Share Your Energy Management Progress with
B OMA o ——

I [N ternational

BOMA International recognized early on the need to make commercial buildings more energy efficient and has rolled out
several programs to help our members achieve this goal. A critical step in these programs is benchmarking your commercial
building's energy performance using EPA ENERGY STAR's Portfolio Manager and sharing your building's data with BOMA
International. By sharing your energy management progress and leadership with BOMA, you will help us to highlight our
industry's dedication to reducing greenhouse gas emissions.

Throughout your career, BOMA has managed your confidential operating expense data with the Experience Exchange Report.
As your trusted partner, we will continue to apply the same confidentiality standards to your ENERGY STAR data.

How to Share your facilities with BOMA International
Establish a user account in Portfolio Manager

Go to www.energystar.gov/benchmark and login to Portfolio Manager. If you do not have a user account in Portfolio
Manager, click the New User link on the Portfolio Manager login page and follow the instructions. Enter your building(s)
information and begin tracking energy performance with Portfolio Manager.

Get Started:
From the My Portfolio page, choose “Share Facilities”
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Step 1:

From the drop down menu labeled “Select a Portfolio Manager Master Account”, look for BOMA
International/ BOMABEEP and select it from the Master Account Registry. Click CONTINUE.
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Home > My Forttolio » Sharc Facilitics (Stcp 1)

Select User or Master Account

Users with whom you share facilities will now be able to see your name and e-mail address on their Facility Summary page for that shared facility. In addition. users will
alsn have the nptinn tn selert ynir name znd pmail address tn Appear in their custam views Select Cancel if yain dn nat wish tn shzre any facilities

Portfolio Manager provides the ability to sare multiple facilities from your account with other users of the system in a single transaction. Users with whom access is being
shared or removed MUST have a Portfolio Vlanager user account. To share facilities, select a Portfolio Manger user in Step 1

If vou are only removing access to facilities in your account. select "Remove this User's Access" in Step 1 after selecting a user from the Current Access List or enter a
username in the texthnx Ynu will then he ahle tn select all nf the facilities fram which ynu want tn remnve this Hsers ancess

SIEP 1: Select the account to which you want to grant access, modily existing access or remove access rights.

Portfolio Manager User
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Step 2:
Select the access role “Read Only” and “No” for all optional rights.

Note: Sharing your account with BOMA International will only allow access to your account for you and the BOMA
International Account holder, not for others who share with the BOMA International account.
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Home > My Portfolic > Share Facilities (Steps 2 and 3)
Select Access Rights for James Cox - BOMA International
STEP 2: Sclect the sct of Access Rights you want to provide this User.
Access Role Access Rights
O Facility/Profile Editor (1) Edit all Data for this Facility; (2) Cenerate a of Energy I : (3) Submit an ENERCY STAR
Building Application; (1) Create/Edit a Building Profils
O Failily Editur 1) Edit all Data for this Facility: (2) Generate a of Encrgy P (3) Submit an ENERGY STAR
Building Application: May NOT create/edit a Building Profile
O Profile Cditor 1) Create/Edit a Building Profils. May NOT edit any other data for this facilty. generate a Statement of Energy
Fernrmance nr submit an FNFRGY S1AR Hinlding Applicatinn
O Read Only — Read Access only: May NI edit any data tor this tacilty, generate a Statemert ot Energy FPerformance. submit an
ENERGY STAR Building Application or create/edit a Building Profile
Can this user set a baseline for the shared fa es? O Yes @ No _
(Note: There is only one bassline date per facility )
Can this user provide access L the shared lacilities with other users? O vYes ®©Nu
(Note: A user cannot delegate any access role greater than their own. See table above. All users who are given this right will be able to assign this right to other users )
Can this user delete the shared facilities from your account? O Yes @ No
{Nute. This right is reserved unly fur Faciily/Piufile Editurs ur Facility Editurs. ) =
Donc & Intcrnct /5 - ®00% -




Step 3:
If appropriate, choose the Facility Group within the BOMA International/ BOMA BEEP Account. Click CONTINUE.
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STEP 2: Select the set of Access Rights you want to provide this User.

Access Role Access Rights

O Facility/Prufile Edilur (1) Edit all Data for this Facility. (2) Generate a S of Encrgy Perf : (3) Submit an ENERGY STAR
Building Application: {4) Create/Edit a Building Profile

O Facility Editor 1) Edit all Data for this Facility: (2) Generate a Statement of Energy Performance: (3) Submit an ENERGY STAR
BHuilding Application: May NO) | create/edit a Hinlding Prohle

O Profile Editor 1) Create/Edit a Hullding Hrohle: May NO | edit any nther data tar this tarilty generate a Statement nt Fnergy
Performance or submit an ENERGY STAR Building Application

© Read Only Read Access only: May NOT edit any data for this facilty. generate a Statement of Energy Performance. submit an

ENERGY STAR Building Applicalivi ur tieale/edil @ Building Prufile

Optional Rights (rights that are added to the selected access role)

es? O Yes  No

Can this user set a baseline for the shared fa
(Note: There iz only one baseline date per facility. )

Can this user provide access to the shared facilities with other users? O Yes @ No =
(Note: A user cannot delegate any access role greater than their own. Sce table above. All users who are given this right will be able to assign this right to other users.)

Can this user delete the shared facililies iom your account? OvYes © Nu
(Note: This right is reserved only for Faciity/Mrofile Editors or Facility Editors )

STLCP 3: Specify the group from this user’s account to place the shared facility{ies). Leai mure aboul sharing inlu groups.
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CANCEL CONTINUE
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Step 4:
Select the Facilities to share with BOMA International. You may select all or some of your facilities to share by checking the
box to the left of the facility. Click CONTINUE.
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[ENERGY STAR]
Home > My Portfolic > Share Facilities (Step 1) > Share Facilities (Steps 2 and 3) > Share Facilities (Step 4)

Select Facilities to Share with James Cox - BOMA International

Select all facilities for which you would like to provide this user with access. To remove access. uncheck the checkbox next to that facility. Note: you will only be able to
share facilities that you currently have acczss to share

The access role and rights you selected in Step 2 are

Access Role: Portfolio Manager General User
Able to Set Baseline? No

Able to Delegate Access? No

Able to Delete Facility? No

Accessible to User through: Main Portfolio

The "Current Access Level” columns allow you to see whether this user has already been provided access to this facility by you or enother user. If you choose to change
the access role hers. your selsction will replace the current access role

Il the access ole o uplivnal rights fur @ peiticular facilily listed beluw in the "New Access Level” culurnns du nul match thuse listed abuve. you du nol have access o
share that facility at the level you have chosen in Step 2. You can either choose to select the recommended access role/rights listed in the "New Access Level” columns
below or provide a different level of access to that user at a later date

STEP 4: Select all facilities in your account that you would like to share with James Cox.

Select Facilities to Share F- ™ Current Access Level New Access Level
(uncheck to Remove Access)

Access Role Optional Rights Access Role Optional Rights
B scectan (provided by)

O 1234 Rrnadway Streat Nnne None Partfnlin Manager General User Set Raseline? Nn
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Step 5:

Confirm that all access changes are correct. Review the list of facilities shared and access privileges granted. If facilities or

access changes are incorrect, you may return to the previous screen(s) by selecting CANCEL. Once you have reviewed the
changes, click SAVE.
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dome > My Portfolio > Share Facilities (Steps 1 and 2) > Share Facilites (Step 3} > Share Facilities |Step 4)

Confirmation

You Fave identifizd the following facility access changes for James Cox, BOMA International Please review these se ections be ow. If you want :o proceed with making

:hese changes for this user. select "Save." The user wll reczive an e-mail cenfirmng this change has been nrade to their account {along with a copy to you). Selec: "Cancel”
-0 return to Step 4 to make any needed adjustments

STEP 5: Confirm that all access changes are correct

Access Frovided to- James Caox, BOMA International
Accessibe to User through: Main Portfolio

Access Role: Portfolio Manager General User  Able to Set Baseline? No  Able to Delegate Access? No

Able to Delete Faciity? No
Facilities where Access is being granted  Facilities where Current Access Role/Rights are being changed
1234 Broadway Street

Facilities where Access is being removed

=T

Done
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After Sharing
Continue to update your facility information.

As you input new information for your facility(ies) into Portfolio Manager, the BOMA International/ BOMA BEEP Account
holder will be able to track the performance of your facility(ies)/portfolio and recognize your successes.

Apply for recognition from BOMA and EPA.

Continue to use Portfolio Manager to track your facilities’ energy performance and demonstrate improvements over time.

Your facility(ies) may be eligible to receive the ENERGY STAR label and the BOMA International 360 designation.
If you have any questions, please contact benchmarking@boma.org.
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