Value” (which
inserts the national average for that attribute) or “Temporary Value” (which is your estimated value for that
attribute) until you can collect and enter actual data for your facility. You can also rename the primary
property use by clicking Edit Name next to Office Use, at the top of the next page in this example.

TIP: To get detailed descriptions of each space and its space attributes, click the Help link at the top right
corner of the screen, select Search the Knowledge Base, then Property Types on the left-hand side
menu. This will give you the definitions of each space type and attribute, default values, and answers to
Frequently Asked Questions.

"" ENERGY STAR Welcome EEFG_MTJ_ENERGY: Account Seftings | Contactl | Help | lign Out

Portfolio/\lanager®

Set up a Property: How is it used?

Based on what you've told us so far, Portfolio Manager has set up your property. Fill in the tables below to provide more detailed information on how your property
is used.

Basic Information

Name: Demo Office Building 1 Country: us
Primarily: Office Address: 100 Demo Drive Ml Map 1t
Year Built: 2010 8an Francisco, CA 94105

Property consists of: 1 building with parking



Add Another Type of Use E”

W Office Use
Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices
Gross Floor Area should include all space within the building(s) including offices, conference rooms and auditoriums, kitchens used by staff, lobbies, fitness
areas for staff, storage areas, stainways, and elevator shafts

Property Use Detail @e \ Current As Of ‘T,t;mgorary
Gross Floor Area * [s40000 | [3aFt[=] o
Weekly Operating Hours |:| [[] Use a default B

Number of Computers l:l [F] Use a default

Number of Workers on Main Shift I:l [[] Use a default i

Percent That Can Be Heated I:\ZH [C] Use a default

Percent That Can Be Cooled Q:E‘ [[] Usea default/ 2E

Adding Another Type of Use

Portfolio Manager uses the term “Type of Use” to characterize the various spaces within a building. Your building may
have one or more property use types. For example, an office building might have occupied office space, a computer
data center, and parking. Each of these should be entered as a separate “Type of Use” and will require different
information. If more than 10% of a building’s gross floor area is vacant, the vacant square footage should be
described as a distinct space type. Links to more information on how these space types are defined can be found in
the Portfolio Manager Online Help section.

25 To add another space to your facility, click Add Another Type of Use and select the type of space you
would like to add. Complete the required fields just as you did in Section 2.4.

Add Another Type of Use |z||

W Tenants 1 through 4 Edit Name

Office refers to buildings used for the conduct of commercial or governmental business activities. This includes administrative and professional offices

Gross Floor Area should include all space within the building(s) including offices, conference rooms and auditoriums, kitchens used by staff, lobbies, fitness
areas for staff, storage areas, stairways, and elevator shafts

Property Use Detail Value Current As Of lel':gorary
Gross Floor Area : |54[]DD[J ‘ |Sq Ft. E“ E B
i
Weekly Operating Hours ] Use a default B ©
a
Number of Computers [7] Use a default omozon |BE O



2.6 Continue with the procedure described in Section 2.5 until your building’s gross floor area is completely
entered. Make sure the sum of all spaces is equal to the total gross floor area of the facility. To finalize
your entries, click Add Property.

W Parking Use Edit Name
Parking refers to buildings and lots used for parking vehicles. This includes open parking lots, parking structures that may be only partially enclosed, and fully-
enclosed (or underground) parking structures. Parking structures may be free standing or may be physically connected to another building
Property Use Detail Value Current As Of \1;::‘1‘;”3”
Open Parking Lot Size i | [sa.FL[=] B
Partially Enclosed Parking Garage Size “l:l ﬁ =
Completely Enclosed Parking Garage Size N Sq Ft[-] ﬁ ]
Supplemental Heating [ Use a default ﬁ ]
‘ Add Property Lannel
2.7 After saving your entries, you will see a green bar at the top of the Summary tab, confirming you have

successfully created your property. The next section will provide the steps to set up your building’s energy

meters.
m ENERGY STAH; "
PortfoliolVlanager
MyPortfolio Sharing Planning Reporting Recognition

Welcome EEFG_MTJ_ENERGY: Account Setiings | Contacis | Help | Sign Out

Congratulations! You have successfully created your property. Next, would you like to:
add energy use information, so that you can see your energy performance metrics?

Demo Office Building_abridged
100 Demo Drive, San Francisco, CA 94105
Portfolio Manager Property ID: 3636980
Year Built: 2010

Map It
Primarily: Office

Summary Details Meters Goals Design

Property Profile Notifications

Setting up Energy Meters

Current EUI: N/A

Baseline EUl:  N/A

You will need to add an Energy Meter to your property profile for each meter serving the building. For SoCalGas
meters that you are signing up for Web Services, add one meter per Account Number/Location ID number. Refer to
section 3.11 for help with locating the Meter Number, Account Number, or Location ID on your SoCalGas bill.

2.8

To add a meter, you can either click the “add energy use information” link in the green bar, or click on the

Meters tab. Either choice will take you to the meters tab.

10



Welcome EEFG_MTJ_ENERGY: Account Setiings | Contacts | Help | Sign Out

ZmY ENERGY STAR®
P olioManager®

MyPortfoli Sharing Planning Reporting  Recognition

Congratulations! You have sugtessfully created your property. Next, would you like to:
add energy use information, sdlthat you can see your energy performance metrics?

Weather-Normalized

Demo Office Building_abridged
100 Demo Drive, San Francisco, 5 | Map It Source EUI (kBtu/ft’)
Portfolio Manager Property ID: 3631 Primarily: Office Current EUI: N/A
Year Built: 2010
Baseline EU:  N/A
Summary Details m Goals Design

Notifications

Probertv Profile

Once you are on the meters tab, click Add Another Meter.

Summary Details Meters Goals Design

. Energy Meters (Q)
Energy & Water Consumption

In order to receive a score for your property, you must provide an energy meter. You
have not entered any meters yet. After entering the meter, you will need to associate it
in order to receive a score

Meters for Performance

Metrics

View/Edit Configuration

Water Meters (0)
Utility & Weather
s View as a Diagram

Electric Distribution Utility (EDU):
City & County of San Francisco
Regional Power Grid: You have not entered any water meters yet. After entering the meter. you will need to
Souttivesicoast associate it in order to receive metrics.

Weather Station:
OAKLAND/METROP. OAK (724930)




2.10

Indicate the sources of your property’s energy. As you select different fuels, additional fields will appear.

Indicate how many gas meters you have under your SoCalGas account. After you have filled out the
required information about the meter(s), click Get Started.

Note: You may also track your property’s water usage, but it is not required to benchmark your property, and
site water consumption will not factor into your benchmark score.

iolVlanager

MyPortfollo  Sharing

Reparting

Recognition

Get Started Setting Up Meters for Demo Office Building_abridged

There gre four weys to enter meter date. Fint you can enter menually, sterting below. Second, you can set up your metes below, then upload 8
specially formatied spreadshest with just your bill data. Third, for advanced users, you an use our uplosd tool that sllows you to set up all of your
maetes and enter oill datz And finally, you can hirg gn orgenization thet exchenges oets o Updste your energy 98t automaetically.

Sources of Your Property's Energy

How does your property acquire enesgy” Flease select all that spoly.

# Elegric
# purchased from the grid
How Many Meters™ |1

[ gensrated on site with my own sclar panels
[] generated on site with my own wind turbines

o+ Matwrsl Gas

How Many Meters? [t |

| Propanse

1 Fusel Qil (No. 2)

] Diess]

| District Ste=am

1 District Hot Water

1 District Chilled Water

Don't see your energy sources?
< See more Eneegy spurges?

Your Property's Water Usage
How does your property uvse water? Plesse select sl that apply.

| Municipally Supplisd Potable Water
1 Municipally Supplisd Redaimad Water

| Altemative Water Generstes On-Site:

O —

—

Get Started!

u Tracking Energy

To track youl BREsTy, BAEA1E A8 ERERYY
mater for sach sowe of enengy from
2 utiity, a neighbaning bulkding, or an
on-site solar or wind panel. If you
purghase @ raw fueld (v, gas) and
prodwce your own fesl (.., slkctncly
or chiled water). you only nesd a
meier for the fuel you purchased (e,
gaa), and nat fior the fusl you produte.

Entering Your Meters in

Bulk

For advanced users, you may prefes
o use the uplaad tood to gat wp 3l of
I metecs with ons cheik

Automate Your Meter
Entries

If you have a lat of meters, you may
want to congider hinng an organaaton
N3l SXERINGES BE1E 15 3olmEEETy
update your energy consumption.
Leam morg

12



2.11 Indicate the Units for each fuel type by double-clicking in the appropriate field and selecting the correct

units in the drop-down menu that appears. Then, enter the date the meter was first billed for each meter,
which is normally the date the building was built. For SoCalGas meters you plan to connect via Web
Services, it will be important to rename your meters as follows: name each meter using only the full 8 digit
meter number, with no additional text either before or after the meter number. Then click Continue.

Note: For SoCalGas meters, the units selected for gas use should be therms.

MyFortfollo Sharing Planning Reporting Recognition

About Your Meters for Demo Office Building_abridged
Enter the information below sbout your new meters. The meter's Units and Date Meter became Active sre reguired. You can also change the meters

name.

2 Energy Meters for Demo Office Building_abridged (click table to edit)

Date Meter
Meter Hame Type Other Date Meter

- Enter as
Units - In Use? became -
Type became Active e Delivery?
I 01234587 Natural Gas therms 01/01/2010 # l
AWh [
Elsctric Grid Mster | Elsctric- Grid uwh (thousand | 4404/3019 +
Watt-hours)

0 Water Meter for Demo Office Building_abridged (click table to edit)

. Date Meter became Date Meter became
>3
Meter Hame Type Other Type Units Active In Use? Inactive

m Cencel

2.12 To add monthly meter entries manually, select Click to add an entry. You will then need to enter the billing

Start Date, End Date, and Usage for each month. Adding cost data is optional. Instead of adding data
manually, you can upload an Excel spreadsheet to add multiple meter entries at once using the link at the
bottom of the screen. However, if you intend to use SoCalGas’ Web Services to upload your meter’s
historical data and usage automatically going forward, simply click Finish Meter Set Up.

m ENERGY STAR®

PortfoliolVianager®

MyPortfolio Sharing Planning Reporting

Welcome BETHGUCCIARDI: Account Settings | Contscts | Help | Sign Out

Recognition

Your Meter Entries for Demo Office Building_abridged

Mow we need actual energy consumption information in order to start providing you with your metrics and, possibly, your score!

2 Energy Meter(s) for Demo Office Building_abridged

W 01234567 Eqit

Start Date End Date Usage Cost (8} Estimation
therms

Click to add sn entry

) You can upload an excel spreadshest win your beskc bill nbrmation | )
" using our nizie Chaoaose File | Mo file chosen Upload

- Electric Grid Meter Edit

- ' Finish Meter Set Up ' Cancel

FOl |OW Us 1-1 n m m Contact Us | Privacy Policy | Browser Reguirements | ENERGY STAR Buildings & Flants Website
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2.13 Indicate which meters should be used to calculate your building’s energy metrics and whether or not the
selected meters account for the building’s entire energy consumption. Note: This important step is also often
referred to as “configuring your meters”. After you have made your selections, click Apply Selections.

MyPortfollo Sharing Planning Reporting Recognition

Ci i ! You have added meters to your property. l

Meters to add to Total Consumption for Metrics for Demo Office Building_abridged

Tell us which meters to include when calculating the total usage for this property so that we can provide you with the most accurate metrics possible.

4 )

Property Totals
Energy Meters Note that the
@ Chedk the boxes for the meters that should be included in the energy metrics: SOCaIGas meter is
@ | Mheter Name named using only

Electric Grid Meter its 8-d|g|t meter

01234567 ‘ number

Total of 2 energy meter(s). Tell us what these meter(s) measure: )

B These meter(s) account for the total energy consumption for this property.
These meter(s) do not account for the total energy consumption for this property.

Water Meters
There are currently no water meters entered for this property/buildi Enter information about your water

meters to begin tracking water usage slongside your energy usage.

Because of the wide variety of ways that people meter their properties, after you oreste meters for your property in Portfolic Manager, you must
indicate which meters to use for your property metrics. In some cases, you will not want 8 meter to count for your metrics. For example, if you
have sub-meters to measure energy or water consumption for 2 specific purpose, and you slso have 8 master meter (which messures totsl
consumption), counting both of those meters would double count your consumption and skew your metrics {e.g., artificially increase your Site

Energy Use Intensity). Learn More sbout configuring meters for performance metrics.
Apply Selections ] =]

2.14 The Summary tab will show a green banner at the top, confirming you have successfully associated your
meters with your property.

MyPortfolio Sharing Planning Reporting Recognition
Ci ions! You have i meters to your property{ies).
Demo Office Building_abridged ot eligible to scoly for Weather-Normalized
EMERGY STAR Source EUI (kBtu/ft)

100 Missicn Street, San Francisco, CA 984105 | Map It Certification
Portfolic Manager Property |D: 4075701 Primarily: Cffice Current EUL: N_.-'A

Year Built: 2010
Baseline EUL:  N/A

Summary Details Meters Goals Design

Property Profile ~IrEiieTe
You haven't oeated a profile for your property yet. “You have no new notifications.
Profiles are a way to supplement the information
in Portfolic M with iti ir i
about your property, including a photo.
LCreate Profile Data Quality for this Property

The metrics that Portfolic Manager calculates depend on your use details and
your energy bills. The dsta guality checker inspects the informsation you have

Source EUl Trend (kBtu/ft*) entered to identify possible emors. If & property is shared with you 35 "Read
Only,” you will not be able to run the Data Quality Chedeer.
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SECTION 3 | How to Enroll in SoCalGas’ Web Services

Before enrolling in SoCalGas’ Web Services, make sure that:

3.1

3.2

All of the meters accounting for the building’s total energy consumption have been added to the property profile.

You have collected the numbers you need for each meter. You will need your 8 digit meter number, your 10 digit
billing account number (drop last digit), and the Total Cost amount (including cents) from your latest bill.

All of your gas meters have been named using only their full 8 digit meter number, with no additional text either
before or after the meter number. If this is not done, go back and rename your meters prior to sharing them with

SoCalGas.

The city name is spelled correctly in the address for each property.
Any manually entered meter data has been downloaded into Excel and saved if historical meter data from
SoCalGas is desired. (Web Services will write over existing data, and will remove all data relating to cost.)

To set up Web Services, the first step is to connect with SoCalGas as a contact. Click on the Contacts link

at the top right hand corner of the page.

ﬂ‘ PN ENERGY STAR®
-u.l

=< Portfolio/Vlanager®

MyPortfolio Sharing Planning Reporting Recognition

Properties (4) Notifications (2)

ECSRICEEL, < | Demo Office Building_abridqed - Share accepted by ShareDemo Jewell Clear
& Joe Maidonado would like to connect with you. Accept Ignore

Source EUI Trend (kBtu/ft?)

My Properties (4)

Add a Property

N | Fwerer [Vevairoseres @ 7] [ searcn |
Create Group | Manage Groups
100 Name * Action
100 Design Demo Building I want to...

This takes you to your My Contacts list. Click Add Contact.

Welcome EEFG_MTJ_ENERGY: Account Sellings Help | Sign Out

Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

ENEHGY STAR®

-‘“Portfollol\/lanager

Reporting Recognition

MyPortfolio Sharing Planning

My Contacts [ -

This is where you keep track of your contacts and/or 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 contacts. You can import other Portfolio Manager users directly ino your contact list by
searching for their accounts and sending a connection request.

mm Delete | Add Contact Add Organization
N ——

m Name « | Organization =
G EEFG. Inc.
B Service and product priR Consutant EEFG, Inc.

I:l Jewell, ShareDemo nected EEFG

Director

15



3.3a Search for SoCalGas by entering “ Southern California Gas” as the Name.
Click Search.

MyPortfolio Sharing Planning Reporting  Recognition

Add Contact

There are two ways to add a contact. First, search below to see if the contact you would like to add has a Portfalio Manager account. If you find the persaon,
send a Connection Request, and when they acceptthe request, they will be added to your Contacts. Second, if the contact you would like to add does not
have a Porifolio Manager account, then you can create an entry within your personal contacts.

Find Contact in Portfolio Manager a Connecting with Other Users

Search using any of the criteria below. If you think your contact already has an account in
Portfolio Manager, search for them. If you find the

Mame: | Southern California Gas | person, send a Connection Request, and if they accept

they will be added to your Contacts. You can easily
share vour property information with your contacts.

Organization: | |

Username: | | a Keeping Personal Contacts

If the contact you want to add does not have a Fortfolic
Email: | | WManager account, you can stil add them as your
personal contact.

| Organizing Personal Contacts by
Organization

3.3b After the page refreshes, “Southern California Gas Company, Program Advisor with SCG” will appear
on the right-hand side of the page. Click “Connect”.

MyPortfolio Sharing Planning Reporting  Recognition

Search Results

The results of your search are listed below. Clicking "Connect” will send a requestto the person asking them to confirm your request to add them as your
contact Ifthey accept, you will see them listed as a connected contact in your address book [fthey 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 easierto share property information within Portfolio Manager.

- - @ Southern California Gas Company -
Your Search Criteria Program Advisor with SCG
Mame: |Sou1nern California Gas ‘ =T Feidl| PP Lolobfl
Organization: | ‘
Username: | ‘

Email Address: | ‘




3.4

3.5

Next, carefully read all of SoCalGas’ Terms of Use. Scroll down, read everything carefully, and agree to
Southern California Gas’ Terms of Use. Finally, click Send Connection Request

Send a Connection Request to Southern California Gas Company to Begin Exchanging
Data

Sguthemn California Gas Company reguires the following infermation in order to exchange data with your property(ies). If you have any guestions about how
to complete this information, please contact Sguthemn Calfornia Gas Company. Onoe your connection request has been accepted, you can share individual
properties and'or meters with them to get started exchanging data.

Terms of Use:

AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGE
DATA TO ENERGY STAR € PORTFOLIO MANAGER INTERNET
APPLICATION

AND

NON-DISCLOSURE AGREEMENT

This AUTHORIZATION FOR UTILITY TO RELEASE CUSTOMER USAGE
DATA TO ENERGY STAR® FORTFOLIO MANAGER INTERNET
APPLICATION AND NON-DISCLOSURE AGREEMENT ("Agreemant”) is
an agreement between the owner or operator ("Ownen'Operator”) of the
buiding(s) identified by Owner'Operator {each, a "Buiding”) in the
Envionmental Protection Agency's (EPA7 Energy Star® Porfolio
Manager application ("Perfelic Manager”) and Southem Califomia Gas

Agraa‘ * ¥ | agree to my provider's (Scuthern Califormia Gas Com

Terms gf Ll=g

The top of the next page will show a green bar, confirming your connection request was sent to SoCalGas.
Note: You are not yet connected to SoCalGas until they accept your request. You will receive a notification
in Portfolio Manager when SoCalGas accepts your request. This process takes 24 to 48 hours.

MyPortfolio Sharing Planning Reporting  Recognition

You have successfully sent a connection request to Southern California Gas Company. When Southern Califernia Gas Company has accepted your
request you will be able to share properties and, therefore, authorize this provider to begin exchanging data with your propery(ies).

Search Results

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

Your Search Criteria
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3.6 After you have received notification that SoCalGas has accepted your connection request, the next step is to
share your property(ies) with SoCalGas through your Portfolio Manager account. Go to the Sharing tab.

r-‘ ENEHGY Welcome EEFG_MTJ_ENERGY: Account Settings | Contacts | Help | Sign Out

MyPortfolio Sharing Planning Reparting Recognition

Properties (4) Notifications (0)

Add a Property You have no new notifications.

Source EUI Trend (KBtu/fts) My Properties (4}
300 Filter by: | View All Properties (4) EI Search
Creste Group | Manage Groups

20 \- Name « Action
100 Design Demo Building Iwant to... =]

3.7 Click Share (or Edit Access to) a property as shown on this screen.

MyPortfolio Sharing Planning Reporting  Recognition

My Shared Properties Sharing Notifications (0)
()

Share (or Edit Accass o)
a Property

Download Sharing Report

You have no new nofifications.

More About Sharing

No properties are cumently shared between you and your contasts. Sharing can be helpful n
if you want to allow other peaple to view your proparty or help maintain or update

information about it (e.g. property use details or meter data). You may also want to

consider sharing with an crganization whe exchanges data to autematically update your meter
information. Leamn more about exchanging data.
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3.8

Next, make your choices under Select Properties to Share. Use the drop-down windows to choose the

number of building(s) you would like to share with SoCalGas, and then indicate which specific buildings.

Next, under Select People (Accounts) to Share With, highlight SoCalGas as the Account with which you

would like to share. Lastly, under Permissions, select the setting for Exchange Data. Click Continue.

MyPortfolio

Sharing

Planning Reporting Recognition

Share (or Edit Access to) Properties

Sometimes it's really important to be able to share your property with someone else. Maybe they need to helo monitor your property, entar enargy information

{perhaps automatically) or process applications for recognition. If this sounds like what you need, start out by selecting the propertylies) that you'd like to share

and who you'd [ike to share with them. If you have already shared properties, you can also use this form to edit people’s access to your properties.

O.F

=)

Select Properties

We'll get into the details of the level of access later. For now, which properties do you
wart to share andfor edit access o7

[ One Property 0
| Demao Cfice Building_abridged H

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.

Select contacts from my contacts book:

Gas Company, Southem California
Gucciardi, Beth
Gueciardi, Beth

To salact multiple centacts, hold cown your Control (CTRL) key and ¢ ok on each seection. Only
your connacted contacts appaar in this list.

Choose Permissions

If you only nead to choose one permission (bacauss you are doing a single share or you
want to give the same parmissions for all of your shares), select "Bulk Sharing.” If you
nead to assign different permissions or share with Data Exchange providers, select the
2nd aption.

. Bulk Sharing {"One-Size-Fits-All"] - | only need to choose ane permission (sither
because | am daing a single share OR | want to choose the same permission for all of
my share requasts).

# Personalized Sharing & Exchange Data ["Gustom Orders”) - | nead to give
differant permissions for different share reguests, andfor | need to give Exchange Data

permission.

“ Sharing with Accounts

In order to shere propertes with others (githar
individuals or organizations), you need to be
“zonnected” with them. To make & connecton, go to
the “Add Contact” or “Add Organization” page and
search for them wihin Portfo o Manager (they need to

have a Portfolio Manager accountl. Once you find them.

send a “Connecton” request. After they acoept your
connactan raguest, mey will shaw up on the list to the
left.

“ Exchanging Data

To get startad, first connect with an grganization that

exchangas gata Once you are connected, their name
will appear on the salaction st on the left. Note, you

cannot share in bulk for *Exchange Data”

wew Who gets to Share Forward?

Full Access - Automatica y ncludes “Share Forwand”
rights

Read Only - Automatice y does NOT include “Share
Forward® rights

Custoem - You decide, elong with the individual
parmissions for property, meter, goels and recognition
panmissions.

Exchange Data -You decde, aong with the indivdual
permissions for property, meter, goals and racogniticn
parmissions.
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3.9a On the next screen, select the Exchange Data radio button as the permission level to grant SoCalGas.
When you do, a pop up box opens, as seen in the next screen shot.

MyPortfolio Sharing Planning Reporting Recognition

Share Your Property(ies) wew Who gets to Share Forward?

Tao finish up, tell us what type of access the people you have selected should have for each of the . .
properties that you have selected. The option to exchange data is only available for authorized Full Access - Automaticaly includes *Share Forward

acoounts. rghts
Read Only - Automatca 'y dogs NOT noude “Share

Forward® rights
Select Permissions for Each Contact Custom - You decide, along with the indvidua

permss.ons for property, meter, goa's and recognton
< Thaamsss levels you select do not have to be the same for each property or each DS S5 0NE.

Data Exchange -You decde, along wih the ndv.dua
permissions for property, meter, goals and recognition
[DENM 53008,

Sart by: | Praparty Name 4 |

Read Only

Mame (IC) Accass il e Custom Access =~ Exchange Data

Demao Offica Building_abridged (3636980)

Southemn Califormia Gas Company

D -

3.9b  Enter either capital Y or capital N depending on your reason for requesting the data exchange, and whether
you need monthly bills or not going forward. For Property Information select FULL Access. Note: This
window is longer than it appears here. To see all fields you must scroll down.

(<]
Select Exchange Data Access Permissions to Demo Office Building abridged for Southern California Gas
Company.

Southern Calfomis Gas Company requires the following information in order to provide services to your propertyfies). If you have any questions
about how to complete this information, please contact Sguthern California Gas Company.

Is this property baing . |Y
benchmarked because of
AB1103T [N

Answer [Y] If you ane request ng data for this property 10 comply win AB1103.; 1 - 1 Characters More Infarmaticn

Do you require manthly . |Y |
mater updates? [¥/MN]:

Answer [Y] If you require SCG 0 update the meters for this property.; 1 - 1 Charecters More Information

“Mone" is selected for all rtums Wﬁj@m&ﬂ \|‘|'I|| not receive an;r access fo thls pmperty

Aead Only Full

h Bill Account Numberl Last Bill Amount2

ltem Nona

Proparty Information

All Meter Information
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3.9c

3.9d

Scrolling down, fill in the required fields. You will need the Bill Account Number (must be only ten digits, so

drop the last digit), and the Last Bill Amount (include dollars and cents) for each meter. Select full access for

each gas meter you would like to connect with SoCalGas. Note: The gas meter is named here as required,

using only its 8 digit meter # as the meter name.
(If you can't get the last bill amount from your tenants, see Issue #4 in Troubleshooting, on p. 30.)

Choose NONE for Goals, Improvements, & Checklists, as well as NONE for Recognition.
Leave all non-SoCalGas meters (like electric or water) set to NONE for level of access.

. |
(<]
Select Exchange Data Access Permissions to Demo Office Building abridged for Southern California Gas
Company.
Item None | Fead Only LT Bill Account Number Last Bill Amount2
Access Access
Property Information -
All Meter Information
[ 87654321 1= ] [po12345678 | |[123.45 | ]
Electric Grid Meter ® | | | |
Electric Grid Mater #2 ¥ | | {1 |
Goals, Improvemants, & &
Checklists
Recoanition -
1 Bill Account Mumbser: Account number nesds to include eadng zeros. [Exampiec 0022456873) ; Batween 10 and 10 Characters More Information
|

Set the Share Forward permission level to NO, then in the bottom right hand corner, click on blue box
reading “Apply Selections & Authorize Exchange. The pop up window will now close.

Select Exchange Data Access Permissions to Demo Office Building abridged for Southern California Gas
Company.

Goals, Improvemants, &
Chacklists

Recaognition ®

1 Bill Account Mumber: Account number needs to include sadng zeros. [Exampe: 0022456873) ; Between 10 and 10 Characters More Information
2 Last Bill Amount: At Least 3 Characteris) More Informat on

Additional Options:

Htam Yes No
* Share Forward
Allow Southern California Gas Company to share this property with others and give thern any permissions that has/she has,
including the right to share with more people.

[rory soncions & Aumorm xerarge ) IO
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3.9e Finally, it is very important that you select “Share Properties” to complete the process. Until you click
“Share Property(ies)”, the selections you entered in the pop up window will not be submitted to SoCalGas.

MyPortfolio Sharing Planning Reporting Recognition

Share Your Property(ies) wen Who gets to Share Forward?

To finish up, tell us what type of access the people you hawve selected should have for each of the
properties that you have selected. The aption to exchange data is only available for authorized
acsounts.

Full Access - Automatca y ncuwdes “Share Forward®
rgnts
Fead Only - Automatca 'y does NOT noude “Shnars
Forward® rignts
Select Permissions for Each Contact Custom - You decde, 20ng win the ndviduz
o £5) permissions for property, meter, goa's and recognition
The access levels you select do not have to be the same for each property or each [DENTI 85 ONE.
& parsen. Data Exchange -You decde, aong with the ndvdua
‘3 perm asong for property, meter, goa's and recognitaon
permissions.

Sort by: [ Property Name % |

None Read Only

Name (ID} e Full Access Custom Access | Exchange Data

Demo Office Building abridged (2636980)
s Edit

D) )

Southern California Gas Company

3.10 A green banner will appear at the top of the Sharing tab confirming the request submission. Your request
should be processed within 1-2 business days. Each shared meter will receive either 14 months of historical
data only, or 14 months of meter history plus monthly updates going forward, depending on your selections
of Y or N in Section 3.9b.

MyPortfolio Sharing Planning Reporting Recognition

You have successfully sharedfedited accsss to your propertylies). If you shared properties, you will receve a nofification when your contact has accepted
the share. If you edited access to cument permissions, the ediis have been made, no acceptance is required.

MY Shared Propanias Sharing Motifications (2) View All

(1) &+ | 12048103 - Sharing request sent to Southem Caifornia Gas Cancel | Clear

Company
Share (or Edit Access o)
a Proparty <_ Deme Office Building_abridged - Sharing request sent to Southemn Cancel Clear

California Gas Company

Download Sharing Raport

Overview of Shared Properties Leamn meore about Sharing Froperties

By Contact By Property

Fiter By: (AT Sharing Contacts 7 1
Mame < | Drganization L] lSh Eals g Action
are
Scuthem Califormis Gas Company | 110 ]
(sca) =l e] 1 | wantta... )
Page i Jot1] [ ] (9] Vew 1 -t 1

t"'T:"I! 1abie represents peope with wihom you ghare at eagtwprm, ether because you shared one with them, U"!E'y shared one with you, aryoubam
nave aCccess to another person's property. For complete sharng information, downioaed the Snarng Report for your portfolio.

3.11  Sharing Connection Results:

Past Meter Energy Data
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For meters that have been successfully shared, SoCalGas will populate 14 months of energy data for that
meter, but NOT in the following case:

e The meter or account number has existed less than 14 months (e.g., a meter in a new building, or a
new tenant name on file as the customer of record).

Existing Meter Energy and Cost Data

e SoCalGas’ Web Services will overwrite existing meter entries for dates during the previous 14 months.
Any data older than this will be left untouched. Please note: SoCalGas does not provide cost values, so
if you have cost data entered for dates during the previous 14 months you wish to preserve, download
your meter data into a spreadsheet (by downloading your entire Portfolio) prior to setting up Web
Services. You may then add your cost information back into Portfolio Manager. Future monthly updates
will not erase past cost data.

Monthly Updates

For meters that have been successfully validated, SoCalGas will update the meter with new entries as new
billing data becomes available, with the following exception:

e In certain cases 14 months of usage data will be provided to Portfolio Manager in a one-time data
transfer for the purposes of benchmarking only. These users will not receive monthly updates.

SECTION 4 | Changing Web Services Authorizations:

Share Additional Properties and Meters,
Share a New Meter, Remove Permissions, or
Re-Setting an Existing Meter Share

Sharing Additional Properties and Meters with SoCalGas’ Web Services

4.1

Once you are connected with SoCalGas you can share additional properties with SoCalGas in a
few easy steps. On the My Portfolio tab, under the Action column, select Share with Others
next to the property name you wish to share with SoCalGas.

MyPaortfolio Sharing Planning Reporting Recognition
Properties (9) Notifications (2) Wiew Al
Add a Property < 12046103 - Sharing reguest sent to Scuthem Califormia Gas Cancel | Clear
Company

= Demo Office Building_abridged - Sharing request sent to Southern
"~ Calfamia Gas Company
o 0
Source EUI Trend (kBtu/ft2)

Properties (3) Add a Proparty

200 ‘\‘\./p Filter by: | View All Proparties (3) 0 [seacn | -3"“*‘

Create Group | Manage Groups

Name * Action
et [Twantto...
O o03 2o0s 2007 2a08 2011 2m3
Campus Office Building [Twantte.. &
Total GHG Emissions Trend (Metric i | Iwant to. v
Tons CO2e) = "
Demao Hotel | 1'want to... s
3 Ak b S )
Dema Office Building_Final ¥ lwantto..
Add/Edit Bills
T 0 Difice Building abrids Update Use Details
Sat Coals
] Share with Others
- Dema Upload Building Add to a Group
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4.2 Next, follow the step-by-step instructions beginning in Section 3.8 to connect the additional property and its
meters with SoCalGas’ Web Services. Finish making your additions, then click “Apply Selections &
Authorize Exchange”. The pop up window will close. Then, click “Share Property(ies)” to finalize your
new share.

Authorizing Additional Meters

4.3a If you added a new gas meter to a property in Portfolio Manager which is already set up for Web Services
data exchange with SoCalGas, using these directions you can share this additional meter with SoCalGas.
From the Sharing tab, under the Action drop-down menu to the right of SoCalGas, select Edit Contact’s
Permissions.

MyPortfolio Sharing Planning Reporting Recognition

You have successfully shared/edited access fo your propertylies). If you shared properties, you will receive a notification when your contact has acceoted
ihe share. If you edited access to cument permissions, the edits have besn mads, no accepiance is required.

My Shared Properties Sharing Notifications (4) View Al

M <+ | 12048103 - Sharing requsst sent o Southen Caffomi Qae [E— (—
ompany
Share (or Edit Access to)
a Property < Demo Office Building_abridged - Sharing request sent to Scuthem Cancel | Clear

Califernia Gas Company
Download Sharing Report

Overview of Shared Properties Leam more about Sharing Properties

By Contact By Property
Fiter By: [ All Sharing Cantacts B |
- Properties We o
L] L]

Name + Organization Share Action

Southem California Gas Co Y 506 1 + lwantto.. .
(sca) - \iew Contact's Permissions

P “ @ s Edit Contact's Permissions
a0 l:l “ ) 0 &) Remove Contact’s Access to My Froperties

Share Properties With Contact

[[) This table represents people with whom you share at least one property, edther because you shared one with them, 1
rave access 1o another person's property. For complete sharng mformation, downiosd the Snaring Report for your portfalio.

4.3b When the page refreshes, you will see the screen called Edit Sharing Permissions.
First (1) click on the blue Edit link highlighted below; a pop up window will open. Follow the step by step
instructions in Section 3.8 to authorize a data exchange for your new meter, then click “Apply Selections &

MyPortfolio Sharing Planning Reporting Recognition

Edit Sharing Permissions wew Who gets to Share Forward?

The table below lists your property (ies) and the type of access you have granted to each person. You

may make any necaszary edits and click "Edit Permissisns". Full Access - Automatcaly nowudes "Snare Forward!

rights
Fead Only - Automatca 'y does MOT noude “Snars
Forward® rights

Custom - You dec de, along wih the ndvdua
permissions for property, meter, goa's and recognition
eSS ONE.

Data Exchange -You decde, aong wih the ndv dua
permissions for property, meter, goa's and recognition
DTS5 ONS.

Sort by: | Property Name & |

Read Only

MName (1D} i — Full Access Custom Access Excha

Demo Office Building_abridged (I636980)

Sguthem Califormnia Gas Company
Edit Permissions |

24



Authorize Exchange”. The pop up window will now close. Second (2) finalize your changes by clicking on
Edit Permissions.

A green banner confirms that you have successfully edited your sharing permissions.

MyPortfolio Sharing Planning Reporting  Recognition
| You have successfully edited these sharing permissions ﬂ
My Shared Properties sharing Notifications (0)

Removing Permissions for Specific Properties and/or Meters

4.4 From the property profile Summary tab, under the Action drop-down menu for SoCalGas, you have several
options, including “Edit Contact’s Permissions” or “Remove Contact’s Access to My Properties”.

4.4a To stop sharing your property and all associated meters with SoCalGas, select Remove Contact’s Access
to My Property.

Summary Details Meters Goals Design

Property Profile Notifications (0)

‘You haven't created a profile far your property yet. You have no new notfications.
Profiles are a way to supplement the information in

Portfalio Manager with additional information about

your property, including a photo.

Create Profile Data Quality for this Property
The metrics that Portfolio Manager calculates depend on your use details and your
energy bills. The data quality checker inspects the information you have entered to
Source EUI Trend (kBtu/fi?) identify possible errors. If a property is shared with you as "Read Only,” you will not
‘be able to run the Data Quality Checker.
Date checker last run: N/A

Result: Mot Checked ! Bun Check Now!

Sharing this Property

003 D05 0T 2008 201 201;
3 People Have Access to this Property =, Share
Name = Permissions *  Action
Total GHG Emissions Trend (Metric Tons Wiark Jewsl )
Property Data Administrator | want to... ¥
CO2e) (EEFG_MTJ_ENERGY) [fwantto.. 4]
:
Shared by Mark Jewel [fwantto.. 4]

LCompany
(PACIFICGASELECTRIC)

Souther California Gas )
- : aia: Pending J lwant to

Company rael -

(5C6) Shared by Mark Jewsll View Contact's Permissions

Edit Contact's Permissions
Remove Contact's Access to Property

Share Properties With Contact
200 2005 2007 2008 2011 2013 =

A pop-up window will confirm that you want to remove SoCalGas’ access for this site. Click Continue.

Q

You have chosen to remove Southern Califomia Gas Company's ascess to Dema Office
Building abridged. If you continue, this proparty will be removed from their account and in

order for them to re-gain access you will have to ne-share the property with them. Are you sure
that you want to remove Southern California Gas Gompany's access to Dema Office
Building_abridged?

A green banner will confirm that you have stopped sharing your building (and associated meters) with
SoCalGas. No new meter data will be uploaded from SoCalGas for this site going forward. Existing meter
data previously uploaded into Portfolio Manager from SoCalGas will not be removed, however.
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MyPortfolio Sharing Planning Reporting Recognition

You have successfully removed Southern California Gas Company's access fo your properfies. To restors access, shars these properties agan.

My Shared Properties DI L L

(0) You have no new nofifications.

To remove SoCalGas’ access to individual meters, select Edit Contact’s Permissions.

Summary Details Meters Goals Design

Property Profile Notifications (0)

You haven't created a profile for your property yet. You have na new nofifications.
Frofiles are a way to supplernent the information in

Portfalio Manager with additional information about

yaur property, including a phota.

Lireate Profile Data Quality for this Property
The metrics that Portfolio Manager calculates depend on your use details and your
energy bills, The data quality checker inspects the infarmation you have entered to

Source EUI Trend (kBtu/ft3) identify possible erors. If a property is shared with you as "Read Only,” you will not
foe able to run the Data Quality Checker.

Date checker last run: N/A

RAesult: Mot Checked J Bun Check Now!

Sharing this Property
003 2005 2007 2008 2011 2013 2 P
3 People Have Access to this Property m
MName +  Permissions +  Action
Total GHG Emissions Trend (Metric Tons P i
Property Data Administrator | want to...
Coze) (EEFG_MTJ_ENERGY) [ {wan
Pacic G Elociri )
Company | Iwant to...
[PACIFICGASELECTRIC)  rared by Mark Jawell
Pending ¥ lwantto...
(5CG) Shared by Mark Jewell View Contact's Permissions
Edit Contact's Permissions
7 Remove Contact's Access to Property
Share Properties With Contact
2003 2005 2007 2008 2011 2013 —

The next screen you'll see is called Editing Sharing Permissions. Click on the word Edit.

MyPortfolio Sharing Planning Reporting Recognition

Edit Sharing Permissions wew Who gets to Share Forward?

The table below lists your proj ies) and the of access you have granted to each n. You
may make any nmv;y ;ﬂ::nh; lc:li:;.ll( “Edit F'at:npi:sinns'. v g peree F‘;mm - Automatically inciudes "Snare Forward®
n
Fead Only - Automatca 'y doss MOT noude “Share
Forward® rights
‘Custom - You dec de, along wih the ndvidua
permissions. for property, meter, goals and recognition
e 55 ons.
Data Exchange -You dec de, 2ong wih the ndv dua

parm a5.0ns for property, meter, goa's and recognton

DETm 35008
Sort by: [ Propery Name § |
Read Only
Name (ID} None A Full Access Custom Access | Excha ta
Demo Office Building_abridged (3636380)
Southemn California Gas Company ® Edit
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For gas meters you would like to remove from SoCalGas’ access, change the permissions level from FULL
to NONE. Then scroll down and click “Apply Selections & Authorize Exchange” button. This pop up
window will then close.

Select Exchange Data Access Permissions to Demo Office Building abridged for Southern California Gas
Company.

benchmarked because of
AB11037 [¥/N]:

Angwer [Y] if you are requestng data for this property 10 comply win AB1103.; 1 - 1 Characters More Informasion

ooty -

meter updates? [Y/M]:
Answer [Y] if you reguire S0G 10 update the meters for this property.; 1 - 1 Gharacters More Informasion

Please select the permission level you would like to grant = E for Deme Office Building abridged for each category. If
"None” is selected for all items, Sowthemn California Gas Comparny will not receive any access 1o this property.

Item None | ead Only e Bill Account Numberi Last Bill Amount2
Access Access
Property Infarmation &

All Meter Information A
B7E54324 B |zo12345878 | |[122.45

Be sure to finish up by clicking on the Edit Permissions button to finalize the change.

MyPortfolio Sharing Planning Reporting Recognition

Edit Sharing Permissions ww Who gets to Share Forward?

The table balow lists your property [ies) and the type of access you have granted to sach persan. You

may make any necessary edits and click "Edit Permizsions’. Full Access - Automatica y ncudss 'Snare Forward’

rigrts
Read Only - Automatca y does MOT noude “Share
Forward® rights

‘Custom - You decde, aong wih the ndvidua
permigsiona for property, meter, goals and recognition
permissions.

Data Exchange -You decde, aong wih the ndvidua
permissions for property, meter, goa's and recognition
permissions.

Sort by: [ Property Name 3 |

Read Only
Mame (ID) None Ac Full Access Custom Access | Exchange Data
Demo Offica Building_abridged
Southern Califomia Gas Company & Edi

‘ —

A Green banner confirms that you have successfully edited you meter sharing permissions.

MyPortfolio Sharing Planning Reporting  Recognition

‘ You have successfully edited these sharing permissions.

My Shared Properties sharing Notifications (0)

Note: For unshared properties and meters: If you have stopped sharing your individual meter or entire
property with SoCalGas, going forward SoCalGas will no longer provide any use data, but any existing
meter entries will not be removed from Portfolio Manager. Additionally, your contact Connection with
SoCalGas will still be preserved.
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Re-Setting an Existing Meter Share

4.5

4.5a

If you have an existing meter share with SoCalGas that is no longer uploading data, or if you made a

mistake when setting up a meter share and the share did not go through properly, use the following steps to
fix your existing meter share. Note: Do NOT use the “Edit My Contact’s Permissions” option to adjust
an existing meter share because SoCalGas will not “see” your edits, even though your changes will
appear to have taken effect in Portfolio Manager. To Re-Set an existing meter share tofix an issue, there

three steps required: (1) un-share the property and its meters with SoCalGas, (2) make your edits (for
example change your meter name to the 8 digit meter number), (3) then set up a brand new share of the

property and its meters with SoCalGas using the correct information.

Step 1. Stop sharing your property and all associated meters with SoCalGas by selecting Remove

Contact’s Access to Property from the Summary tab of Portfolio Manager.

A pop-up window will confirm that you want to remove SoCalGas’ access for this site. Click Continue.

Summary Detalls. Metars. Goals

Property Profile

You haven't created a profile for your property yet
Profiles are a way to supplement the information in
Portfolio Manager with additional information about
your praperty, including a photo.

Cireats Profile

Source EUI Trend (kBtu/ft?)

Total GHG Emissions Trend (Metric Tons
CO2e)

Notifications (0)

You have na new notifications

Data Quality for this Property

The metrics that Portfolio Manager calculates depend on your use details and your
energy bills. The cata quality checker inspects the information yau have entered to
identify possible erars. If a progerty is shared with you as "Aead On'y.” you wil nat

be able to run the Data Quality Checker.

Date checker last rum: N/A

Result: Not Checked ! Bun Check Now!
Check Data Quality

Sharing this Property
3 People Have Access to this Property « Share
Name < Permissions ¢ Action
Mark Jewell T S

Proparty Data Administratar ®
(EEFG_MT._ENERGY) [Twantte.. &)
Eacific Gas and £ !
Company . . . | Twant to... %)
(PACIFICGASELECTRIC) Shared by Mark Jewell —

Lompany
(8CG)

K

-

You have chosen to remove Southern Califomia Gas Company's access to Demo Office
Buailding abrdged. If you continue, this proparty will be removed from their account and in

hange Data: Pending
Shared by Mark Jewell

¥ lwantto...
View Contact’s Permissions
Edit Contact's Permissions

/ ___ Remove Contact’s Access to Property

Share Properties With Contact

]

order for tham to re-gain access you will have to ne-share the property with them. Are you sure
that you want to remove Southern California Gas Company's access to Demao Office

Building_abridged?

=

A green banner will confirm that you have stopped sharing your building (and associated meters) with
SoCalGas. No new meter data will be uploaded from SoCalGas for this site going forward. Existing meter
data previously uploaded into Portfolio Manager from SoCalGas will not be removed, however.

MyPortfolio

Sharing Planning

Reporting

Recognition

You have successfully removed Southern California Gas Company's access to your properties. To restore access, share these oroperties again.

|

My Shared Properties
(0)

Sharing Motifications (0)

You have no new notifications.
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4.5b

Step 2. Make your edits as necessary. For example, if you need to change your meter name to the 8 digit
meter number, go to the Meters tab for the property you are working on, and select Edit Basic Meter
Information. Note: If your error did not involve the meter number, go directly to step 3, in Section 4.5c.

Summary Detalls Matars Goals Deslign

Energy Meters (2)
Energy & Water Consumption

Manage/Enter My Bills Add Ancther Meter
Most Recent -
Nama «  Energy Type * Bill Date *  Action
Meters for Performance 12046103 Natural Gas 14/23/2013 J lwantto...
Metrics Edit Basic Meter Information
gl . : : View/Add Bills {i.e., meter consumption)

Electric Grid Meter | Electric - Grrid 12/22/2013

View/Edilt Configuration et = Delete Meter

Change your meter name by typing the 8 digit meter number into the Name text field shown below, then click Save
Changes.

4.5c

Edit 12046103 for Demo Office Building_abridged

Basic Meter Information 4

- ‘ The
(ar | 12046103 ol
Type: Matural Gas ot

Ma
Units: .| therms 2

If you change the units, Portfolio Managsr will not corvert the
quantity on eny bills you have aready entered to the naw units. Any
adts 1o units assumes that all quantities entered (pas:, prasent and
future] are n the units selected. This canfwill affect metric
calculations that use this meter.

Cate Meter became Active: 1172011 E

# Still In Use

Date Meter bacame Inactive: l:l

Save Changes [+ %™

Step 3. Set up a new share with SoCalGas for the property and its meter(s). Follow the steps outlined in
Sections 3.7 through 3.10 carefully, making sure to enter all details correctly, such as the account number

and last bill amount. You may find when you get to the step in 3.9b where the pop-up window opens that the
numbers you entered on your first attempt to share the property and its meter(s) are still there. If you do see

your old data, be sure to fix any errors in the account number or last bill amount. If these fields are blank

when the pop-up window opens, fill them out again carefully. Be sure to select the permissions levels exactly

as described in Section 3.9b and 3.9c, and then save your selections as described in Sections 3.9d and

3.9e. You should see a data upload from SoCalGas within one business day. If you still do not see use data

in your meter(s), or if you know you made a data entry error, repeat the un-share/re-share steps described
here in Section 4.5, correcting any inaccuracies in data entry or permissions levels chosen.

SECTION 5| Troubleshooting

Issue #1:

| enrolled my building in SoCalGas’ Web Services and it’'s been more than one business day. However, my
energy data still hasn’t been uploaded to Portfolio Manager.

Solution #1:

29



Omitting one or more of the steps below will cause SoCalGas’ Web Services system to be unable to process your
request to upload energy data. After carefully completing all of these steps, you should see your energy use history
uploaded within one business day.

1. Make sure all of your "Meter Name" fields on the Meter tab are populated only by active SoCalGas meter
numbers, (not a name like “Gas Meter 2" Floor”). Meter numbers should be entered using leading zeroes so
they contain 8 digits.

2. When submitting your connection request to SoCalGas, read the terms of use and checkmark the "l agree to my
provider's terms of use" box. Then press "Send Connection Request".

3. When you initiate sharing the property(ies) of interest with SoCalGas, choose “Exchange Data” level of
permissions.

4. In the pop-up window entitled “Select Data Exchange Access Permissions”, fill out all fields marked with a red
asterisk. Be sure to choose Read Only Access on the Property itself, and Full Access for each Meter you are
setting up in Web Services. Leave Permissions Levels for any electric meters set to None. Add only the first ten
digits of the Bill Account Numbers, and add Last Bill Amounts with both dollars and cents. When everything is
entered correctly, press “Apply Selections & Authorize Exchange”.

5. When the pop-up window closes, you must then click on “Share Property(ies)”.

6. A sample bill is included below to help you find the required data:

a. SoCalGas Account Number (Use only the first 10 digits. Drop the very last digit.)
b. SoCalGas Meter Number (must be an active meter)
c. Last Bill Amount (Total amount of last bill, including any late fees or credits)

USE ONLY THE

FIRST TEN DIGITS

- d === | (F1yEACCOUNT

A g,s?m:'w MONTEREY PARK GA 81754-5207 NUMBER! Drop
the Last Digit.

Account Summary

Previous Balance - Unpaid Amount Due Now

Payment Received o1/2511 THANK YOU - 264,63 AMOUNTDUE  $75.01 I
Cuyrrent Charges +75.01

Total Amount Due . $75.01

Gas Usage History (Total Therms used)
Current Charges »

CimateZone: 1 Baseline Allowance: 56 Therms b i
Meter Number: 12045103 BVext scheduled read date Mar 17 2011) Cycle: 10 "
'

Canrant. Pravious

Blling Period Dwys  Fueding - Resdng = Difierence x Billlng Factor = Tota Theras
- » Feb 10 Jam 11 Feb 11
01131 - 021511 33 5369 5328 m ) _OQBB 0 Tol Thermeeed 11 0
Duily average Theims 40 48 21
GAS CHARGES L] Days In tilling oycle o » 3
Customer Charge 33 Days x §.16428 5.42
Gas Service (Defals below) 70 Therms Meed halp paying your SoCzlGas bill? You
may quallly for available assistance. Visit
Baie L socalgas. comfexirahelp/,
Tharms ussd 55 14
RaalTharm 8 76911 $1.01928 @ Seal leaky air ducts and w‘eallrer—stnp e
= drafty doors and windows to help keap
craray $43.07 ML 57.34 heated air inside your home this winter.
Total Gas Charges $62.76 Look for more energy-saving tips at
TAXES & FEES ON GAS CHARGES Amountif) socalgas.com. I
State Regulatory Fee 70 Therms x $.00068 .05 -
Public Purpose Surchargs 70 Therms x $.07687 5,38
Los Angeles City Users Tax $66.19 x 10.00% 6.62

FYrET]

tal T
‘ ( Total Current Charges 3?5.01) _—

The Gas Company’s gas commodty cosf per therrm
for your biling period.

Feb......... $.47380 Jan o §.401386
PLENSE KEEP. N P T e rermrwta g e o e e e e e b Ah Rt ek S —
Nt L 2
Save Paper & ACCOUNT NUMBER DATE DUE Mar 10, 2011 g
—Peatags 987 554 3210 3 :
PAY ONLINE
T W socalgas om AMOUNTDUE  §75.01 F
Ga:
:":“m' A gsrmll"a Energy ™ Placssa enler amound anclosad,
Flooss enler amaup ancloasd. |

If energy data is still not uploaded within one business day, you may be requesting data for a “closed” account.
SoCalGas is unable to provide energy use history for closed accounts at this time.
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For additional help with the SoCalGas Web Services system, contact the help desk
at SCGBenchmarking@semprautilities.com.

Solution #2

Remove the check digit from the account number (the very last number of the account number should not be
included). The account number seen below would be correctly added to Portfolio Manager as 9876543210.

ACCOUNT NUMBER 987 654 3210 3
SERVICE FOR

JOHN Q PUBLIC
1801 § ATLANTIC BLVD
MONTEREY FARK CA 91754-5207

Issue #2:

| forgot to add a meter to my Portfolio Manager record, and | already set up Web Services. What should | do?
Solution:

If you need to add a meter after setting up Web Services, you can still set up a data upload for this meter. Add the
meter following the steps described in Sections 2.9 through 2.12. Then, share the meter with SoCalGas as shown in
Sections 4.3a and 4.3b. Don't forget to configure your new meter, as shown in Issue #5.

Issue #3:

SoCalGas’ Web Services uploaded my energy use history, but | still haven’t received my benchmark score
from Portfolio Manager.

Solution:

There are many reasons why your facility may not have a rating. The best way to find out why is to click on the link
that says “N/A” next to the facility name, where the score would otherwise appear. Reasons will be displayed.

Also, evaluating your data by running the Data Quality Checker can identify issues with your record. This helpful tool
is found on the Summary Tab of Portfolio Manager.

For additional assistance with Portfolio Manager and your benchmark score, visit the Frequently Asked Questions
page here http://energystar.supportportal.com/, contact the EPA’s Help Desk at buildings@supportportal.com, or call
the ENERGY STAR Hotline from 9:00 am - 5:00 pm EST at (888) STAR-YES / (888-782-7937) or 703-412-3086.

Issue #4.

| am faced with the prospect of requesting last bill amount information from all of my tenants. Is there any
other way to get the energy use from these tenant-billed meters added to Portfolio Manager?

Solution:

There is another way to get the site energy use data you need. You can initiate a data transfer into your Portfolio
Manager account, or receive use data in a spreadsheet from SoCalGas, without having the Last Bill Amount from
each tenant’s account. You will need to ask each tenant to fill out and sign the following form:
http://www.socalgas.com/documents/business/benchmarking/cisr-form-8206.pdf

You will also need to sign this document. Your tenant will want to have the service account address and service
account number for all accounts in his or her name handy in order to fill out this form completely.

Once the document is filed out and signed by both parties, submit it to SoCalGas in one of the following two ways:

1) Email to: SCGBenchmarking@semprautilities.com
2) Mail to: Benchmarking, 555 W. Fifth Street, MLGT19A8, Los Angeles, CA 90013
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IMPORTANT: If you want to have SoCalGas upload your data into Portfolio Manager, make sure your tenant checks
the box reading “EPA Benchmarking” (authorizes usage information to be uploaded into the EPA’s ENERGY STAR
Portfolio Manager) when they fill out this form. Please note: You will still need to share your property and meters with
SoCalGas in Portfolio Manager. When you fill out the pop-up window described in detail in Section 3.9, follow all the
directions as listed, BUT leave the account number and last bill date blank, as shown below:

r -
<]
Select Exchange Data Access Permissions to Demo Office Building abridged for Southern California Gas
Company.
Is this property being « [y |
benchmarked because of
ABT103T [YN]:
Angwer [Y] if you are reqguesting data for this preperty 1o comply with AB1103.; 1 - 1 Characters Mora Informasion
Do you require maonthly * [y |
meter updates? [Y/N]:
Answer [Y] if you require 800 10 update the meters for this property.; 1 - 1 Characters More Information
Pleasa salect the parmission level you would like to grant Southern Caffornia Gas Company for Demo Office Building abridgad for each category. If Al
“MNone" is selected for all terms, Southern California Gas Company will not receive any access 1o this property.
ltem None | ead Only s Bill Account Numbar Last Bill Amount2
Access Access i
Proparty Information -

All Meter Information

87654321 (- [ 11 D

Issue #5:

| got distracted when | was adding my building to Portfolio Manager, and | forgot the step “Configure my
Meters”. Now I'm getting this error: “ | did add
meters to my property. Why doesn’t Portfolio Manager recognize them?

Solution:

You can go back later and complete the Meter Configuration step you missed. To associate a meter or meters with
your property, go to the Meters tab and select "View/Edit Configuration” under Meters for Performance Metrics. Then
check the boxes next to all meters which account for the total energy use for your site. These are the meters that
should be included in calculations for the site’s performance metrics. This step is part of the process because there
may be one or more sub-meters at the site which track use only for the purposes of billing a tenant for example, and if
counted would represent a redundancy. Portfolio Manager allows you the power to select which meters to count
toward the site’s total energy use, so you can leave out any redundant meters that should not be included in the site’s
performance metrics calculations.

Meters to add to Total Consumption for Metrics for Demo Office Building_abridged

Tell us which meters ta include when caloulating the total usage for this property so that we can provide you with the most accurate metncs possible.

Property Totals

Energy Meters
@ Check the boxes for the meters that should be included in the energy metrics:

Meter Name
< | 12046103
# | Eleciric Grid Meter

Total of 2 energy meter(s). Tall us what these metar(s} measure:

% These meter(s) account for the total energy consumption for this property.
These maten(s) do not account for the total energy consumption for this property.
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SECTION 6 | Frequently Asked Questions (FAQs)

How do | handle net energy meters and on-site generation in Portfolio Manager?

All energy used by a building must be entered in Portfolio Manager, including on-site generation. If your on-site
generation (e.g., solar, wind, etc.) is grid-connected, then it will have a “net energy meter”. You will be billed by the
utility only for the difference, or net amount (energy consumed less energy generated). For example:

o If the building uses 1000 kWh and generates 400 kWh, the net amount billed will be 600 kWh.

The meter data entered into Portfolio Manager via Web Services will reflect only this net amount. The utility grid
meter populated via web services does not record the output of the on-site system. Portfolio Manager requires that
sites using net energy meters enter two separate meters:

e One meter for On-Site Generation: This is the amount generated by the on-site system. The utility does not
have this data; you will need to collect it from the on-site monitoring system or inverter readings and enter the
data manually. In the above example, the amount entered for this meter should be 400 kWh.

e One meter for Grid Purchase: This is the amount of electricity consumed by the building in addition to the on-
site generation. This is the amount purchased from the utility and can be found on your monthly billing statement.
Web Services can be used to add data for this meter so that the usage is automatically uploaded on a monthly
basis.

Because Portfolio Manager calculates scores using source energy, renewable energy generated at the building will
result in a higher ENERGY STAR score than the same quantity (kWh) of energy purchased through the grid. More
information on On-Site Renewable Energy is available in the Portfolio Manager Online Help.

How can | improve my ENERGY STAR® score?
SoCalGas wants to help you improve your score!

Learn about the many programs that can help you save energy and money by visiting SoCalGas’ For My Business
web page or by calling our Business Customer Service line at 800-427-2000. Energy Efficiency programs featuring
rebates, services, training, and financing for new high efficiency equipment are just some of the options SoCalGas
offers to help you reduce waste, save energy, and save money.

Where can | get more help?
SoCalGas offers in-person benchmarking training sessions to help you get up to speed with Portfolio Manager.

Check the SoCalGas online training calendar to register for an upcoming event.

For additional information contact the help desk at SCGBenchmarking@semprautilities.com.

Helpful Web Sites
SoCalGas’ Benchmarking page:

http://socalgas.com/for-your-business/energy-savings/benchmarking.shtml

SoCalGas’ For My Business Web page:
http://socalgas.com/for-your-business/
ENERGY STAR Portfolio Manager Login page:

www.energystar.gov/portfoliomanager
EPA Portfolio Manager FAQs:

http://portfoliomanager.supportportal.com/ics/support/KBSplash.asp

California Energy Commission (CEC) FAQs:
http://www.energy.ca.gov/ab1103/

Some material displayed herein is used by license or permission.

The name ENERGY STAR, the ENERGY STAR mark, the name Portfolio Manager, and the Portfolio Manager logo are all
registered trademarks owned by the U.S. Environmental Protection Agency.

SoCalGas® is a registered trademark of Southern California Gas Company, a subsidiary of Sempra Energy®.

© 2014 Southern California Gas Company. All rights reserved. This program is funded by California utility customers and
administered by SoCalGas under the auspices of the California Public Utilities Commission.
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	Instructions for Using ENERGY STAR® Portfolio Manager® and Southern California Gas Company’s Web Services
	/
	This document is a quick-start guide for entering your property into Portfolio Manager® and enrolling in Southern California Gas Company’s (SoCalGas®) Web Services. For additional help, we suggest you refer to resources on the SoCalGas Benchmarking webpage, the Portfolio Manager Overview, and Portfolio Manager Online Help website. 
	SECTION 1  |  How to Register a Portfolio Manager Account 
	1.1 Go to the ENERGY STAR® Portfolio Manager® Login page (www.energystar.gov/portfoliomanager) and click  Sign Up.  If you already have a User Name and Password, enter it below.
	/
	1.2 Fill out the required information (fields marked with a red asterisk) and click Create My Account, which appears at the bottom of the screen, after the security questions used to recover your account. 
	/
	/
	/
	Note: Portfolio Manager’s default is to enable others to search for your account to facilitate connecting with others. You won’t want to change this Searchability in Portfolio Manager default setting if you intend to enroll in SoCalGas’ web service.
	1.3 On the Portfolio Manager log in page (www.energystar.gov/portfoliomanager), enter your User Name and Password and click Log In. You will be brought to the My Portfolio tab. The My Portfolio tab displays a summary of the properties in your portfolio.
	To benchmark your facility in Portfolio Manager, you will need to create a profile that has basic information about the property, how it is used, and the energy meters serving it.
	2.1 Add a property by clicking Add a Property on the My Portfolio tab.  You can also upload multiple properties by clicking the hyperlink at the bottom of the screen.
	2.2 Enter your property’s primary function, number of buildings, and construction status. Then click Get  Started!
	2.3 Enter the property’s name, address, and other general information and click Continue. 
	TIP: Make sure the city name is accurate and spelled correctly – mistakes may cause an error in connecting with SoCalGas’ Web Services.
	2.4 Enter the specific information on how your building is used. The fields required will depend on the selection made in Section 2.2 for the building’s Primary Function.  
	 For example, if you indicated your building’s Primary Function is Office, you would be asked to supply the Gross Floor Area, Weekly Operating Hours, Number of Computers, Number of Workers on Main Shift, Percent that can be Heated, and Percent that can be Cooled. If you indicated that your building had a Data Center or Parking, additional fields pertaining to these uses would also be required.  Some space attributes, like “Gross Floor Area,” are always required. Others may give you the option to “Use Default Value” (which inserts the national average for that attribute) or “Temporary Value” (which is your estimated value for that attribute) until you can collect and enter actual data for your facility. You can also rename the primary property use by clicking Edit Name next to Office Use, at the top of the next page in this example.
	TIP: To get detailed descriptions of each space and its space attributes, click the Help link at the top right corner of the screen, select Search the Knowledge Base, then Property Types on the left-hand side menu. This will give you the definitions of each space type and attribute, default values, and answers to Frequently Asked Questions.
	Adding Another Type of Use
	Portfolio Manager uses the term “Type of Use” to characterize the various spaces within a building. Your building may have one or more property use types. For example, an office building might have occupied office space, a computer data center, and parking. Each of these should be entered as a separate “Type of Use” and will require different information. If more than 10% of a building’s gross floor area is vacant, the vacant square footage should be described as a distinct space type. Links to more information on how these space types are defined can be found in the Portfolio Manager Online Help section.
	2.5 To add another space to your facility, click Add Another Type of Use and select the type of space you would like to add. Complete the required fields just as you did in Section 2.4.
	2.6 Continue with the procedure described in Section 2.5 until your building’s gross floor area is completely  entered. Make sure the sum of all spaces is equal to the total gross floor area of the facility. To finalize  your entries, click Add Property.  
	2.7 After saving your entries, you will see a green bar at the top of the Summary tab, confirming you have successfully created your property.  The next section will provide the steps to set up your building’s energy meters.
	Setting up Energy Meters
	You will need to add an Energy Meter to your property profile for each meter serving the building. For SoCalGas meters that you are signing up for Web Services, add one meter per Account Number/Location ID number. Refer to section 3.11 for help with locating the Meter Number, Account Number, or Location ID on your SoCalGas bill.
	2.8 To add a meter, you can either click the “add energy use information” link in the green bar, or click on the  Meters tab. Either choice will take you to the meters tab.
	2.9  Once you are on the meters tab, click Add Another Meter. 
	2.10 Indicate the sources of your property’s energy. As you select different fuels, additional fields will appear. Indicate how many gas meters you have under your SoCalGas account. After you have filled out the required information about the meter(s), click Get Started.  
	Note: You may also track your property’s water usage, but it is not required to benchmark your property, and site water consumption will not factor into your benchmark score.
	2.11 Indicate the Units for each fuel type by double-clicking in the appropriate field and selecting the correct units in the drop-down menu that appears.  Then, enter the date the meter was first billed for each meter, which is normally the date the building was built. For SoCalGas meters you plan to connect via Web Services, it will be important to rename your meters as follows: name each meter using only the full 8 digit meter number, with no additional text either before or after the meter number. Then click Continue.  
	Note: For SoCalGas meters, the units selected for gas use should be therms.  
	2.12 To add monthly meter entries manually, select Click to add an entry. You will then need to enter the billing Start Date, End Date, and Usage for each month. Adding cost data is optional. Instead of adding data manually, you can upload an Excel spreadsheet to add multiple meter entries at once using the link at the bottom of the screen.  However, if you intend to use SoCalGas’ Web Services to upload your meter’s historical data and usage automatically going forward, simply click Finish Meter Set Up.
	2.13  Indicate which meters should be used to calculate your building’s energy metrics and whether or not the selected meters account for the building’s entire energy consumption. Note: This important step is also often referred to as “configuring your meters”. After you have made your selections, click Apply Selections.
	2.14 The Summary tab will show a green banner at the top, confirming you have successfully associated your meters with your property. 
	Before enrolling in SoCalGas’ Web Services, make sure that:
	 All of the meters accounting for the building’s total energy consumption have been added to the property profile.
	 You have collected the numbers you need for each meter. You will need your 8 digit meter number, your 10 digit billing account number (drop last digit), and the Total Cost amount (including cents) from your latest bill.
	 All of your gas meters have been named using only their full 8 digit meter number, with no additional text either before or after the meter number. If this is not done, go back and rename your meters prior to sharing them with SoCalGas.
	 The city name is spelled correctly in the address for each property.
	 Any manually entered meter data has been downloaded into Excel and saved if historical meter data from SoCalGas is desired. (Web Services will write over existing data, and will remove all data relating to cost.)
	3.1 To set up Web Services, the first step is to connect with SoCalGas as a contact. Click on the Contacts link at the top right hand corner of the page. 
	3.2 This takes you to your My Contacts list. Click Add Contact.
	3.3a Search for SoCalGas by entering “Southern California Gas” as the Name. 
	Click Search. 
	3.3b After the page refreshes, “Southern California Gas Company, Program Advisor with SCG” will appear on the right-hand side of the page. Click “Connect”. 
	3.4 Next, carefully read all of SoCalGas’ Terms of Use.   Scroll down, read everything carefully, and agree to Southern California Gas’ Terms of Use. Finally, click Send Connection Request
	3.5 The top of the next page will show a green bar, confirming your connection request was sent to SoCalGas. Note: You are not yet connected to SoCalGas until they accept your request. You will receive a notification in Portfolio Manager when SoCalGas accepts your request. This process takes 24 to 48 hours. 
	3.6 After you have received notification that SoCalGas has accepted your connection request, the next step is to share your property(ies) with SoCalGas through your Portfolio Manager account. Go to the Sharing tab. 
	3.7 Click Share (or Edit Access to) a property as shown on this screen. 
	3.8 Next, make your choices under Select Properties to Share. Use the drop-down windows to choose the number of building(s) you would like to share with SoCalGas, and then indicate which specific buildings. Next, under Select People (Accounts) to Share With, highlight SoCalGas as the Account with which you would like to share. Lastly, under Permissions, select the setting for Exchange Data. Click Continue. 
	3.9a On the next screen, select the Exchange Data radio button as the permission level to grant SoCalGas. When you do, a pop up box opens, as seen in the next screen shot.
	 3.9b Enter either capital Y or capital N depending on your reason for requesting the data exchange, and whether you need monthly bills or not going forward. For Property Information select FULL Access. Note: This window is longer than it appears here. To see all fields you must scroll down.
	/
	3.9c Scrolling down, fill in the required fields. You will need the Bill Account Number (must be only ten digits, so drop the last digit), and the Last Bill Amount (include dollars and cents) for each meter. Select full access for each gas meter you would like to connect with SoCalGas. Note: The gas meter is named here as required, using only its 8 digit meter # as the meter name.
	(If you can’t get the last bill amount from your tenants, see Issue #4 in Troubleshooting, on p. 30.)
	Choose NONE for Goals, Improvements, & Checklists, as well as NONE for Recognition. 
	Leave all non-SoCalGas meters (like electric or water) set to NONE for level of access. 
	/
	3.9d Set the Share Forward permission level to NO, then in the bottom right hand corner, click on blue box reading “Apply Selections & Authorize Exchange. The pop up window will now close.
	3.9e Finally, it is very important that you select “Share Properties” to complete the process. Until you click “Share Property(ies)”, the selections you entered in the pop up window will not be submitted to SoCalGas.
	3.10  A green banner will appear at the top of the Sharing tab confirming the request submission. Your request should be processed within 1-2 business days. Each shared meter will receive either 14 months of historical data only, or 14 months of meter history plus monthly updates going forward, depending on your selections of Y or N in Section 3.9b.
	Past Meter Energy Data
	For meters that have been successfully shared, SoCalGas will populate 14 months of energy data for that meter, but NOT in the following case:
	 The meter or account number has existed less than 14 months (e.g., a meter in a new building, or a new tenant name on file as the customer of record).
	Existing Meter Energy and Cost Data
	 SoCalGas’ Web Services will overwrite existing meter entries for dates during the previous 14 months. Any data older than this will be left untouched. Please note: SoCalGas does not provide cost values, so if you have cost data entered for dates during the previous 14 months you wish to preserve, download your meter data into a spreadsheet (by downloading your entire Portfolio) prior to setting up Web Services. You may then add your cost information back into Portfolio Manager. Future monthly updates will not erase past cost data.
	Monthly Updates
	For meters that have been successfully validated, SoCalGas will update the meter with new entries as new billing data becomes available, with the following exception:
	 In certain cases 14 months of usage data will be provided to Portfolio Manager in a one-time data transfer for the purposes of benchmarking only. These users will not receive monthly updates.
	Sharing Additional Properties and Meters with SoCalGas’ Web Services 
	4.2 Next, follow the step-by-step instructions beginning in Section 3.8 to connect the additional property and its meters with SoCalGas’ Web Services. Finish making your additions, then click “Apply Selections & Authorize Exchange”. The pop up window will close. Then, click “Share Property(ies)” to finalize your new share.
	Authorizing Additional Meters
	4.3a If you added a new gas meter to a property in Portfolio Manager which is already set up for Web Services data exchange with SoCalGas, using these directions you can share this additional meter with SoCalGas. From the Sharing tab, under the Action drop-down menu to the right of SoCalGas, select Edit Contact’s Permissions.
	4.3b When the page refreshes, you will see the screen called Edit Sharing Permissions.
	First (1) click on the blue Edit link highlighted below; a pop up window will open. Follow the step by step instructions in Section 3.8 to authorize a data exchange for your new meter, then click “Apply Selections & Authorize Exchange”. The pop up window will now close. Second (2) finalize your changes by clicking on Edit Permissions. 
	    A green banner confirms that you have successfully edited your sharing permissions.
	Removing Permissions for Specific Properties and/or Meters
	4.4 From the property profile Summary tab, under the Action drop-down menu for SoCalGas, you have several options, including “Edit Contact’s Permissions” or “Remove Contact’s Access to My Properties”. 
	4.4a To stop sharing your property and all associated meters with SoCalGas, select Remove Contact’s Access to My Property.
	/
	A pop-up window will confirm that you want to remove SoCalGas’ access for this site. Click Continue.
	/
	A green banner will confirm that you have stopped sharing your building (and associated meters) with SoCalGas. No new meter data will be uploaded from SoCalGas for this site going forward. Existing meter data previously uploaded into Portfolio Manager from SoCalGas will not be removed, however.
	4.4b  To remove SoCalGas’ access to individual meters, select Edit Contact’s Permissions. 
	/
	The next screen you’ll see is called Editing Sharing Permissions. Click on the word Edit.
	For gas meters you would like to remove from SoCalGas’ access, change the permissions level from FULL to  NONE. Then scroll down and click “Apply Selections & Authorize Exchange” button. This pop up window will then close.
	Be sure to finish up by clicking on the Edit Permissions button to finalize the change.
	A Green banner confirms that you have successfully edited you meter sharing permissions.
	Note: For unshared properties and meters: If you have stopped sharing your individual meter or entire property with SoCalGas, going forward SoCalGas will no longer provide any use data, but any existing meter entries will not be removed from Portfolio Manager. Additionally, your contact Connection with SoCalGas will still be preserved.
	Re-Setting an Existing Meter Share
	4.5 If you have an existing meter share with SoCalGas that is no longer uploading data, or if you made a mistake when setting up a meter share and the share did not go through properly, use the following steps to fix your existing meter share.  Note: Do NOT use the “Edit My Contact’s Permissions” option to adjust an existing meter share because SoCalGas will not “see” your edits, even though your changes will appear to have taken effect in Portfolio Manager. To Re-Set an existing meter share tofix an issue, there three steps required: (1) un-share the property and its meters with SoCalGas, (2) make your edits (for example change your meter name to the 8 digit meter number), (3) then set up a brand new share of the property and its meters with SoCalGas using the correct information.
	4.5a Step 1. Stop sharing your property and all associated meters with SoCalGas by selecting Remove Contact’s Access to Property from the Summary tab of Portfolio Manager.
	A pop-up window will confirm that you want to remove SoCalGas’ access for this site. Click Continue.
	/
	A green banner will confirm that you have stopped sharing your building (and associated meters) with SoCalGas. No new meter data will be uploaded from SoCalGas for this site going forward. Existing meter data previously uploaded into Portfolio Manager from SoCalGas will not be removed, however.
	4.5b Step 2. Make your edits as necessary. For example, if you need to change your meter name to the 8 digit meter number, go to the Meters tab for the property you are working on, and select Edit Basic Meter Information. Note: If your error did not involve the meter number, go directly to step 3, in Section 4.5c.
	Change your meter name by typing the 8 digit meter number into the Name text field shown below, then click Save Changes. 
	4.5c Step 3. Set up a new share with SoCalGas for the property and its meter(s). Follow the steps outlined in Sections 3.7 through 3.10 carefully, making sure to enter all details correctly, such as the account number and last bill amount. You may find when you get to the step in 3.9b where the pop-up window opens that the numbers you entered on your first attempt to share the property and its meter(s) are still there. If you do see your old data, be sure to fix any errors in the account number or last bill amount. If these fields are blank when the pop-up window opens, fill them out again carefully. Be sure to select the permissions levels exactly as described in Section 3.9b and 3.9c, and then save your selections as described in Sections 3.9d and 3.9e. You should see a data upload from SoCalGas within one business day. If you still do not see use data in your meter(s), or if you know you made a data entry error, repeat the un-share/re-share steps described here in Section 4.5, correcting any inaccuracies in data entry or permissions levels chosen. 
	Issue #1:
	I enrolled my building in SoCalGas’ Web Services and it’s been more than one business day.  However, my energy data still hasn’t been uploaded to Portfolio Manager.
	Solution #1:
	Omitting one or more of the steps below will cause SoCalGas’ Web Services system to be unable to process your request to upload energy data.  After carefully completing all of these steps, you should see your energy use history uploaded within one business day.
	1. Make sure all of your "Meter Name" fields on the Meter tab are populated only by active SoCalGas meter numbers, (not a name like “Gas Meter 2nd Floor”). Meter numbers should be entered using leading zeroes so they contain 8 digits.
	2. When submitting your connection request to SoCalGas, read the terms of use and checkmark the "I agree to my provider's terms of use" box. Then press "Send Connection Request". 
	3. When you initiate sharing the property(ies) of interest with SoCalGas, choose “Exchange Data” level of permissions.
	4. In the pop-up window entitled “Select Data Exchange Access Permissions”, fill out all fields marked with a red asterisk. Be sure to choose Read Only Access on the Property itself, and Full Access for each Meter you are setting up in Web Services. Leave Permissions Levels for any electric meters set to None. Add only the first ten digits of the Bill Account Numbers, and add Last Bill Amounts with both dollars and cents. When everything is entered correctly, press “Apply Selections & Authorize Exchange”. 
	5. When the pop-up window closes, you must then click on “Share Property(ies)”.
	6. A sample bill is included below to help you find the required data:
	a. SoCalGas Account Number (Use only the first 10 digits. Drop the very last digit.)
	b. SoCalGas Meter Number (must be an active meter)
	c. Last Bill Amount (Total amount of last bill, including any late fees or credits)
	If energy data is still not uploaded within one business day, you may be requesting data for a “closed” account.  SoCalGas is unable to provide energy use history for closed accounts at this time.  
	For additional help with the SoCalGas Web Services system, contact the help desk at SCGBenchmarking@semprautilities.com.
	Solution #2
	Remove the check digit from the account number (the very last number of the account number should not be included). The account number seen below would be correctly added to Portfolio Manager as 9876543210.  
	Issue #2:
	I forgot to add a meter to my Portfolio Manager record, and I already set up Web Services. What should I do?
	Solution:
	If you need to add a meter after setting up Web Services, you can still set up a data upload for this meter. Add the meter following the steps described in Sections 2.9 through 2.12. Then, share the meter with SoCalGas as shown in Sections 4.3a and 4.3b. Don’t forget to configure your new meter, as shown in Issue #5.
	Issue #3:
	SoCalGas’ Web Services uploaded my energy use history, but I still haven’t received my benchmark score from Portfolio Manager.
	Solution:
	There are many reasons why your facility may not have a rating. The best way to find out why is to click on the link that says “N/A” next to the facility name, where the score would otherwise appear. Reasons will be displayed. 
	Also, evaluating your data by running the Data Quality Checker can identify issues with your record. This helpful tool is found on the Summary Tab of Portfolio Manager.
	For additional assistance with Portfolio Manager and your benchmark score, visit the Frequently Asked Questions page here http://energystar.supportportal.com/, contact the EPA’s Help Desk at buildings@supportportal.com, or call the ENERGY STAR Hotline from 9:00 am - 5:00 pm EST at (888) STAR-YES / (888-782-7937) or 703-412-3086.
	Issue #4:
	I am faced with the prospect of requesting last bill amount information from all of my tenants. Is there any other way to get the energy use from these tenant-billed meters added to Portfolio Manager?
	Solution:
	There is another way to get the site energy use data you need.  You can initiate a data transfer into your Portfolio Manager account, or receive use data in a spreadsheet from SoCalGas, without having the Last Bill Amount from each tenant’s account. You will need to ask each tenant to fill out and sign the following form: 
	http://www.socalgas.com/documents/business/benchmarking/cisr-form-8206.pdf 
	You will also need to sign this document. Your tenant will want to have the service account address and service account number for all accounts in his or her name handy in order to fill out this form completely.
	Once the document is filed out and signed by both parties, submit it to SoCalGas in one of the following two ways:
	1) Email to: SCGBenchmarking@semprautilities.com 
	2) Mail to:  Benchmarking, 555 W. Fifth Street, MLGT19A8, Los Angeles, CA 90013
	IMPORTANT: If you want to have SoCalGas upload your data into Portfolio Manager, make sure your tenant checks the box reading “EPA Benchmarking” (authorizes usage information to be uploaded into the EPA’s ENERGY STAR Portfolio Manager) when they fill out this form. Please note: You will still need to share your property and meters with SoCalGas in Portfolio Manager. When you fill out the pop-up window described in detail in Section 3.9, follow all the directions as listed, BUT leave the account number and last bill date blank, as shown below:
	Issue #5:
	I got distracted when I was adding my building to Portfolio Manager, and I forgot the step “Configure my Meters”. Now I’m getting this error: “You do not have any meters associated with your property.” I did add meters to my property. Why doesn’t Portfolio Manager recognize them?
	Solution:
	You can go back later and complete the Meter Configuration step you missed. To associate a meter or meters with your property, go to the Meters tab and select "View/Edit Configuration” under Meters for Performance Metrics. Then check the boxes next to all meters which account for the total energy use for your site. These are the meters that should be included in calculations for the site’s performance metrics. This step is part of the process because there may be one or more sub-meters at the site which track use only for the purposes of billing a tenant for example, and if counted would represent a redundancy. Portfolio Manager allows you the power to select which meters to count toward the site’s total energy use, so you can leave out any redundant meters that should not be included in the site’s performance metrics calculations.
	SECTION 6 |  Frequently Asked Questions (FAQs)
	Why doesn’t my building have an ENERGY STAR® score?
	To find out why your facility does not have a score, click on the “N/A” in the box titled Weather-Normalized Source EUI (kBtu/ft2).  A pop-up box containing reasons why will open up. Also, running the Data Quality Checker can identify issues with your record. This helpful tool is found on the Summary Tab of Portfolio Manager.
	/
	What building types are eligible to receive an ENERGY STAR score and what is required to earn the ENERGY STAR label?
	There are 20 “ratable” primary property types eligible to receive an ENERGY STAR score of 1-100. 
	Bank branch
	Barracks*
	Financial office
	K-12 school
	Supermarket/grocery store
	Wholesale club/supercenter
	Hospital (general medical & surgical)
	Medical office*
	Senior care community
	Hotel
	Residence hall/ dormitory*
	Office
	Courthouse
	Wastewater treatment plant
	Worship facility
	Retail store
	Data center
	Distribution center
	Non-refrigerated warehouse
	Refrigerated warehouse
	Multi-family Residential
	A building in 17 out of these 20 categories that receives a score of 75 or higher may in addition be eligible to receive an ENERGY STAR label, provided that certain other criteria are met. 
	There are more than 60 additional primary property types for which EPA provides weather-normalized national average energy use intensity (EUI) for comparison purposes. 
	Primary property types that do not qualify for either a 1-100 rating or a weather-normalized national average EUI can still use Portfolio Manager to calculate a weather-normalized EUI. This metric allows a property owner or manager to measure and track the site’s energy performance over time. 
	*At present the categories Medical Office, Barracks, and Residence Hall/Dormitory may receive a 1-100 score, but may not earn the ENERGY STAR label, because of scoring algorithm updates underway as of January 1st, 2014.
	How do I handle net energy meters and on-site generation in Portfolio Manager?
	All energy used by a building must be entered in Portfolio Manager, including on-site generation. If your on-site generation (e.g., solar, wind, etc.) is grid-connected, then it will have a “net energy meter”. You will be billed by the utility only for the difference, or net amount (energy consumed less energy generated). For example:
	 If the building uses 1000 kWh and generates 400 kWh, the net amount billed will be 600 kWh. 
	The meter data entered into Portfolio Manager via Web Services will reflect only this net amount. The utility grid meter populated via web services does not record the output of the on-site system. Portfolio Manager requires that sites using net energy meters enter two separate meters:
	 One meter for On-Site Generation: This is the amount generated by the on-site system. The utility does not have this data; you will need to collect it from the on-site monitoring system or inverter readings and enter the data manually. In the above example, the amount entered for this meter should be 400 kWh.
	 One meter for Grid Purchase: This is the amount of electricity consumed by the building in addition to the on-site generation. This is the amount purchased from the utility and can be found on your monthly billing statement. Web Services can be used to add data for this meter so that the usage is automatically uploaded on a monthly basis.
	Because Portfolio Manager calculates scores using source energy, renewable energy generated at the building will result in a higher ENERGY STAR score than the same quantity (kWh) of energy purchased through the grid. More information on On-Site Renewable Energy is available in the Portfolio Manager Online Help.
	How can I improve my ENERGY STAR® score?
	SoCalGas wants to help you improve your score! 
	Learn about the many programs that can help you save energy and money by visiting SoCalGas’ For My Business web page or by calling our Business Customer Service line at 800-427-2000. Energy Efficiency programs featuring rebates, services, training, and financing for new high efficiency equipment are just some of the options SoCalGas offers to help you reduce waste, save energy, and save money.
	Where can I get more help?
	SoCalGas offers in-person benchmarking training sessions to help you get up to speed with Portfolio Manager. 
	Check the SoCalGas online training calendar to register for an upcoming event.
	For additional information contact the help desk at SCGBenchmarking@semprautilities.com.
	Helpful Web Sites
	SoCalGas’ Benchmarking page:
	http://socalgas.com/for-your-business/energy-savings/benchmarking.shtml 
	SoCalGas’ For My Business Web page: 
	http://socalgas.com/for-your-business/  
	ENERGY STAR Portfolio Manager Login page: 
	www.energystar.gov/portfoliomanager
	EPA Portfolio Manager FAQs:
	http://portfoliomanager.supportportal.com/ics/support/KBSplash.asp 
	California Energy Commission (CEC) FAQs:
	http://www.energy.ca.gov/ab1103/ 
	Some material displayed herein is used by license or permission.
	The name ENERGY STAR, the ENERGY STAR mark, the name Portfolio Manager, and the Portfolio Manager logo are all registered trademarks owned by the U.S. Environmental Protection Agency.
	SoCalGas® is a registered trademark of Southern California Gas Company, a subsidiary of Sempra Energy®.
	© 2014 Southern California Gas Company. All rights reserved. This program is funded by California utility customers and administered by SoCalGas under the auspices of the California Public Utilities Commission.
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