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Village of Oak Park Energy and Water Benchmarking Program 

Getting Started Guide  
Benchmarking Your Building 

 
Help the Village of Oak Park meet the Climate Ready goals while reducing operating costs and improving your 
building by benchmarking energy and water use. Benchmarking is the practice of measuring the performance 
of your building and tracking it over time. The goal of benchmarking is to become more familiar with your 
building’s energy and water use, identify areas for improvement, and then track and measure the benefits of 
any efficiency projects you decide to implement. 
 
While many benchmarking tools are available, the Village of Oak Park requires the use of Energy Star Portfolio 
Manager. Portfolio Manager is a free federal tool provided by the US Environmental Protection Agency that is 
widely used across the United States. Portfolio Manager is easy to use, and once configured, will provide you 
with valuable insight and analysis as to how your building performs compared to other similar buildings.  
 
If your building is required to benchmark (are you required to benchmark?), please follow the steps below to 
set up your Energy Star Portfolio Manager profile. You may also wish to reference the EPA’s Portfolio Manager 
Quick Start Guide or Buildings Help Page for additional information and set-up tips. If you need further 
assistance with setting up your building, please see the last section in this guide for contact information. 
 
In the following pages you will find information on how to begin the benchmarking process to get started. 
While this takes some work upfront, once your property is set up for benchmarking maintaining the 
benchmarking process is relatively easy! 
 

Understanding the Benchmarking Process  

https://www.sustainoakpark.com/oak-parks-climate-action
https://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-manager
https://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-manager
https://www.oak-park.us/your-government/environmental-sustainability/building-benchmarking
https://www.energystar.gov/sites/default/files/tools/Portfolio%20Manager%20Quick%20Start%20Guide_May%202019_Final_508.pdf
https://www.energystar.gov/sites/default/files/tools/Portfolio%20Manager%20Quick%20Start%20Guide_May%202019_Final_508.pdf
https://portfoliomanager.energystar.gov/pm/help?theme=default
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Step 1: Gather Information and Prepare Your Property’s Data 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
Setting up your property for benchmarking will require you to input a variety of basic information about your 

property or building(s). This includes information such as building size, age, and floor area (square feet). In 

addition, you will also need to know the names and functions of all the electricity and water meters associated 

with your property. Finally, you will need to gather and input the electricity and water consumption for each 

of these meters. To ensure that set-up is a smooth process, we strongly recommend you gather and prepare 

all required data for your property before beginning the benchmarking process. 

Fortunately, Energy Star Portfolio Manager offers a very useful data collection tool which will help you prepare 

for the benchmarking process. Please visit the page Portfolio Manager: What data is required to benchmark 

your property? for more information, download the right template for your building, and to get started. 

Pictured below is an example of a data collection worksheet which shows some of the information you will 

need to gather.  

 

 

  

https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
https://portfoliomanager.energystar.gov/pm/dataCollectionWorksheet
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Step 2: Create your free Energy Star Portfolio Manager Account 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
To get started using Energy Star Portfolio Manager, please 
visit the main page at: 
https://portfoliomanager.energystar.gov/pm/login  
 

1. Click the “Create New Account” button and follow 
the prompts to provide information about your 
account. 

 
 
 
 

2. When prompted if you would like your 
Account Name to be searchable, please 
select Yes to enable the sharing of your 
property performance data with the 
Village of Oak Park (required for 
participation1).  

 
 
Step 3: Add a Property to Your Portfolio 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
To get started with benchmarking, you will need to add a property to your portfolio (“MyPortfolio”).  
 

1. Log in to your Energy Star 
Portfolio Manager account 
dashboard, and navigate to the 
“MyPortfolio” tab. In the top left 
corner, you will see a button 
that reads “Add A Property.” 
Click this to proceed. 
 

2. Before starting the process of 
adding a property, it is a good 
idea to gather some basic 
information about your 
building(s) (Step 1). This includes 
data such as building age, use-
type, size (floor area in square 
feet), occupancy rate, and more. Default or temporary values are not accepted for compliance with the 
Village’s ordinance.  

                                                           
1 Note: Starting with the reporting deadline of December 31, 2024 data reported through the Village program will be subject to the 
transparency requirements.  
  

https://portfoliomanager.energystar.gov/pm/login?testEnv=false
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3. Follow the instructions on-screen to provide information about your building. Once finished, you will 
be taken to the summary page for your property2.  

 

 
For additional information, see Energy Star Training Video: How to Set up a Property in Portfolio Manager 
 

Step 4: Add Meters to Your Property 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
In Energy Star Portfolio Manager, you 

will first assign meters to your building. 

To participate in the Building Energy 

Efficiency Program, you must add all 

electric meters associated with your 

building to your building’s Portfolio 

Manager profile. You may optionally 

add water meters. Meter information 

can typically be found on your utility 

bill, or you may also obtain your meter 

names by visit the electrical or meter 

room on your property. The chart 

below provides a visual summary of the relationship between your property, your property’s meters, and the 

water or electricity consumption associated with your property. 

                                                           
2 Note: when setting up a new property in Portfolio Manager you will be asked to provide a Standard ID. 
For information on how to find your ID, please see Step 7. This can also be added after setting up the 
property. 

 

https://www.youtube.com/watch?v=-lob65wkVNM


 

Village of Oak Park Benchmarking Getting Started Guide  Page 5 

1. From the Building Profile, click on the Energy tab. Then, click the “Add A Meter” button to begin setting 

up your first meter. 

a. Note: before continuing further, it is a good idea to collect some basic information about the 

meter you will be adding. Usually, this means: 

i. The meter serial name/number (ex: AN11111) 

ii. The service provided by the meter (electricity? water? gas?) 

2. The area of your building serviced by the meter (ex: common area, irrigation, fire sprinkler). 

You will be required to select the type of meter you will be setting up. Please choose electricity, gas 

and/or water. 

a. Note: Once you check “electricity,”  

“gas,” and/or “water”, you will 

have the option to decide how 

many meters you are setting up. 

You may set up all meters at the 

same time if you wish. 

 

3. On the next “About Your Meters” section, 

you will be able to add additional information about your meters. 

a. Meter Name: Please assign an easy-to-remember name to your meter that describes its 

function, such as “Irrigation” or “Fireline.” 

b. Date Meter Became Active: This field is critical to establish the appropriate date range for the 

meter use data you will enter later in the process. 

c. Custom Meter ID Name 1: You may assign additional names to your meters. It is recommended 

to insert your utilities’ meter name (ex: AN11111) to help you keep track of all your meters as 

you benchmark. 

4. Once your meters are created, you will be presented with a summary page with all the meters 

associated with your building. Congratulations! You may now continue on to adding use data for each 

of your meters. 
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For additional information, see Energy Star Training Video:  How to Set up Energy, Water, and Waste 

Meters in Portfolio Manager® 

 

Step 5: Add Energy or Water Consumption Data to Your Meters  
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
Now that you have created your building profile and added meters to your building, you will need to tell 

Portfolio Manager how much energy and/or water consumption is occurring at each of your meters.  

Before continuing with this step, it is a good idea to collect at least 12 months of utility bills for each of your 

meters. This is the most data-intensive step of the process, so having your information organized ahead of 

time will help keep the process easy and organized.  

1. Obtain Your Billing and Consumption Data: before benchmarking, you will need to obtain records of 

your historical billing and consumption data. Please note that is critical that the data you enter for 

benchmarking represents all energy or water consumption for your building, also known as whole-

building data. While most buildings only have one meter for water use (known as a “master meter”), it 

is relatively common for units in a multi-tenant building to be individually metered for electricity.  

 

These data are typically available through your electricity or water utility provider through the 

following formats: 

 

a. Electricity (ComEd):  

i. If your building has only one meter you may be able to enter the data directly from your 

paper bills or your online portal. 

ii. For a building with multiple meters and tenant owned meters, gather whole building 

energy usage data from ComEd. 

1. Enroll in the Energy Usage Data System (EUDS) 

2. Follow the instructions in the Energy Usage Data System: Building Owner User 

Guide. 

3. Download your usage data in the ENERGY STAR format. 

iii. Upload the data to Portfolio Manager. Learn how to upload or copy and paste data at 

https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-Copy-and-Paste-

Data-into-my-Meter-1600088526075. 

iv. For any data access questions, contact ComEd at EnergyUsageData@ComEd.com.  

b. Gas (Nicor) 

i.  If you receive the bills for all of your building’s meters, you can enter usage from your 

monthly bills. 

ii. To receive whole building energy data, you will need to request this via email from 

Nicor. 

1. Fill out the Data Request spreadsheet.  Make sure that you request monthly data 

for the full year. 

2. Send the completed spreadsheet to g2sogasmui@southernco.com. Make sure 

that you specify that you need data by month for the full year. 

https://www.youtube.com/watch?list=PLMvJzVnMdhhsZUL3gj5AsA_UOuKjbvzrF&v=-lob65wkVNM
https://www.youtube.com/watch?v=gRV2fERAQ38
https://www.youtube.com/watch?v=gRV2fERAQ38
https://www.comed.com/ways-to-save/for-your-business/energy-management/energy-usage-data
https://www.energyusagedata.com/static/euds/assets/userguides/user-guide-building-owner.html
https://www.energyusagedata.com/static/euds/assets/userguides/user-guide-building-owner.html
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-Copy-and-Paste-Data-into-my-Meter-1600088526075
https://energystar.my.site.com/PortfolioManager/s/article/How-do-I-Copy-and-Paste-Data-into-my-Meter-1600088526075
mailto:EnergyUsageData@ComEd.com
https://sandiego.beam-portal.org/api/v3/media/helpdesk/attachments/kb/Village%20of%20Oak%20Park%3A%20Reporting%20(32)/137/Oak_Park_benchmarking_data_request.xlsx
https://sandiego.beam-portal.org/helpdesk/kb/reporting/137/g2sogasmui@southernco.com
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iii. For questions or concerns call Nicor customer service at 888-642-6748 or email 

customercare@nicorgas.com. 

c. Water 

i. If you receive the bills for all the water meters in your building, enter the usage data 

from those bills. 

ii. For whole building usage, contact the Village of Oak Park Water Billing Department and 

ask for whole building water usage data for the year(s) needed. 

1. WaterBillingInquiries@oak-park.us 

2. 708-358-5478 

2. Establishing Your Baseline: A baseline year is the first year of data you enter against which you will 

measure future performance and improvements.  

a. In Oak Park, the baseline year is 2022. Date must be entered starting from January 1, 2022 

through December 31, 2022.  

b. You may enter as much billing history as you wish. The more billing history you enter, the better 

your long-term understanding of your building’s performance will be. 

c. Electricity data is generally reported in kilowatt-hours (kWh), gas data is reported in Therms, 

and water data is typically reported in hundreds of cubic feet of water (CCF) 

mailto:customercare@nicorgas.com
mailto:WaterBillingInquiries@oak-park.us
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Entering Your Data: You have two options for how you would like to enter your electricity and water 

consumption data:  

 

d. Option 1 - Manual Entry in Portfolio Manager: Once you finish setting up your meter(s), you are 

presented with a table within Portfolio Manager in which you can manually enter your billing 

data (see photo). This is a great option for basic data entry. You can copy and paste from a 

spreadsheet to quickly add data. 

 

e. Option 2 - Bulk Upload: Portfolio Manager also provides a handy bulk upload tool which is great 

if you are working with large amounts of data. This allows you to download a pre-formatted 

spreadsheet file to your computer. This spreadsheet will be pre-populated with the meter 

information you completed in Step 4 above. You may then work in Microsoft Excel or any other 

spreadsheet editing program to quickly add data. This is a great option for more advanced 

users. Follow the instructions for “single-meter spreadsheet.” Once you are done entering your 

data in the template, you can re-upload your template to Portfolio Manager, and the data will 

automatically be added to each meter. 

i. Note: bulk uploads are not reversible. If you upload data for the same meters and date 

range twice, the original data points will be permanently overwritten by the second 

upload. 

 

For additional information, see Energy Star Training Video: How to Use Spreadsheet Upload 

Templates in Portfolio Manager® 

 

Step 6: Analyze Your Data  
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
Congratulations! Once you have set up 

your property, created your meters, and 

adding your billing data, Portfolio 

Manager will automatically begin 

analyzing your data and providing you 

insights into your building performance. 

1. To view your uploaded data, 

navigate back to your building’s 

profile page.  

2. Take some time to explore the 

Energy and Water tabs. Here you 

can find a lot of useful 

presentation and analysis of your 

buildings performance from your 

earliest bill to your most recent 

bill. 

https://www.youtube.com/watch?v=1qS8bN9mTjM
https://www.youtube.com/watch?v=1qS8bN9mTjM
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Step 7: Assign a Unique Building Identifier to your property.  
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
Unique Building Identifiers (UBIDs) are a tag for your property that makes sharing Portfolio Manager data with 
the Village’s tracking and compliance platform seamless.  

 
1. Find your building’s UBID.  

a. The Village maintains a spreadsheet of UBIDs for covered properties. Download the 
spreadsheet. As new UBIDs are added, the spreadsheet will update on the Building 
Performance Helpdesk. 

b. In the spreadsheet, click Find & Select, select find and search for your property’s address. 
c. The UBID is in the second column. Copy this for the next step.  

2. For an existing property: Add the UBID to your property in Portfolio Manager. 
a. Select your property and click the Details tab.  
b. In the Unique Identifiers (IDs) box select Edit.  
c. Under Standard ID – Other select Unique Building Identifier (UBID) from the drop down menu.  
d. Paste your UBID from the spreadsheet into the ID box. 
e. Click Save. 

 
If the property does not have a UBID in the Village’s spreadsheet, submit a ticket through the HelpDesk or 
reach out to Sustainability@oak-park.us. New UBIDs are created in batches and you may not receive a UBID 
right away. This will not impact your compliance status.  
 
 

Step 8: Share Your Data  
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
Participants must share their properties with the Village of Oak Park. Sharing properties is easy and detailed 
steps can be found in the “How to Share Properties with Other Users” How-to guide. 
 

https://oakpark-il.beam-portal.org/api/v3/media/helpdesk/attachments/kb/Village%20of%20Oak%20Park%3A%20Reporting%20(32)/141/Covered_Properties_2023__h2LXblW.xlsx
https://oakpark-il.beam-portal.org/api/v3/media/helpdesk/attachments/kb/Village%20of%20Oak%20Park%3A%20Reporting%20(32)/141/Covered_Properties_2023__h2LXblW.xlsx
https://oakpark-il.beam-portal.org/helpdesk/kb/
https://oakpark-il.beam-portal.org/helpdesk/kb/
mailto:Sustainability@oak-park.us
https://www.energystar.gov/buildings/tools-and-resources/how-share-data-other-users-portfolio-manager
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1. Connect with the Village. 
a. In the upper right hand of the screen click Contacts. Select Add New Contacts/Connections. 
b. Search for the username OakParkCommunity.  Click Connect.  
c. Once the Village accepts your request, you will receive a notification that you are now 

connected to VOP Benchmarking Team (OakParkCommunity) and can share a property.  
2. Share your property(ies) with the Village. 

a. Click the Sharing tab. Click on Share (or Edit Access to) a Property.  
b. Click Select Properties and tick the properties you would like to share.  
c. Select VOP Benchmarking Team (OakParkCommunity) to share.  
d. Under Choose Permissions, select Personalized Sharing & Exchange Data (“Custom Orders”) 

and click “Continue”. 
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e. Select “Exchange Data” for each property. A pop-up window will appear. Specify data attributes 

and permissions for each property. 
 

 
 

i. Select “Read Only Access” for “Property Information” and “All Meter Information” 
ii. Select “None” for “Goals, Improvements, & Checklist” and “Recognition” 

iii. Select “No” for “Share Forward” 
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f. Click Apply Selections & Authorize Exchange 
g. Click Share Property(ies). 

 
Congratulations! Once these steps are complete you have officially reported your data! You will get notified of 
any changes or edits necessary and will be notified once your property has passed. 
 

 
Next Steps and Additional Resources 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
Energy Star Portfolio Manager has a wide variety of tools and training material to help you further understand 
into your property’s performance data. When you are ready to learn more about Portfolio Manager, visit the 
Energy Star Portfolio Manager Training Page for more information and free guided training sessions on specific 
benchmarking topics and practices. 
 
The Village of Oak Park uses a benchmarking platform called BEAM to track compliance, communicate with 
building owners, and host the help desk and knowledge base. As we enter the reporting periods (generally Q4 
of each year) you will receive automated emails from the system. These will alert you of any data issues and 
provide guidance on how to correct those issues. Once you are in compliance for the year, you will receive an 
email with “Congratulations” in the subject.  
 
 

Questions and Contact Information 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -   
The Village of Oak Park is glad to provide technical support and assistance with regards to Energy Star Portfolio 
Manager. If you have reviewed this guide and still need further assistance setting up your profile or 
conducting benchmarking, please feel free to contact our staff for additional guidance: 

Sustainability@oak-park.us 

https://www.energystar.gov/buildings/training

