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About energy benchmarking 

Benchmarking tracks and compares all of the utilities used by your building to similar buildings. Utilities 

include: 

• Natural gas 

• Electricity 

• Steam 

• Water 

• Other utilities  

By merging energy data with property details, you can understand your building’s overall environmental 

performance for water and energy use.  

The U.S. EPA’s ENERGY STAR Portfolio Manager is an online free, benchmarking tool that allows you to 

measure, track and submit your building’s energy and water use  data to the City of Minneapolis. This 

how to guide provides step-by-step instructions on how to benchmark a building to determine its: 

Energy Use Intensity (EUI) This is the building’s energy use per square foot (kBtu/sq. ft.) per year. A 

lower number indicates a more efficient building.  

• 1-100 ENERGY STAR rating. About 22 20 types of buildings are eligible to receive an ENERGY 

STAR rating. A higher score indicates a more efficient building.  

 

If you already track your energy use, benchmarking is different. Even if you are recording your 

building’s energy use in an excel spreadsheet or with your building automation system, you have a 

limited ability to compare your consumption to similar buildings.  

 

The added value of benchmarking is to gain an understanding of the efficiency potential of your building 

regardless of: 

• Occupancy 

• Weather variations 

• Building type  

What you need to get started 

For most properties, the process of benchmarking is relatively simple. It involves gathering some 

preliminary information about your property. Then, it involves setting up your building accounts with 

the Xcel Energy and CenterPoint Energy benchmarking tools (as applicable) to aggregate and 

automatically upload all meter data into your ENERGY STAR Portfolio Manager account. 

Benchmarking for the first time? You will need the following accounts: 

• Create an ENERGY STAR Portfolio Manager account (see the Portfolio Manager Quick Start 

Guide) 

https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-quick-start-guide
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-quick-start-guide
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• Create an Xcel Energy Benchmarking Services Portal account 

• Create an Energy Data Portal account for CenterPoint Energy 

• Access to your City of Minneapolis Utility Billing account for water consumption data 

• (If applicable) Access to your district energy bills from Clearway Community Energy 

More details on how to set up these accounts and what information needs to be entered will be 

described later.  

If you already have an Xcel Energy or CenterPoint Energy account you still need to set up accounts for 

benchmarking.   

You may have your own customer account with each utility, but you need to access whole building 

energy and water consumption data for your building. This means, even your tenants’ energy use must 

be accounted for or you will not be in compliance with the City’s Energy Benchmarking Policy.  

The easiest way to obtain whole building energy and water consumption is to register an account with 

the utility energy benchmarking tools. The benchmarking tools automatically upload your whole building 

energy data to your Portfolio Manager Account. This will be discussed in detail in Steps 2 & 3. 

Important information about your property includes: 

• Property name 

• Property address 

• Property type (click link to see definitions.) 

• Year built  

• Building owner  

• Gross floor area (sq. ft.)  

o Gross Floor Area (GFA) is the total property floor area, measured from the principal exterior 

surfaces of the building(s). This includes all areas inside the building(s) such as: 

▪  Occupied tenant areas 

▪ Common areas 

▪ Meeting areas 

▪ Break rooms 

▪ Restrooms 

▪ Elevator shafts 

▪ Mechanical equipment areas 

▪ Storage rooms.  

o Gross Floor Area does not include interstitial plenum space between floors, which may 

house pipes and ventilation or parking area. 

• Irrigated area (sq. ft.)  

o Irrigated area is the amount of vegetated area that is frequently supplied, or irrigated, with 

water at the property site. 

  

https://www.xcelenergy.com/staticfiles/xe/PDF/Marketing/Bus-Solutions-Benchmark-User-Guide.pdf
https://www.centerpointenergy.com/en-us/Documents/EnergyDataPortalUserGuide.pdf
https://ub.minneapolismn.gov/app/login.jsp
https://clearwaycommunityenergy.com/system_lists/energy-center-minneapolis/
https://www.energystar.gov/buildings/tools-and-resources/list-portfolio-manager-property-types-definitions-and-use-details?testEnv=false
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• Parking area (sq. ft.)  

o Parking refers to buildings and lots used for parking vehicles, including open, underground, 

closed, and partially closed parking lots. 

• Other building use types  

o If your property is a mixed-use type or has other major amenities or tenants, such as 

swimming pools and data centers, it is helpful to know the square footage of these as well.) 

• Occupancy   

o Occupancy is the amount of your property that is occupied or operational, meaning it is 

heated / cooled throughout the year or week. 

• Weekly operating hours 

• Number of workers & computers on main shift (if applicable) 

• Renewable electricity sources (if applicable, in kWh units) 

Important utility information about your property includes: 

• Types of utilities in the building (electric, gas, district energy, water, backup generator fuel / 

delivered fuel, etc.) 

• Rough estimate of the number of meters in the building 

• Account number and log in information for Xcel Energy, CenterPoint Energy, City of Minneapolis 

water account, etc. 
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Step 1 - Setting up your ENERGY STAR Portfolio Manager 

account 

To comply with the City of Minneapolis benchmarking ordinance, you will benchmark your building’s 

energy and water consumption using the ENERGY STAR Portfolio Manager tool. Check in with staff that 

have been with the property for a long time to see if someone has already set up an account. If a 

previous account exists, try to acquire the log in credentials to save yourself the time and effort.  

Registering an account 

If your property is being benchmarked for the first time, register for an account at 

https://portfoliomanager.energystar.gov/pm/signup. Please complete and submit this form to register 

for an account with Portfolio Manager. After submission, you will receive an email confirmation. If your 

email provider actively filters spam, please add "noreply@energystar.gov" to your address book to 

ensure delivery. 

Example registration page: 

 

Keep a record of the username and password. This will ensure that if there is staff turnover, the 

Portfolio Manager credentials are not lost.  

1) Answer the basic questions about you and your organization on the next page. 

Consider entering your organization name in the first and last name fields in order to make it easier for 

other Portfolio Manager users to find your organization. Example: First Name: Company ABC, Last 

Name: Web Services Division  

If you have more than one "primary business," pick the best option. Portfolio Manager will use the 

information you enter here to determine your category for a score based on information like the square 

footage that you enter for each of your property uses.  

For Reporting Units, choose “Conventional EPA Units (e.g., kBtu/ft2).”  

https://portfoliomanager.energystar.gov/pm/signup
mailto:noreply@energystar.gov
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For “Will you be using the web services API to develop software to exchange data with Portfolio 

Manager?” Choose No. 

Example “About Yourself” page: 
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2) Account searchability in Portfolio Manager. 

You can connect with other people in Portfolio Manager to easily share information and receive 

assistance from the Minneapolis Benchmarking Team. Your account must be searchable in order for 

others to send you a connection request. 

 

3) Create security questions and then create your account. 

Portfolio Manager will randomly select one of your security questions to verify your identity in specific 

situations, for example, if you forget your password.  

Find more information on Portfolio Manager. 

You can also watch this video, which provides a step-by-step guide to using Portfolio Manager.  

Example of “Security Questions” Page.  

 

  

https://portfoliomanager.energystar.gov/pm/glossary#ConnectedContacts
https://www.energystar.gov/buildings/benchmark/get_started
https://www.youtube.com/watch?v=WUT3Tpjc3rw
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Input property information into Portfolio Manager 

Now that you have an ENERGY STAR Portfolio Manager account, you need to set up and add your 

property(ies) to your portfolio.  

1) Under the MyPortfolio tab, choose ’Add a Property’ 
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2) Set up a property. 

On this screen, there are three fields to complete: 

A. Select the primary function of the property. Because we focus on whole building benchmarking, 

you want to select the 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 

main activity. 

 

B. Select the number of buildings for the property. 

Not sure what kind of property you are? Most people will select, “One: My property is a single 

building.” If the property is a campus, please read the Campus Benchmarking Instructions in the 

appendix. (A campus is a set of buildings on a shared energy meter or central heating plant (not 

including hospitals, senior care, or K–12 schools). 

 

 

 

C. For your Property Construction Status, select Existing 
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D. Once you’ve filled out these three fields, click the blue Get Started! Button 

 

3) Enter basic property information 

Basic property information includes the 

building name, address, year built, occupancy 

and gross floor area (not including parking), 

featured in the image to the right. 

A set of questions will later follow that 

pertain to the primary function of the 

property. Answer these questions to help 

Portfolio Manager understand how the 

building is being used as it related to energy 

and water use. If there are additional uses, 

Portfolio Manager will ask you for additional 

inputs to quantify those other uses.  

Gross Floor Area is the total size, as 

measured between the principal exterior surfaces of the enclosing fixed walls of the building(s). This 

includes all areas inside the building(s) such as: occupied tenant areas, common areas, meeting areas, 

break rooms, restrooms, elevator shafts, mechanical equipment areas, and storage rooms. In the case 

where there is an atrium, you should count the Gross Floor Area at the base level only. Do not increase 

the size to accommodate open atrium space at higher levels. 

 

Gross Floor Area is not: 

• Inclusive of the interstitial plenum space between floors, which may house pipes and 

ventilation; 

• The same as rentable, but rather includes all area inside the building(s). Leasable space would 

be a subset of Gross Floor Area; 

• Inclusive of any exterior spaces such as balconies or exterior loading docks and driveways. 
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Below are the questions that appear if the primary function of the property is an office building. Notice 

that additional uses in the property could include parking areas, data centers, retail stores, and 

restaurants/cafeterias. 

Upon completion of this page, click Continue. 

  

Define how the property is used 

On this screen, enter details about the primary use of the property (and supplementary property uses) 

based on your previous responses. For a better understanding of Property Types, Definitions, and Use 

Details for ENERGY STAR Portfolio Manager, visit this EPA webpage. 

Below is an example of the input screens for an Office Use with additional uses being a Data Center and 

Parking. Regardless of your property use type, the following advice applies: 

• Any of these uses can be deleted if they do not apply 

• Hover the computer mouse over each property use characteristics for definitions 

• If you don’t have all of the information, use Default/Temporary values. Please update this with 

real information later or your score will not be accurate 

• Click on Add Property when you have completed this page 

 

https://www.energystar.gov/sites/default/files/tools/Property_Use_Details_and_Definitions_20150210_508.pdf
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Example screenshot of property use details page for an office building 
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Example screenshot of property use details page for a data center: 

 

 

Example screenshot of property use details page for parking lot space: 
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Input City of Minneapolis property ID or tax ID 

You may enter your property ID or tax ID for your building in this section. This information is available on 

the City of Minneapolis Property Information website. To add this to your property information in 

Portfolio Manager, you will need to follow the steps below:  

1) Click on the Details tab 

 

  

http://apps.ci.minneapolis.mn.us/AddressPortalApp/
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2) Scroll down, and you’ll see a box on the left titled “Unique Identifiers (IDs).” Click “Edit.” 

 

3) On the next page, scroll down and you’ll find the “Custom IDs” box. You’ll be able to add up to 

three custom IDs in the “Custom ID box”  
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Step 2 - Setting up your Xcel Energy Benchmarking Services 

account 

Register for Xcel Energy’s Benchmarking Portal.  

Note that this is not your log in to your Xcel Energy account, but rather a registration page to the portal 

that allows you to transfer your data back into your ENERGY STAR Portfolio Manager Account. 

After a one-time set up, your aggregated, whole-building electric data will automatically upload to your 

Portfolio Manager Account.  

1) To begin, click on the Energy tab of ENERGY STAR Portfolio Manager. Then select Add A Meter. 

2) Next, click this link to access the Xcel Energy Benchmarking Web Services Tool user guide. 

3) Begin at Step 3 since you have already set up your Portfolio Manager account. Follow the 

instructions step-by-step until you reach Step 7.  

Step 7 and 8 will be completed by Xcel Energy staff, but it is recommended that you are patient and 

check your email regularly for updates regarding your tenant meter matching.  

NOTE: If you have a major energy user in your building, you may be required to obtain tenant consent in 

order to comply with the City of Minneapolis’ ordinance. If this is the case, you will receive an email 

from Xcel Energy requesting that you complete the tenant consent form and return it. If this is the case, 

please follow Step 10 to completion. 

Resources: If you have questions or get stuck, email benchmarking@xcelenergy.com.  

  

https://xcelenergy.force.com/benchmarking/login
https://www.xcelenergy.com/staticfiles/xe/PDF/Marketing/Bus-Solutions-Benchmark-User-Guide.pdf
mailto:benchmarking@xcelenergy.com
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Step 3 - Setting up your Energy Data Portal account with 

CenterPoint Energy 

Click here to register for the Energy Data Portal by CenterPoint Energy. 

Note that this is not your log in to your CenterPoint Energy account, but rather a registration page to the 

portal that allows you to transfer your data back into your ENERGY STAR Portfolio Manager Account. 

CenterPoint Energy also offers a tool for customers to automatically aggregate and upload their whole-

building energy meter data into their Portfolio Manager account. Using the Energy Data Portal account 

by CenterPoint Energy is the most accurate, convenient way to benchmark your building(s) natural gas 

use to ensure that you are in compliance with the City of Minneapolis policy.  

To set up your account, follow the instructions outlined in this Energy Data Portal User Guide for step-

by-step guidance. The first step involves gathering your CenterPoint Energy bills for all of your accounts. 

While the CenterPoint Energy tool is faster at transferring data to your Portfolio Manager account when 

set up correctly, it takes more attention to the details outlined in each user guide step. 

ADVICE:  

• When registering, consider making the username and password something that you can share 

with others during staff or management turnover. 

• Also, when gathering your CenterPoint Energy bills, make note of your: 

o CenterPoint Energy account number (numbers that appear before the “-”) 

o Specific customer name, as it appears on bill 

o Service address (street number only) as it appears on bill 

o Portfolio Manager ID associated with the property(ies) 

▪ See image below for example 

 

https://energytracker.centerpointenergy.com/
https://www.centerpointenergy.com/en-us/Documents/EnergyDataPortalUserGuide.pdf
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Step 4 - Entering water meter data 

Log in to your City of Minneapolis water billing account here. 

For the City of Minneapolis Benchmarking ordinance, only water consumption data needs to be entered 

into your Portfolio Manager account and submitted to the City. This excludes your sewer meter 

readings, but includes any water used for irrigation or fire lines (if that value is different from “0” for 

that year.  

1) In your ENERGY STAR Portfolio Manager Account, click on the “Water” tab. Once there, click “Add 

A Meter.” 

2) Select “Municipally Supplied Potable Water” and select the type(s) of water meter(s) as well as 

the number of each water meter(s). (Note: Water consumption used for irrigation would be 

entered separately as an “outdoor” meter.)  

3) Click Get Started! when you are ready. 

 

Example screenshot of Step 2: 

 

4) Enter the characteristics of your water meter. For “Units,” enter “ccf (hundred cubic feet).” For 

“Date Meter became Active,” you will want this to be at least January 1st of the year you are 

benchmarking. Likely, you will want to add 13-14 months of data to ensure that you are 

accounting for all of the water consumption for that calendar reporting year. When you are ready, 

click Create Meters. 

https://ub.minneapolismn.gov/app/login.jsp
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5) At this stage, ENERGY STAR will prompt you to add your water consumption data for your meter. 

There are two ways to go about this, described below: 1) (recommended) upload a spreadsheet of 

your consumption data or 2) manually enter if you have a record of all water bills.  

Below is a screenshot of where you can find the spreadsheet template to bulk upload water usage data 

into your ENERGY STAR Portfolio Manager account.  
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Option 1 (recommended for multiple entries): uploading a 

spreadsheet of water consumption data 

a. Download the utility meter data spreadsheet template from ENERGY STAR Portfolio Manager. 

Open the spreadsheet template in Microsoft Excel or Google Sheets. 

b. Now, log on to your City of Minneapolis water billing account 

https://ub.minneapolismn.gov/app/login.jsp 

c. From your home page, click Billed Usage on the left hand side of your screen as depicted in 

the next image.  

 

d. This will show you your consumption history for water usage. Click the “Download” button in 

the top right of the screen to download this data. (See example below.) 

https://portfoliomanager.energystar.gov/pm/static/downloads/templates/MeterConsumptionDataSpreadsheet_metered_en.xlsx
https://ub.minneapolismn.gov/app/login.jsp
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e. Open the spreadsheet containing your water consumption data.  

f. Copy the data (numbers only) under the column header “Usage in CCF” and paste it into the 

“Usage (Required)” column of the upload spreadsheet template as displayed in the image 

below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: If you only have the number “1” in your “Face” column of your water billing record, move on to 

the next step. If you have “1” and “2” in your “Face” column, read on: 

The “Face” column of your utility billing record indicates whether the meter was read at “low” (1) or 

“high” (2) flow rates. While this is used by the City of Minneapolis Water Department to assess customer 

demand, it does not affect the way that you as a customer are billed. 

However, for the same month, you may have two “Usage in CCF” values read for Face 1 and Face 2. 

These values will need to be added, or “summed” for that month to get a single, aggregated monthly 

reading to upload into ENERGY STAR Portfolio Manager.  

f. Copy the Usage in 

CCF from your utility 

billing record into the 

upload spreadsheet. 
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g. Copy all data under the “Date” column of your utility bill record starting with the second date 

listed. See below for an example. Paste this into the “Start Date” of the upload spreadsheet 

template from ENERGY STAR Portfolio Manager. 
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h. Now, copy all data under the “Date” column of your utility bill record, including the first date 

listed. Paste this into the “End Date” of the upload spreadsheet template from ENERGY STAR 

Portfolio Manager. See below for an example. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The goal of this is to get the “Start Date” and “End Date” to line up such that a full month of 

consumption history is accounted for. In the example below, you can see that each month overlaps 

perfectly with each Start Date corresponding with the previous entry’s End Date. 

 

 

i. In the “Estimation” column, enter “No” for each entry because this data reflects actual meter 

readings from our utility bill record. 
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j. Make sure that every row that has had data entered in it has values in each of the green, 

required columns. An example of a filled spreadsheet is below. When you are finished, Save 

your spreadsheet to your computer in a location you can find it.  
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k. Go back into your ENERGY STAR Portfolio Manager page for your water meter. Click “Choose 

File,” select the file from your local folders and click “Upload.” 

 

l. If error fields appear, hover over the error and follow the ENERGY STAR Portfolio Manager 

hints to resolve the errors. When no more exist, click “Continue.” 
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This should take you to a page titled “Select Meters to Include in Metrics.” If you do not see this, go back 

to your Water Tab for the property you are working on. Scroll down the page and toward the bottom 

left, you should see an option “You Are Tracking: Edit.” Click the “Edit” button and continue the 

instructions. 

m.  Select that “These meter(s) account for the total water consumption for Your building” and 

then click “Apply Selections.” 

 

Your water data should now be successfully entered, and you should see a green banner at the top of 

your screen (example below). You can move on to the next step. 
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Option 2: manually entering water bills 

a) To enter your water bills manually, start by collecting all 13 to 14 water bills that account for 

your property(ies) full calendar year of water consumption for all meters in that building(s). 

Then, in ENERGY STAR Portfolio Manager, click “Add another Entry” 

 

b) Portfolio Manager will automatically assume a Start Date and an End Date for you. Correct 

this to the earliest bill that you have record of. 

 

c) Enter the consumption values associated for that month under the “Usage ccf (hundred cubic 

feet)” column.  

a. NOTE: If you are looking at your water bill, only enter consumption values. This means 

you should not enter values for sewage or fire lines, unless your fire line went off for 

that year.  

d) Once you have entered all water consumption for the required benchmarking reporting year, 

click “Save Bills.” 
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Step 5 - Reporting your data to the City 

This is the final step. In order to comply with the City of Minneapolis’ Energy Disclosure Ordinance, you 

need to report your property(ies)’s energy and water data to the City. This is done using the “Reporting” 

function of Portfolio Manager. The City will create a report template called a “Data Request Link” in 

Portfolio Manager that will automatically select the data fields to collect for the property(ies) that you 

have entered. 

Access the data request link from the City of Minneapolis Energy Benchmarking Website: 

http://www.minneapolismn.gov/environment/energybenchmarking 

NOTE: The data request link is different every year and is updated annually in late winter. 

Clicking the Data Request Link will bring you to the Respond to Data Request page in ENERGY STAR 

Portfolio Manager. This response has also been added to your "Templates & Reports" list on the 

Reporting tab.  

Follow the instructions on the next page to complete the final step of benchmarking and disclosure for 

the City of Minneapolis policy. 

Below is an example of the Data Request Link for reporting year 2021. 

 

 

 

http://www.minneapolismn.gov/environment/energybenchmarking
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1) To report your benchmarking progress to the City, scroll down to the very bottom of the page to 

“Your Response.” Select the number of buildings you are reporting on behalf of. Then click 

“Generate Response Preview.” 

2) Your Response Preview will then be generated and will appear at the top of your Templates & 

Reports. If it appears green, there are no errors. If you see a red error message, you need to go 

back and correct erroneous data.  

 

Example screenshot of a property that does not have all basic metrics entered for the full calendar 

reporting year. 
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3) If all data checks clear, under the Action column on the far right, select “Send Response” from the 

drop down. 

Example screenshot of a property that has all basic metrics entered for the full calendar reporting year. 

This screen is where you can select “Send Response” to the City when you are ready. 
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4) This will take you to the final page where you will enter your specifications for sending your 

data response to the City.  

a. If you would like to send a confirmation receipt, you can add contacts from your 

Portfolio Manager account or enter the desired email address to receive a receipt copy. 

 

5) Under the “E-Sign your Data Response, then “Send Data,” check the disclaimer box and sign 

your data response with your username and password for your ENERGY STAR Portfolio 

Manager account. Then click “Send Data.” 

6) Wait up to a few minutes to receive a confirmation email that your response has been 

successfully sent to the City of Minneapolis.  

If you do not need to enter solar or district energy consumption, you are now finished with the 

benchmarking process! 
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Appendix A - Setting up and entering your District Energy 

meter data 

If you are a Clearway Energy customer, you will need to enter your district energy consumption into 

ENERGY STAR Portfolio Manager to accurately account for all energy used by the building and to comply 

with the City of Minneapolis Energy Disclosure policy.  

You will need to report energy data that covers the time period from January 1 to December 31 of the 

reporting year to benchmark your building. Because of when your meters are read, it is best to collect 

your billing data from December of the year prior to the reporting year to January of the year following 

the reporting year. You can request these 14 months of usage from Clearway Energy. See below for 

clarification. 

 
 

Building owners and managers can:  

a. Collect monthly billing statements from your company’s accounts payable records or utility logs. 

b. Request a benchmarking report showing 14 months of energy consumption from Clearway 

Energy by emailing minneapolisinfo@clearwayenergy.com with your building’s Clearway Energy 

account number and the address of the property. Please include your email address. 

Once you have your district energy bills, follow the steps below to report your district energy 

consumption data: 

1) Set up a meter in the “Energy” tab of ENERGY STAR Portfolio Manager.  

2) Select “District Steam” and set the “Units” to “kLbs. (thousand pounds).” Note: Clearway Energy 

bills customers using the unit “MLbs.” This is short for 1000 lbs. For this reason, it is important 

that your units are in “kLbs.” in Portfolio Manager so that the consumption data you are 

entering are of equivalent value in ENERGY STAR Portfolio Manager. 

3) Enter the date your meter became active (or the most recent bill date you have available) and 

click “Create Meters.”  

4) Select “Click to add an entry” and begin to enter your 14 months of energy usage from Clearway 

Energy.  

mailto:minneapolisinfo@clearwayenergy.com
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5) Once you have a full, 365 day calendar year of consumption for the reporting year, you can save 

your progress. If all energy and water use is now accounted for the building in ENERGY STAR 

Portfolio Manager, you can now submit your benchmarking data response to the City of 

Minneapolis using “STEP 5 - REPORTING YOUR DATA TO THE City” of this user guide.  
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 Appendix B - Setting up your solar meter 

If the property you are benchmarking produces some or all of its energy from solar photovoltaic panels 

located on the property, there are some unique considerations and metrics to look for as your enter 

your solar production into ENERGY STAR Portfolio Manager. 

For ENERGY STAR Portfolio Manager to provide accurate building efficiency metrics, all electric use for 

the building must be accounted for, including energy sourced from your solar panels. In some cases, due 

to the meter set up of your solar array and your building, Xcel Energy’s Web Service tool cannot 

automatically upload your solar data into Portfolio Manager. For these reasons, if your property has on-

site solar, the following steps are recommended: 

Step 1) Begin by looking at two or more of your Xcel Energy bills. Check if there is a line item on the bill 

for a credit for solar production There are a number of pages of your bill that hint to whether you are 

receiving credit for solar production, shown in the example below. If you notice any of these, move on 

to Step 2a (pg. 34). If not, review the flowchart on the next page to determine if Step 2b or Step 2c best 

matches your situation. 

Example Bill:  

 

Step 1 example: One place on your 

Xcel Energy bill that hints to whether 

solar is being tracked by Xcel is 

under “Monthly Electricity Usage,” 

then under the “Charge” column. If 

you see a “CR” for a credit value, 

this value could match your 

compensation for your solar 

production (indicated by kWh). The 

corresponding “Usage Units” that 

you received credit for is the 

amount of solar produced for that 

bill cycle. 

A second way to confirm that Xcel is 

tracking your solar production is 

under your “Other Recurring 

Charges Details.” Note here that 

several lines relate to solar in this 

example. 

Billing Period 

(read dates) and 

corresponding 

energy usage 
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Instruction flowchart for setting up your solar meter 

 

 

  

Have Solar Energy 

Step 1. Can see solar tracked on bill  

(in front of the meter) 
Step 1. Can’t see solar tracked 

on bill (behind the meter) 

Step 3a. (pg 35) Xcel 
Tool is aggregating 
the solar data w/ 
consumption data 

(making electric use 
seem low) 

Step 2b. (pg. 46) Have 
an alternative tracking 

method for solar 
production 

Step 2c. (pg. 48) 

Don’t have a 
tracking method 

Step 3c -6c. (pg. 46 - 47) 
Create a solar meter in 
Portfolio Manager and 

add solar data from your 
tracking method 

Step 2a. (pg. 34) Take 2 electric bills 
and ‘test’ if solar is being aggregated 
by Xcel Energy tool by calculating 1 

calendar month’s energy 
consumption. If it is roughly equal, 

the Xcel Tool is not aggregating solar 
data.  

Step 3d. (pg. 48) In Portfolio 
Manager on the “Details” tab of the 

property add into the “Property 
Notes” that you do not have a 

tracking method for solar production 
then submit your benchmarking 

data as normal. 

Step 3b. (pg. 40) Xcel 
Tool isn’t aggregating 

the solar data w/ 
consumption data 

Steps 4a - 8a. (pg. 35 - 38) 
Create a new electric 

meter in Portfolio 
Manager. This will be your 

solar meter. Then, add 
solar data that appears on 

your bill. 

Steps 9a - 10a. (pg. 38 -39) In 
Portfolio Manager on the “Details” 

tab of the property add into the 
“Property Notes” that you are 
tracking your solar production.  

Steps 10b - 11b. (pg. 44 -45) In Portfolio 
Manager on the “Details” tab of the 

property, add into the “Property Notes” 
that you subtracted solar production via 
a deduct grid meter and added the solar 

production onto your solar meter. 

Steps 4b - 8b. (pg. 40 - 44) Create 
two new meters in Portfolio 

Manager. Make one grid meter a 
“grid deduct” and subtract your 

solar production from grid. Make 
the second meter a solar meter. 

Add solar data as appears on 
your tracking method. 
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Follow if solar production is tracked on Xcel Energy bills 

If your solar production is being tracked on your energy bills, the steps you need to take depend on 

whether or not Xcel Energy’s benchmarking tool is aggregating and uploading your solar production or 

not. As mentioned previously, the answer to that question is a result of how the energy meters were set 

up. 

Step 2a) To check if your solar production is being aggregated and uploaded into your Portfolio Manager 

account by Xcel Energy’s Benchmarking Tool, you need to compare what the tool is uploading for a given 

month compared to what appears on your bill (for your house meter or the meter for your common 

area) for that month. Note: Xcel Energy’s benchmarking tool does not always upload data for the same 

billing dates that appear on your bill, so you will need to calculate a monthly average and compare.  To 

do this, first look at two consecutive electric bills for your house meter from around the same time of 

year. Then,  

a. Note when Xcel Energy is uploading electric data into your Portfolio Manager account versus 

the billing dates on your bills. The dates likely vary from when your meters are read and you 

are billed. For example, Xcel’s benchmarking tool might have uploaded data from the 12th of 

February (which is 28 days) to the 15th of March (which is 31 days), meaning it is uploading 

31 days of electric consumption data. However, your billing period (on your bills) might be 

from February 4th to March 9th, which is 33 days. The example on Page 32 shows you where 

on your bill you can find the read dates. 

b. Now look at your two energy bills. Calculate the average daily energy use between the two 

bills (i.e. total kWh on bills ÷ number of days covered under the bill reading periods = 

average use per day). For example, for the bill provided on Page 32 you would calculate: 543 

kWh ÷ 33 days = 16.45 kWh/day. However, you need to do this for two consecutive billing 

months as opposed to one (e.g. March and April).  

c. Then, look at what Xcel Energy’s benchmarking tool uploaded into your Portfolio Manager 

account for the same two months you were looking at with your bills (e.g. March and April). 

Note how many days are associated with the consumption values in Portfolio Manager, as 

these could be more / less than 31 days. Calculate the average daily use for these two 

months. 

d. Now compare the two average daily uses.  In the example Step 2a, Xcel Energy’s tool is 

uploading 31 days of usage to Portfolio Manager. Taking the average calculated from utility 

bills in Step 2b., Xcel’s tool should be uploading ~509.95 kWh (because 31 days x 16.45 

kWh/day = 509.95) from the start date 2/12/20XX to 3/15/20XX into Portfolio Manager.  

e. Ask yourself: How do the values compare? If the values are noticeably lower, move on to 

Step 3a on page 35. Lower usage likely indicates that your solar production is being 

aggregated and uploaded by Xcel Energy as a negative value, making your whole building’s 

energy usage appear artificially low. If the values are similar, Xcel Energy’s tool is not 

aggregating and uploading your solar data. This means your buildings efficiency metrics are 

accurate, but you are not getting credit for using renewable energy. In this case, move on to 

Step 3b on page 40.   
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Follow the steps below if: Solar production appears on your Xcel Energy bill, AND Xcel 

Energy Benchmarking tool is uploading your solar data to Portfolio Manager (making 

your energy usage appear lower) 

 

The steps below will help you enter and track your solar production data so that your building’s 

efficiency metrics are accurate, and your greenhouse gas emissions calculated by ENERGY STAR Portfolio 

Manager properly reflect your renewable energy use. 

Step 3a) Log on to ENERGY STAR Portfolio Manager. Then, click the “Energy” Tab of the property you are 

working on.  

Step 4a) From there, click “Add A Meter.” 

Step 5a) Select “Electric” and then “generated onsite with my own solar panels.” Then hit “Get Started!” 

 

 

 

 

 

 

Step 6a) Enter “kWh” for “Units” and enter the earliest meter reading date you would like to enter for 

the “Date Meter Became Active.” Then, click “Continue.” 
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Step 7a) Begin entering your solar energy production data from your bills, making sure to cover the time 

period from January 1 to December 31 of the reporting year. Because of when your meters are read, it is 

best to collect your billing data from December of the year previous to the reporting year to January of 

the year following the reporting year. This may include 14 months of utility bills. Note that for solar 

meter data, you must enter whether the energy produced was used on site or exported (surplus). 

 

i. Enter the start and end dates for the bills. 

ii. If the building used all the energy produced onsite, enter the solar production value under 

“Energy Used On Site kWh (thousand Watt-hours).”  

a. How do I know? See example 7ii. on next page. Generally, production is lowest in 

winter months when all or most of the energy produced is used on site. If your bill 

included a positive charge from Xcel Energy (you owed them), it means you used all the 

energy produced on site. 

iii. If the building sold any energy back to the grid, meaning the building did not use any energy 

from Xcel Energy’s grid, enter the surplus energy produced into the column “Energy Exported 

Offsite kWh (thousand Watt-hours).” Otherwise, you must enter “0” as the value exported.  

a.  How do I know? See example 7iii. on next page. Generally, production is highest in 

summer months when energy is most likely to be exported to the grid. If Xcel Energy 

paid you a credit (negative value), the excess energy was exported offsite. 

iv. For the “REC Ownership1,” select “Yes” unless you participated in Xcel Energy’s Solar*Rewards 

program, in which case you would select “No.” If you subscribe to a Community Solar Garden, 

you would also select “No.” 

Example of ENERGY STAR Portfolio Manager’s data entry fields for solar data. 

  

 
1 Renewable Energy Credits (RECs) are the currency used to measure the renewable energy produced and used to 
meet renewable energy goals. When RECs are owned, they are retired on your behalf, which allows you to say that 
they are offsetting or using renewable energy. 
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Step 7iii. example – Exported 

Energy: Based on this July bill, the 

solar production was 864 kWh 

under “Usage: Total Delivered by 

Customer.” Since this is larger than 

“Usage: Total Delivered by Xcel,” 

energy was exported.  

In this example, 819 kWh would be 

entered into Portfolio Manager, 

which is found under “Usage: Net 

Generated by Customer.” This 

reflects what was produced minus 

what was purchased from the grid. 

Step 7ii. example – On Site Energy 

Use: Based on this energy bill, the 

solar production was read at 67 

kWh under “Usage: Total Delivered 

by Customer.” Since this value is 

smaller than “Total Delivered by 

Xcel” at 1640 kWh, all energy that 

was produced was used “on site.”  

In this example, 67 kWh would be 

entered into Portfolio Manager 

under “Energy Used On Site.” 
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Step 8a) Click “Save Bills.” Then, check that your solar meter is being tracked on the chart on the Energy 

Tab for this property. (If you need help or clarification, you can see Step M of the “Entering Water 

Meter Data” section of this manual for similar instructions.) 

Example of the home screen of the “Energy” Tab once solar production is entered. 

 

 

Step 9a) Finally, click on the “Details” tab in Portfolio Manager for the property you are working on. 
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Step 10a) Scroll down to the bottom of the Details tab page and in the Property Notes section, enter a 

note explaining that you can see that solar data is being tracked on your bill, but since the Xcel Energy 

benchmarking tool is aggregating and uploading that solar data it was not being included as part of your 

electric consumption in Portfolio Manager. Therefore, you have tracked it separately with the solar 

meter. 

Example Note below: 
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Follow the instructions below if: Solar production appears on your Xcel Energy bill, 

AND Xcel Energy Benchmarking tool is not uploading solar data to Portfolio Manager 

Step 3b) Since Xcel Energy’s benchmarking tool is not aggregating and uploading your solar production, 

the total consumption on your Xcel Energy bill should look similar to the total consumption reflected in 

your Portfolio Manager account. This means your energy consumption is accurate, but you are not 

getting credit for producing some or all of your own energy through renewables. 

The steps below will help you enter and track your solar production data so that your building’s 

efficiency metrics are accurate, and your greenhouse gas emissions calculated by ENERGY STAR Portfolio 

Manager reflect your renewable energy use. To do so, you will need to create a deduct meter to 

subtract your solar production from what Xcel Energy’s tool is uploading for your grid consumption and 

then create a separate meter for your solar production that will add that consumption back in while 

correcting your greenhouse gas metrics. 

Step 4b) Log on to ENERGY STAR Portfolio Manager. Then, click the “Energy” Tab of the property you are 

working on. From there, click “Add A Meter.” 

Step 5b) Select “Electric” and then select both “purchased from the grid” and “generated onsite with my 

own solar panels” Then hit “Get Started!” 

 

 

 

 

 

 

 

 

 

Step 6b) Enter “kWh” for “Units” and enter the earliest meter reading date you would like to enter for 

the “Date Meter Became Active.” It is recommended that you name these meters to avoid future 

confusion, such as “Grid Deduct” for the grid meter and “Solar Production” for the solar meter. Then, 

click “Create Meters.” 
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Step 7b) For your Electric Grid meter, enter your solar energy production data from your bills as 

negative values.  Be sure to cover the time period from January 1 to December 31 (a full calendar year) 

of the reporting year to comply with the City’s benchmarking policy. See the example below for an 

example of how to enter a bill. When you enter a negative value into Portfolio Manager, it will prompt 

you to provide a justification. Select “I am subtracting solar or wind energy generated at my property.” 

  
  

Select “I am subtracting 

solar or wind energy 

generated at my 

property.” 
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Step 8b) Next, for your electric solar meter, enter your solar energy production data from your bills, 

making sure to cover the time period from January 1 to December 31 of the reporting year. Because of 

when your meters are read, it is best to collect your billing data from December of the year previous to 

the reporting year to January of the year following the reporting year. This may include 14 months of 

utility bills. Note that for solar meter data, you must enter whether the energy produced was used on site 

or exported (surplus). 

 

i. Enter the start and end dates for the bills. 

ii. If the building used all the energy produced onsite, enter the solar production value under 

“Energy Used On Site kWh (thousand Watt-hours).”  

a. How do I know? See example 8ii. on next page. Generally, production is lowest in 

winter months when all or most of the energy produced is used on site. If your bill 

included a positive charge from Xcel Energy (you owed them), it means you used all 

the energy produced on site. 

iii. If the building sold any energy back to the grid, meaning the building did not use any energy 

from Xcel Energy’s grid, enter the surplus energy produced into the column “Energy 

Exported Offsite kWh (thousand Watt-hours).” Otherwise, you must enter “0” as the value 

exported.   

a. How do I know? See example 8iii. on next page. Generally, production is highest in 

summer months when energy is most likely to be exported to the grid. If Xcel Energy 

paid you a credit (negative value), the excess energy was exported offsite. 

iv. For the “REC Ownership2,” select “Yes” unless you participated in Xcel Energy’s 

Solar*Rewards program, in which case you would select “No.” If you subscribe to a 

Community Solar Garden, you would also select “No.” 

Example of ENERGY STAR Portfolio Manager’s data entry fields for solar data. 

  

 
2 Renewable Energy Credits (RECs) are the currency used to measure the renewable energy produced and used to 
meet renewable energy goals. When RECs are owned, they are retired on your behalf, which allows you to say that 
they are offsetting or using renewable energy. 
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Step 8iii. example – Exported 

Energy: Based on this July bill, the 

solar production was 864 kWh 

under “Usage: Total Delivered by 

Customer.” Since this is larger than 

“Usage: Total Delivered by Xcel,” 

energy was exported.  

In this example, 819 kWh would be 

entered into Portfolio Manager, 

which is found under “Usage: Net 

Generated by Customer.” This 

reflects what was produced minus 

what was purchased from the grid. 

Step 8ii. example – On Site Energy 

Use: Based on this energy bill, the 

solar production was read at 67 

kWh under “Usage: Total Delivered 

by Customer.” Since this value is 

smaller than “Usage: Total 

Delivered by Xcel” at 1640 kWh, all 

energy that was produced was 

used “on site.”  

In this example, 67 kWh would be 

entered into Portfolio Manager 

under “Energy Used On Site.” 
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Step 9b) Click “Save Bills.” Then, check that your solar meter is being tracked on the chart on the Energy 

Tab for this property. (If you need help or clarification, you can see Step M of the “Entering Water 

Meter Data” section in this manual for similar instructions.) 

Example of the home screen of the “Energy” Tab once solar production is entered. 

 

 

Step 10b) Finally, click on the “Details” tab in Portfolio Manager for the property you are working on. 

 

  



48 

 

Step 11b) Scroll down to the bottom of the Details tab page and in the Property Notes section, enter a 

note explaining that you can see your solar production data tracked on your bills, but since Xcel Energy 

is not aggregating the solar production data, the tool is uploading accurate consumption data into your 

ENERGY STAR Portfolio Manager. Therefore, you have tracked your solar production to report to the City 

that some of your energy is generated by solar as opposed to grid-purchased electricity. 

Example Note below: 
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Follow the steps below if: Solar production does not appear on my Xcel Energy bills, 

but I have an alternative way of tracking my production  

If you cannot find your solar production values on your Xcel Energy bills, but have an alternative tracking 

method, follow the instructions below to enter your solar production into ENERGY STAR Portfolio 

Manager. 

Step 2b) Log on to ENERGY STAR Portfolio Manager. Then, click the “Energy” Tab of the property you are 

working on. From there, click “Add A Meter.” 

Step 3c) Select “Electric” and then “generated onsite with my own solar panels.” Then hit “Get Started!” 

 

 

 

 

 

Step 4c) Enter “kWh” for “Units” and enter the earliest meter reading date you would like to enter for 

the “Date Meter Became Active.” Then, click “Continue.” 

 

Example of ENERGY STAR Portfolio Manager’s data entry fields for solar data. 
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Step 5c) Begin entering your solar energy production data from your alternative tracking method, 

making sure to cover the time period from January 1 to December 31 of the reporting year. Because of 

when your meters are read, it is best to collect your solar production data from December of the year 

previous to the reporting year to January of the year following the reporting year. This may include 14 

months of production data. Note that for solar meter data, you must enter whether the energy produced 

was used on site or exported (surplus). 

 

i. Enter the start and end dates for your solar production meter reads. 

ii. Enter your solar production values under “Energy Used On Site kWh (thousand Watt-

hours).”  

iii. Under the column “Energy Exported Offsite kWh (thousand Watt-hours),” enter “0” as the 

value exported.  

iv. For the “REC Ownership3,” select “Yes” unless you are subscribing to a Community Solar 

Garden, in which case you would select “No.” 

Step 6c) Click “Save Bills.” Then, check that your solar meter is being tracked on the chart on the Energy 

Tab for this property. (If you need help or clarification, you can see Step M of “Entering Water Meter 

Data” in this manual for similar instructions.) 

 

Example of the home screen of the “Energy” Tab once solar production is entered. 

 
  

 
3 Renewable Energy Credits (RECs) are the currency used to measure the renewable energy produced and used to 
meet renewable energy goals. When RECs are owned, they are retired on your behalf, which allows you to say that 
they are offsetting or using renewable energy. 
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Follow the steps below if: Solar production does not appear on my Xcel Energy bills 

and I do not have an alternative way of tracking my production  

If solar production does not appear on your energy bills and you don’t have an alternative tracking 

method, then there is very little you can do to record or report your solar production to the City. Follow 

the steps below to describe your situation in the property notes section so that the City is aware that 

you have unreported solar energy use. 

Step 2c) Click on the “Details” tab in Portfolio Manager for the property you are working on. 

  

Step 3d) Scroll down to the bottom of the Details tab page and in the Property Notes section, enter a 

note explaining that some or all of your energy use is sourced from solar production, but that the 

production values are not tracked on your energy bills from Xcel Energy and that you don’t have any 

other tracking method. 

Example Note below: 

 




