
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’s account. 

Step 1: Select the Sharing tab within PM. Select the Set Up Web Services/Data Exchange option from 

your account’s Sharing tab. 

 

Step 2: 

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

• Select EnergyCAP ENERGY STAR Admin (GSS_ENERGYCAP) as the Web Services Provider  

• Select One Property, Multiple Properties, or All Properties to be shared with EnergyCAP  

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

and meters)  

• 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:  

 

 

A green banner 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.  

 



 


