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Automated Benchmarking Portal Process Overview:

(A high-level overview of the steps in the process covered in depth in this User Guide)
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WHO CAN USE THE AUTOMATED
BENCHMARKING PORTAL?

« Commercial customers of Columbia Gas of Ohio are eligible to use the
portal

* At this time, residential customers, including those with multi-family
buildings such as condos and apartments are not eligible.
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Step 1.

 Prepare your property in
Portfolio Manager

Step 1: Prepare your property in ENERGY STAR Portfolio Manager®

Step 1.1 Log in to ENERGY STAR Portfolio Manager

 Login or create a new account at https://portfoliomanager.energystar.gov/pm

Step 1.2 Create your property in ENERGY STAR Portfolio Manager®

* If you have not previously benchmarked, set up your property in ENERGY STAR Portfolio
Manager®, instructions can be found at:

https://www.energystar.gov/buildings/tools-and-resources/how set your property portfolio manager

Helpful Hint - You do NOT need to set up gas meters in ENERGY STAR Portfolio Manager. These meters
will be automatically created when you send your gas data from the Automated Benchmarking Portal to
ESPM by following the instructions in this user guide.


https://portfoliomanager.energystar.gov/pm
https://www.energystar.gov/buildings/tools-and-resources/how_set_your_property_portfolio_manager

Step 2

 Register your portal user and
link all accounts

Step 2: Register your Automated Benchmarking Portal user and link all
accounts

Step 2.1 Access the portal here: https://benchmarking.columbiagasohio.com/

Helpful Hint: Click ‘Create an Account’
to register with your Columbia Gas of
Ohio account:

Qlurlgfb%lggs“ Email Address Password

A NiSource Company Remember Me O Forgot your Password? Create an Account



https://benchmarking.columbiagasohio.com/

Step 2

 Register your portal user and
link all accounts

Step 2.2 Register to use the Automated Benchmarking Portal

» Use your Columbia Gas of Ohio bill and an email address to register for the Automated
Benchmarking Portal.
» Gather the Columbia Gas of Ohio bhills for the properties you'd like to benchmark.

« Use the following from your bill to register:

. Last Bill Period CCF Helpful Hint - For example, if the current
month is March, use the usage amount
from your February bill as the Last Bill
Period CCF value.

* Meter Number

Last bill period CCF enter total billed CCF amount from last bill (example: 54.80)
Meter Number enter Meter Number from bill
Email Address name{@domain. com

See the following page for guidance and visual instructions on locating required information for the registration form fields.



Step 2

* Register your portal user and
link all accounts

Account Number:12345678 901 234 5
Statement Date: 03/01/2016

Columbia Gas
of Ohio

1
Page 10f 2

A MSource Company
(Contact Us (Account Profile
e Phone Cust Name: Yo formation:  Type of Customer:
769 Standard Choe Offor
w——-
N
Account Summary
Previous Ame $106.95

ount Due on 02/15/2016

Payment ece by 02/08/2016 Thank you $106.95
Balance on 02/20/2016 000
Charges for Gas Service This Period +877.87
Current Charges Due by 03/15/2016

$77.87
+ I paid after OV15/%, alate payment charge of 15% may be spplied.
*_ For mors nomation ogardn tese carges. o th Ockal Crgeson o bock. |

13 Month Usage History

Employee Identification

‘Account Number: 12345678 901234 5
" || Amount Due by 03/15/2016 $77.87

.| | Amount Enclosed: (s

Make chock payable to: -
okt AL i

JOHN DOE
123 MAIN ST.
ANYTOWN, OH 12345-6789

P O BOX 742510
CINCINNATI OH 45274-25%0

1881402900100080000000774761325

s

Ccf HEl Actual
214 190 e
181
118
107 97 91
54
12 3 5 5 9 6 4 -
0 T T T T T T
Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb
29 31 30 30 31 30 29 32 29 29 35 30 31
2015 Monthly Billing Days 2016
Meter Number: Usage Comparison - Ccf
999999 Month Ccf  AvgTemp  Ccf Per Day
Feb 15 190 20.5° 6.6
Jan 16 176 27.5° 5.9
Feb 16 118 34.0° 3.8
Your Average Monthly Usage = 46 Ccf.
3778 | Your Total Annual Usage = 549 Ccf.
3660 | vour next meter reading date is
118 | 03/30/2016.

J

Use the listed Meter Number for
the account and service location(s)
you would like to register. Number

METER NUMBER

of characters may vary.

LAST BILL PERIOD CCF

Use the listed Gas Used (CCF) to
populate the ‘Last bill period CCF’
field on the Registration form..



Step 2

- Register your portal user and Step 3
link all accounts

Step 2.3 Get oriented with the Automated Benchmarking Portal Dashboard

Use ‘Select Property’
0 dropdown control to select and

CUI“”;,%]%“" Dashboard ~ Notifications (g 9 . ]
. R view properties and accounts
Lo el e e
ABC Office . CuERGY STAR 659 CCF 45 CCF
-+ Score .
Edit Delete st Aditional Clck here 1 e your detas Last Bill (10/21 - 11/19) Lowest Bill (aug 2021) '9 Use Widget panels to add

€ Charts ‘ B Data | % Benchmark Account one celeulte yourscore 4 427% from previous ast 12 months accounts, connect to ESPM,

\ / - and get information about
® Natural Gas é High / Low () |iting + | mf;il |.§m & your billed usage

zoom [y ][] =
Navigate between Charts,
™ e Data, and Benchmark

o N pages from the

g Dashboard
- 750 50° %

.@ Use Charts and Data
“ Dashboard pages to
w0 . visualize/explore billed usage
, trends and make
Nov '20 Dec '20 Jan'21 Feb '21 Mar ‘21 Apr 21 May 21 Jun'21 Jui'21 Aug 21 Sep 21 Oct '21 MNov '21 COmpal’isonS tO Weather
— T B %@ variables and historical usage
Jan'20 —May-20—. _Sepr2g—— Jan '21 : g
Comparison Ml Average Temperature v | Comparison Ml | None ~|  Comparison Ml | None v Comparison Ml |none v/
‘Weather information provided from Aeris Weather
=




Step 2
Step 1 - Register your portal user and Step 3
link all accounts

Step 2.4 Add additional accounts (if applicable)

« If you want to add another account (i.e., different meter number for a separate address), please
follow the directions to add additional accounts.

Helpful Hint - If you do not see the “Add

. Additional Account” option, click on the
o @ Step 2.4.1 Click on the gear:gx symbol on any of the widgets to
=S ‘Add Additional Account’ display all available options, and select
widget link in the widget the “Add Additional Account” widget.
Account
panel above the The system will preserve your widget
Dashboard. setting preferences for future login
sessions.

Step 2.4.2 Provide the last

bill period CCF amount Connect Additional Columbia Gas of Ohio Account
and Meter Number for at Last bill period CCF

| eaSt O n e m eter enter total billed CCF amount from last bill (example: 54.80)
associated with the el

enter Meter Number from bill

separate address then
click ‘Add Account’.

Add Account
Linked Accounts:




Step 2

* Register your portal user and
link all accounts

Step 2.5 Combine multiple meters to define a building (if applicable)

« If your building has multiple meters for gas service delivery, you can use the portal’s Meter Group
feature to combine all meters into one property for connection and data transfer to ESPM.

Step 2.5.1 Use the tab and choose
the ‘Add New+’ option at the bottom of the form:

Add New+ @in Street Office > ;
Default Meter Groups

Select the meters you would like included in this Meter Group
Select All | Deselect All

I ISearch IQ. I
|
Step 2-5-2 Enter d ‘Name, fOl' yOur ™ Account 11111112 - I
p ro perty an d Sel eCt | n d |V| d u al 366 Jackson St, ste 101, St. Paul, MN 55101
Meter 22222225 (General Service Energy)
meters to be grouped for the Meter 22222226 (Energy - Off Peak)

. o :
building, then click ‘Save’. & Account 11111114

366 Jackson St, ste 103, St. Paul, MN 55101
Meter 22222228 (General Service Energy)

Helpful Hint — You can use the search ( Q) field to limit

the results displayed for meter selection by typing in {

values for street number/name, meter number, etc. ~—



Step 3:

* Send Data from the Automated
Benchmarking Portal to ESPM

Step 3: Send Data from the Automated Benchmarking Portal to ESPM

To automatically transfer monthly billed usage data from the portal you must first establish

a connection between your Energy Star Portfolio Manager (ESPM) account and Columbia
Gas of Ohio’s web services account on ESPM.

After the connection is in place you will be able to share your ESPM Property with the
portal and initiate automated data transfer.

\1,9

l -f~- G 251 PN ENERGY STAR®

H B | ——— =2 PortfoliolVlanager®

ENERGY STAR

A NiSource Company

Automated Benchmarking Portal ESPM

Helpful Hint - In the following pages, images outlined in Orange are from the Automated Benchmarking
Portal, and images outlined in Green are from the Energy Star Portfolio Manager (ESPM) site.

11



Step 3:

» Send Data from Automated
Benchmarking Portal to ESPM

Step 3.1 Initiate connection to your ESPM account

ol e
« Select 9 Benchmark from the P—r—
Automated Benchmarking Portal __ ABC Office
Dashboard
» Select the radio button to Bdit Delete
answer ‘Yes’ Cchats | B Data |

ENERGY STAR

PortfolioManager

Link to an existing ENERGY STAR Portfolio Manager account and property?

want to transfer existing building data to my (O No, | want to characterize my property and manage
ERGY STAR account benchmarking here

12



Step 1

Step 3:

» Send Data from Automated
Benchmarking Portal to ESPM

Step 2

Step 3.2 Send and check for
connection request

» Click on the ‘Request Connection’
button to open the Automated
Benchmarking Portal’s Connection

Request page on the ESPM website.

This will open as a new tab on your
web browser.

Helpful Hint — If you are not currently
logged on to the ESPM site, you may first
be prompted to enter your username and
password before you are transferred to
the Connection Request page.

» Click ‘Send Connection Request’

Link to an existing ENERGY STAR Portfolio Manager account and property?

(O No, | want to characterize my property and manage
benchmarking here

@ Yes, | want to transfer existing building data to my
ENERGY STAR account

Link this property to an existing ENERGY STAR Portfolio Manager Property to initiate automated data transfer:

1. First, from your Portfolio Manager account, you must request to Connect with Columbia Gas of Ohio web

Request Connection
5 =fow to have your ENERGY STAR connection request accepted

2. Chc

U U D
Check for My Connection Request

3. From your ENERGY STAR Portfolio Manager account, now select to enable Sharing for the Property where you
would like billing data to transfer - requires Share Properties for Exchanging Data to be completed

Initiate Sharing

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

O Link with Property ID

=== ENERGY STAR®

PortfoliolVianager®

Account | i | ENERGY | Contacts | Help | Sign
Settings STAR Qut
Nofifications

Send a Connection Request to Columbia Gas of Ohio to Begin Exchanging Data

Columbia Gas of Chio requires the following information in order to exchange data with your property(ies). If you have any questions about how to complete this
information, please contact Columbia Gas of Ohio. Once your connection request has been accepted, you can share individual properties and/or meters with them

to get started exchanging data.
‘ Send Connection Request ' ancel

Contact Us | Privacy Policy | Browser Requirements | ENERGY STAR Buildings & Plants Website

Terms of Use: None Provided

Agreement: * [ |agreeto my provider's (Columbia Gas of Ohio)

Terms of Use

Follow Us [ K3 s 3

13



Step 1

Step 3:

» Send Data from Automated
Benchmarking Portal to ESPM

Step 3.2.1 Return to the
Automated Benchmarking

Link to an existing ENERGY STAR Portfolio Manager account and property?

PO rtal (by S el ectl n g th e tab 0 n @ VYes, | want to transfer existing building data to my O No, | want to characterize my property and manage

your web browser)

Click ‘Check for My Connection
Request’

Helpful Hint - A green checkmark will
appear to indicate that the system has
accepted any submitted and pending
connection requests.

Step 3.3 Initiate ESPM

ENERGY STAR account benchmarking here

Link this property to an existing ENERGY STAR Portfolio Manager Property to initiate automated data transfer:

1. First, from your Portfolio Manager account, you must request to Connect with Columbia Gas of Ohio web
services

Request Connection
2. Click the buttor-betow-te-have your ENERGY STAR connection request accepted

‘ Check for My Connection Request '

T STENERGV-STARPOTTA o |
3. From youren AR-Portiolio Manager account, now select to enable Sharing for the Property where you

would like hilling data to transfer - requires Share Properties for Exchanging Data to be completed

Initiate Sharing

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

@ Link with Property ID

Property Sharing

* Click ‘Initiate Sharing’ to link
to the Share Properties for
Exchanging Data page on
the ENERGY STAR web site

3. From your ENERGY STAR Portfolio Manager account, now select to enable Sharing for the Property where you
hilling data to transfer - requires Share Properties for Exchanging Data to be completed

‘ Initiate Sharing .

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

O Link with Property ID

14




Step 1

Step 3:

» Send Data from Automated
Benchmarking Portal to ESPM

« Complete the form to select ‘One
Property’ or ‘All Properties’ to
share with Columbia Gas of Ohio

Step 3.4 Set ESPM access
permissions

Helpful Hint - The easiest option to
ensure successful data transfer is to opt
for ‘Bulk Sharing’ and assign ‘Exchange
Data Full Access’ permission.

Custom settings may be applied if
desired. At a minimum, the Columbia
Gas of Ohio contact needs to be
assigned ‘Exchange Data Full Access’

permission to Natural Gas Energy Meters

and Property Information in order to
transfer data to ESPM.

Select Properties

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

] All Properties v

Choose Permissions

If you only need to choose one permission (because you are giving the same permissions
for all your shares), you can choose that permission here. Otherwise, you may assign
different permissions for different properties and/or contacts on the next screen.

@ Bulk Sharing (Simple Option) - | want to give all my properties and meters the same
permissions.
@ Exchange Data Full Access (with full access to all properties and meters)
(O Exchange Data Read Only Access (with read only access to all properties and
meters)

(O Exchange Data Custom Access (customized access by meter type, such as
electricity and gas, for all properties)

() Remove Access (i.e. remove existing access to all properties)

() Personalized Sharing ("Custom Orders") - | want to give different permissions for

each property and/or meter.

Authorize Exchange B

* Click the ‘Authorize Exchange’ button to
complete the sharing process

15



Step 1

Step 3:

Step 2 « Send Data from Automated
Benchmarking Portal to ESPM

Step 3.5 Link ESPM Property ID
to portal property

+ Click on the ‘MyPortfolio’ tab to view
your ESPM building list

 Find and copy the Property ID for the
ESPM property you are trying to link
to your Automated Benchmarking
Portal property

MyPortfolio Sharing Reporting  Recognition

Dashboard |Search by ID or Name

Please refresh to see your current metrics.

View All Properties (6) ~ || Energy Highlights v| Refresh Metrics

Add/Edit/Delete Groups Add/Edit/Delete Views
N . E‘I‘J‘:rrg:t . ENERGY | SiteEUl , Source EUI
S ® STARScore ©  (kBtuff) (kBtufe)

Sample K-12 School

9]
17710886

Sample Library (US)
17710824

* Return to the Automated
Benchmarking Portal and toggle the
‘Link with Property ID’ slider control
on

3. From your ENERGY STAR Portfolio Manager account, now select to enable Sharing for the Property where you
would like billing data to transfer - requires Share Properties for Exchanging Data to be completed

Initiate Sharing

4. Toggle control below to enter your ENERGY STAR Property ID and initiate meter data transfer

() Link with Property ID

16



Step 3:

» Send Data from Automated
Benchmarking Portal to ESPM

» Enter your building’s ESPM Property
ID and click ‘Submit’

» Confirm your property’s information
and click ‘Yes’

e Confirm the meter data to be
transferred and click ‘Submit’ to initiate
data transfer process

Congratulations! You have now established
ongoing automated data transfer to ESPM to
facilitate your building benchmarking.

Establish Automated Benchmarking

Property Id: 5

SUBMIT + | Cancel
@ Yes, | want to transfer data to an ex|sﬂng Euﬂmng E 5 MO, | Want to characterize

ENERGY STAR Portfolio

Manager

Property Id: 17710886
Property Name: Sample K-12 School (US)
Address: 321 Education Way, Phoenix, AZ, 85005
Primary Function: K-12 School

Is this your property?

Kexal

L Please Confirm

a Upon clicking "Submit’ below, records for all available historical usage data will be created and associated with this property in Portfolio Manager under the following new
meter(s)

st New Meter Name Start Date End Date Months of data being sent
M Test923 01/01/2019 12/01/2020 24
m

Going forward, the system will automatically create new usage records in Portfolic Manager as additional billed usage data becomes available.

Please be sure to check whether this transfer may result in duplication of existing usage records. If necessary, assign an appropriate meter deactivation date to existing
)¢ meters in Portfolio Manager or change meter selections in Portfolio Manager for which meters are included in the calculation of benchmarking score metrics.

r

SUBMIT + CANCEL v

17



Step 1

Step 3:

Step 3.6 Confirm data transfer to
ESPM

* Return to your ESPM account and
select your target property from the
MyPortfolio dashboard

» Select the ‘Energy’ tab for your
property to confirm that the new
Automated Benchmarking Portal
meter is showing with recent bill
information in the ‘Meters’ table

Helpful Hint -

Step 2 « Send Data from Automated
Benchmarking Portal to ESPM
ENERGY STAR* mv\;ugg Accouni | Ntfcaions | ENERGY |Cmm:|uou|sv-
PortfohoManager“’ e
MyPortfolio Sharing Reporting Recognition

/ Change Metric

= ENERGY STAR Score (1-
100)

Current Score: 60

Sample K-12 School (US)
321 Education Way, Phoenix, AZ 85005 Mapht
Portioio Manager Property ID: 17710888
Year Built 1950

7 Edt Baseline Score: 96

Summary Detall | Energy Watsr Waste & Materials Goals Design

Motor SRRty s epimbi s b s it it ‘

11 4. Hire an organization to
electronicaly enter your data

5. See # your utiity offers this service Meters - Used to Compute Metrics (3)

Change Meter Selections
", View 3s 3 Dagram

Your Property is: Edit
@® ASingle Buiding
Part of a Building
ACampus of Multiple Buildings
You Are Tracking: Edit
@ Total energy consumgtion for your

Partial energy consumption for your
propeny

Meter ID * | EnecgyType ¢ gipate
Electric Grid Meter
115513827

| Electric Soiar Meter

Electric - Grid 01/11/2020

12/31/2019

01/01/2021

\&J Download Annual Totals by Metes

In the case that your billed natural gas usage had been previously entered manually on a

separate ESPM natural gas meter, it may be necessary to use the ‘Change Meter Selections’ to only include
the new Automated Benchmarking Portal meter and avoid double entry of historical usage. This is because

the Automated Benchmarking Portal will transfer a full history of billing data to ESPM.

18



FREQUENTLY ASKED QUESTIONS

Problem: 1am trying to add an account, but the Automated Benchmarking Portal keeps giving me an error message
(e.g., “Meter number or Last Bill Period CCF does not match our records”).

Solution:
¢ Check that you are using the correct information on your bills — see Page 6 of user guide for a visual guide for
where to find the correct information.
o Last Bill Period CCF: Make sure you are entering the consumption value from the last bill period on your bill.
For example, if the current month is March, use the usage amount from your February bill.

Problem: The Automated Benchmarking Portal does not recognize my ENERGY STAR Portfolio Manager® property.

Solution:
¢ Check that you have shared the ENERGY STAR Portfolio Manager® property with Columbia Gas of Ohio.
e See Step 3.3 on Page 12 of this User Guide.

Problem: Columbia Gas of Ohio has not accepted my PROPERTY SHARE request in ENERGY STAR Portfolio
Manager®.

Solution:
e You do NOT need to wait for the property share request to be manually accepted.
e You can move on immediately to the next step, and your share request will be accepted automatically.

19



FREQUENTLY ASKED QUESTIONS CONT.

Problem: After | click submit when sending my property’s energy use data to ESPM, the screen freezes. No gas meters
were created in ESPM, or | see that a meter was created, but no usage data was transferred.

Solution: The transfer process was interrupted, and you must correct it by following these steps:

¢ In ESPM, delete any gas meters that have been created by the Automated Benchmarking Portal.
¢ Inthe Automated Benchmarking Portal, on the property tab, toggle the “Use Existing Account” slider back to the
left.

o Restart Step 3 beginning on page 9 of this User guide.
After clicking “Submit”’, PLEASE BE PATIENT AS THE DATA TRANSFERS AND DO NOT REFRESH YOUR

SCREEN, EVEN IF THE SCREEN APPEARS TO BE FROZEN. Depending on the size of your building, the
transfer process make take up to 10 minutes.

Problem: My data appears do be duplicating in ESPM. What is going on?

Solution: Energy Meters
If you previously had entered usage data into ﬁwils;tsi" meters to be included in your metrics. (Hint: Most meters should be included unless they are sub-
ESPM either manually or through spreadsheet
y N.
uploads and you’ve connected the Automated | e Type
Ben(_:hmarklng Portal, you may see data ikt Gt Mot N
duplicates. To prevent this, above the Meters 14620170
table, click “Change Meter Selection”. Then, Gas Meter manually entered 2 | o
‘ . . 14620169
tick the check box for the meter associated with
the Automated Benchmarking Portal and Casraney anualv.eniered | Natural Gas
uncheck the meter associated with previously -
>as Meter connected to ABP Natural Gas
entered data. 56374386
Total of 2 meter(s). Tell us what this represents:
* @ These meter(s) account for the total energy consumption for Grocery Store (a single building).
O These meter(s) do not account for the total energy consumption for Grocery Store (a single
building).




CONTACT INFORMATION AND USEFUL LINKS

User Support:
(855) 335-5835
cohbenchmarking@mncee.org

Automated Benchmarking Portal:

https://benchmarking.columbiagasohio.com/
THANK YOU!



https://benchmarking.columbiagasohio.com/

