Energy Star Portfolio Manager: Step 1

How to Create a Building Profile

Follow the below steps to Create a New Building Profile:

1. From the My Portfolio page, click the name of the facility for which you wish to create a profile. The facility’s summary page will open. 

2. Click the Create a New Building Profile link located on the right side of the page. The Create a Building Profile page will open. 

3. Some information will automatically be pulled from the facility’s data in Portfolio Manager. Complete all applicable information. 

4. Enter the profile description. No HTML code can be inserted into the Enter Building Profile Description, Communications Description, or Testimonial Quote fields. 

5. To attach a photo, click the Browse button. A dialog window will open. 

6. Use the dialog window to navigate to the directory where the photo file is located. Attach the photo file. Attached images must have the file extension .gif, .jpg, or .jpeg and be no larger than 2.78 inches wide x 2 inches tall at 72 dots per inch (dpi) or 200 x 144 pixels. 

7. Click the Save button. 

Editing an Existing Building Profile

Follow the below steps to edit an existing building profile:

1. From the My Portfolio page, click the name of the facility for which you wish to edit a profile. The facility’s summary page will open. 

2. Click the Edit Current Building Profile link located on the right side of the page. The Building Profiles page will open. 

3. Locate the profile to be edited. Click its Profile Account Name. The Edit a Building Profile page will open. 

4. Make any desired changes. No HTML code can be inserted into the Enter Building Profile Description, Communications Description, or Testimonial Quote fields. 

5. To attach a photo, click the Browse button. A dialog window will open. 

6. Use the dialog window to navigate to the directory where the photo file is located. Attach the photo file. Attached images must have the file extension .gif, .jpg, or .jpeg and be no larger than 2.78 inches wide x 2 inches tall at 72 dots per inch (dpi) or 200 x 144 pixels. 

7. Click the Save button. 

Deleting a Draft Building Profile

Follow the below steps to delete a draft building profile:

NOTE: Once a profile has been submitted for ENERGY STAR review, it can not be deleted.

1. From the My Portfolio page, click the name of the facility for which you wish to delete a profile. The facility’s summary page will open. 

2. Click the Edit Current Building Profile link located on the right side of the page. The Building Profiles page will open. 

3. Locate the profile to be deleted. Click the Delete Draft link in the row with the profile to be deleted. A confirmation page will open. 

4. Confirm the deletion. The Building Profiles page will open. 

Submitting a Building Profile for ENERGY STAR Review

Follow the below steps to submit a building profile for ENERGY STAR review:

1. From the My Portfolio page, click the name of the facility for which you wish to submit a profile. The facility’s summary page will open. 

2. Click the Edit Current Building Profile link located on the right side of the page. The Building Profiles page will open. 

3. Locate the profile to be submitted. Click the Submit for ENERGY STAR Review link in the row with the profile to be submitted. A confirmation page will open. 

4. Confirm the submission. The Building Profiles page will open. 

Viewing the Status of a Submitted Building Profile

Follow the below steps to view the status of a submitted building profile:

1. From the My Portfolio page, click the name of the facility for which you wish to see the status of a submitted profile. The facility’s summary page will open. 

2. Click the View Status of Building Profiles link located on the right side of the page. The Building Profiles page will open. 

3. Locate the facility whose profile status you are querying. The status is indicated in the row with the profile’s name. 

Viewing the Web Version of a Building Profile

Follow the below steps to view a Web version of a building profile:

1. From the My Portfolio page, click the name of the facility for which you wish to view a profile. The facility’s summary page will open. 

2. Click the Edit Current Building Profile link located on the right side of the page. The Building Profiles page will open. 

3. Locate the profile whose Web version is to be viewed. Click the View Web Version of Profile link in the row with the profile to be submitted. A new browser window will open and the Web version of the profile will be displayed. 

Creating a Building Profile Account

Follow the below steps to Create a Building Profile account:

1. From the My Portfolio page, click the name of the facility for which you wish to create a profile account. The facility’s summary page will open. 

2. Click the Create/Edit Building Profile Accounts link located on the right side of the page. The Building Profile Account Setup page will open. 

3. Type the name of the new account. 

4. Click the Save button. The facility’s summary page will open. To add a user to the account, follow the steps for modifying the facility’s access list or adding a user to the facility’s access list. 

Editing a Building Profile Account Name

Follow the below steps to edit a building profile account’s name:

1. From the My Portfolio page, click the name of the facility for which you wish to edit the Profile Account Name. The facility’s summary page will open. 

2. Click the Create/Edit Building Profile Accounts link located on the right side of the page. The Building Profile Account Setup page will open. 

3. Locate the account to be edited. Click the Edit Account link in the same row as the account’s name. The Edit Facility Profile Account page will open. 

4. Make any desired changes to the name. 

5. Click the Save button. The Building Profile Account Setup page will open. 

Removing a User from a Building Profile Account

Follow the below steps to remove a user from a building profile account:

1. From the My Portfolio page, click the name of the facility for which you wish to remove an account from profile access. The facility’s summary page will open. 

2. Click the Create/Edit Building Profile Accounts link located on the right side of the page. The Building Profile Account Setup page will open. 

3. Locate the account to be edited. Click the Edit Account link in the same row as the account’s name. The Edit Building Profile Account page will open. 

4. Locate the user who is to be removed. Click in the box to the left of the user’s name. 

5. Click the Save button. The Building Profile Account Setup page will open. 

