Guide 4: Configuring Share Access for EnergyCAP in Energy Star Portfolio
Manager

In order for data to flow smoothly from ECAP to ESPM, we need to make sure the EnergyCAP contact
within ESPM has full permission access. After you receive the email confirmation from EnergyCAP that
your account is connected to EnergyCAP’s Portfolio Manager account, the next step is to share your
property(ies) with EnergyCAP’saccount.

Step 1: Select the Sharing tab within PM. Select the Set Up Web Services/Data Exchange option from
your account’s Sharing tab.
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Step 2:

A new screen will appear called “Share Properties for Exchanging Data”:

e Select EnergyCAP ENERGY STAR Admin (GSS_ENERGYCAP) as the Web Services Provider
e Select One Property, Multiple Properties, or All Properties to be shared with EnergyCAP

e Select Bulk Sharing (Simple Option) and Exchange Data Full Access (with full access to all properties
and meters)

e Click the Authorize Exchange button. In most cases when a building or meter is shared with
EnergyCAP, the connection should be approved with 5-10 minutes.



Share Properties for Exchanging Data Screen:

MyPortfolio Sharing Reparting  Recognition

Share Properties for Exchanging Data

Choose Permissions . Sal Up Connections Check Existing Wigw Fesults’
ions Canfirmation

Somatimas it's really important 1o ba able fo shara your proparty with somaond alse. Usa this opticn fo sat up sutomatic exchange of data with your utilty or

Uik “regular sharing," when you "bulk shars"

Select Web Services Provider (Account) with & Wb Saenvice Provider, you can only pick

Which web services provider [account) do you want to share thase proparties with in “m—m““b‘_““h“““""‘m*
order 1o exchange data? You can share mulliple properties al once with a single provider.  ©n the requirements/settings of the provider.

Selact web services provider from my contacts book:

EnergyCAP ENERGY STAR Admin (G v

Select Properties
Which Properties do you want to share? Note that while you can share proparties that
riciude Linsupparted meter types, thoss specific meters will not be sharsd.

All Properiies w

Choose Permissions
3 o) If you only need o choose one permission (becausa you ame giving the same permiasions

(1 for all your shares), you can choosa that panmission har. Ctharwisa, you may assign
[y aiferent permissions for different properties andfer confacts on the next screen.

# Bulk Sharing {Simple Opticn] - | want to give all my properties and msters the same

Permisssons.

® Exchange Data Full Access (with full access to all properties and metens)

() Exczhangs Data Aead Only Access (with read only aeoass to all properties and
meters)

()} Exchanga Data Custom Access icustomized access by meter type, such as.
electricity and gas, for all properties)

) Remova Access [La. remove existing access to ol propenies)

() Personalized Sharing ("Custom Orders”) - | wari o give diffsrent parmissions for

each property andior mater.
Authorize Exchange &=

A greenbanner confirms that you have successfully shared access to your properties. Click Close. NOTE:
This process may take some time to complete. After EnergyCAP has accepted your sharing request, your
PM properties and meters will be available for linking within EnergyCAP. This process typically takes 5-
10 minutes. You will not receive an email when this type of connection request is accepted.
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