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Chapter 1 Overview 

Portfolio Manager (PM) is a free program from the US Department of Energy.  From their website: “Port-
folio Manager is an interactive resource management tool that enables you to benchmark [track] the en-
ergy use of any type of building…..”  https://www.energystar.gov/buildings/benchmark  PM runs in your 
browser.  

PM is a useful planning tool for any senior living community wanting to reduce its carbon footprint.  It 
can generate a number of important and useful metrics, including Greenhouse Gas Emissions (GHG) for 
your community’s campus or a single building.  From their website: “Benchmarking turns the information 
on your utility bill into knowledge you can act on.” 

This document is intended to be a quick start user guide.  Its focus is to provide the reader with an easy 
way to use PM to compute the carbon footprint of your campus.  The document uses the setup and data 
of a fictitious community, “USALifeCare”, entering in most cases only the required information (noted by 
an * in the information field).  This approach allows one to become familiar with PM before expanding its 
use.  The Figures shown are screenshots taken from the creation and use of USALifeCare.  

You may choose to benchmark your entire campus or individual buildings, or both.  You need to decide 
at the outset what approach to take.  The campus approach is probably the easiest way, at least at the 
outset.  Then, if you want, you can benchmark individual buildings as separate projects.  It is recom-
mended that you set as a benchmark a year prior to Covid, such as 2019, and then include all the energy 
usage data for each year from that point 

• In order to benchmark your campus, you include all buildings, all uses, and all utility data in the 
same property file.  You will need to have, or be able to aggregate, utility data for all your build-
ings.   

• In order to benchmark some or all of your individual buildings you will need utility data for them 
individually.  

• You will need to collect utility usage data for each type of energy used, for at least one year. We 
recommend you decide which year you want to benchmark against, which may require collecting 
and entering multiple years of usage data.  Undoubtedly you will have to talk with your manage-
ment and possibly your utility about how to get data.  Check with your energy providers to deter-
mine if they have resources/applications to easily collect the data.  Many utilities have an on-line 
tool that can be used to quickly access usage and billing data.  They may not be willing to make 
the tool available to anyone except the account holder, that is management, or individual resi-
dents in the case of separate meters. 



• If you are benchmarking a campus and there is one meter, it should be relatively easy to collect 
usage data.  As a minimum you will need usage data on each energy source, such as electricity, 
natural gas, propane, or fuel oil.   

• If your campus has numerous meters for any energy source you will have to find a way to aggre-
gate the data.   

• If residents are billed separately, it may be difficult to get aggregate data due to privacy concerns.  
Usually, the utility will be willing to release aggregate data, without customer names, to manage-
ment.  

• If you have utility cost data you may include that if you wish, but PM does not require costs to 
generate its most important metrics.   

This document assumes that you, the reader, will be benchmarking your campus, at least to start.  

The party who sets up the account automatically has full read/write access.  Shared access to the ac-
count can be given to anyone, giving read/write access, or with read only access.  However, read/write 
access should be quite restricted so that random changes are not made.  

Within PM there are about 75 building types.  We recommend using two building types when getting 
started: multi-family housing and senior living community.  See the PM glossary for exact definitions.  
https://portfoliomanager.energystar.gov/pm/glossary 

• Multifamily housing means your apartment buildings including incidental uses such as lounges, 
meeting rooms, etc.  If you have several apartment buildings, cottages and villas, you may enter 
them as one building use.  
Your common facilities such as dining rooms for IL, exercise rooms, art studios, administrative of-
fices, library, a bank, presentation rooms, conference rooms, gift shop, woodshop, etc. should be 
included in this category.  If you have an indoor heated swimming pool you could list it separately 
to get a pool size, but we recommend not doing this and include its floor area to be included un-
der multifamily.   

• If you have a health facility of some kind, assisted living, memory care, or skilled nursing, it should 
be included as a Senior living community.  See the PM glossary for the definition.  

Do not be concerned about getting it perfect when you start out.  If you want to add or delete or edit a 
building use you may do so at any time.  

We encourage you to use this guide and do a “trial run” to become familiar with Portfolio Manager prior 
to attempting to create a property based on your actual senior community. Use the data provided in the 
Appendix – Self Check, and then check the results against the Metrics Summary, figure 39. 

 

  



Chapter 2 Creating an Account 

Before you begin:  it will be wise to make some important initial decisions.  First decide on the User 
Name and Password you want to access the account.  And a decision needs to be made for the organiza-
tion name.   

• The account can be in the name of your community.  This is what is generally recommended for 
senior living communities. 

• The account could also be in the name of a residents’ association, or even a committee or an indi-
vidual.  PM does not care what the name on the account is. 

Creating the account: as a new user of Portfolio Manager (PM), the first step is to create an account.  To 
do this click on the link below to get started, which will provide Figure 1 shown below.  

www. portfoliomanager.energystart.gov/pm/login 

Figure 1  Getting Started 

 

Click Create a New Account which will display in a window, shown in Figures 2, 3, and 4. 

  



Figure 2  Creating a New Account 

 

 
Begin by entering the Username and Password. The username can have upper and lowercase letters, 
numbers, dashes and underscores only. Create a password that is at least 8 characters long and includes 
at least three of the following: lowercase letters, uppercase letters, numbers and/or special characters 
(such as *, #, %, etc.).  

The form continues; see Figure 3 on the next page.  

 

 

  



We recommend that the person creating the login fill out both Figures 3 and 4.   

 

Figure 3  Creating a New Account 
 

 

 

In Figure 3 enter the requested information about yourself. 

 

The form continues; see Figure 4 on the next page.  

  



Figure 4  Creating a New Account 

 

Figure 4 shows where to enter the Organization Name.  Figure 4 also indicates the recommended selec-
tions for the other boxes  

 

When the information has been entered click on Create My Account.  A link will be sent to the email ad-
dress provided; the message includes the following: 

“You're almost there.  The final step in creating your Portfolio Manager account is to click on this link to 
verify your email address, then log into Portfolio Manager.  This link will be available for 24 hours.  If you 
don't click on this link within 24 hours, you'll need to repeat the process of creating a new account.” 

When you click on the link, PM will take you to the login screen, and after you login, Figure 5, shown on 
the next page will be displayed indicating that your account has been created.  

  



Figure 5  Your Account Has Been Created 
 

 
 

Congratulations!  You are now ready to proceed to Chapter 3, Setting Up a Property. 

Click on Setup your first property.  Figure 6, next page will be displayed.  

 

  



Chapter 3 Setting up a Property 

In this chapter we define the characteristics of the property.  We start with entering the main use of the 
property, which for a senior community will normally be Multifamily Housing.  Even though your campus 
may have more than one building, the example shown in this document has one, and construction status 
as Existing.  Then click Get Started.  

Figure 6 Set up a Property: Let’s Get Started! 
 

 
 

Fill in the information as above and then click Get Started.  A window with Figures 7 and 8, next pages, 
will be displayed.  

 

  



In Figure 7 one adds very specific information about the property.  Each property that is entered will 
have a unique name and information.  For this document we are setting up one property, USA Life Care 
Campus. The street address must be an actual address!  Since we are first focusing on calculating green-
house gas emissions, having an exact value for Gross Floor Area and Occupancy is not that important.  (If 
you want Portfolio Manager to calculate an Energy Star Score you need to enter areas accurately.)  

 

Figure 7 Set up a Property: Let’s Get Started! 

 
 

Fill in the information for your property as shown. Note that the street address must be real address. 

The form continues as Figure 8 on the next page.  

 



In Figure 8 it is recommended only adding the Percentage of units that offer nursing/assisted care. 
When completed click Continue.  However, if you are interested in an accurate Energy Star score, then 
the applicable boxes should be checked. 

Figure 8 Set up a Property: Let’s Get Started! 

 
 

Usually, it will not be necessary to fill out the ID sections of this form. If you only enter the building area, 
Portfolio Manager will accurately calculate your carbon footprint. It will use default values for other data 
and therefore not accurately calculate your energy star score.  

Click Continue.  A window with Figures 9, 10 and 11 is displayed.  

 

  



Figure 9 allows you to edit basic information about the property if you need to.  

Figure 9 Set up a Property: How is it used? 

 

This form continues; see Figure 10, next page. 

  



Figure 10 describes the Multifamily Housing Unit portion of the property, and Figure 11 the Senior Liv-
ing portion.  The only information required for both is their Gross Floor Area.   Besides the area, Portfo-
lio Manager asks for additional information on this screen.  We recommend that you add it only if you 
want an accurate Energy Star score.  Without it, Portfolio Manager will calculate an Energy Star score us-
ing default values, which will not reflect your actual situation, and your score will not be accurate.  (How-
ever, other metrics, such as GHG emissions will be accurate without this additional data.) Since this doc-
ument is focused on GHG emissions, we have not added this information. 

Figure 10 Set up a Property: How is it used? 
 

 

Note that the area on the screen should be for the Multifamily portion of your property. The form contin-
ues on Figure 11 on the next page.  

  



Figure 11 Set up a Property: How is it used? 

 
When completed click Add Property.  You may get a screen that says that the areas of different uses do 
not add up to the property total.  If so, go back and edit until the areas are correct.  You may have an er-
ror for the property total or for one or more of the uses. When correct, Figure 12, next page, will be dis-
played.  

 

Congratulations!  Your property is now set up.  You are now ready to proceed to Chapter 4 where you 
provide energy usage data. 

  



Chapter 4 Entering Energy Use Information 

Click on the name of the property, in this example US Life Care Campus, to start entering energy usage 
information. 

 

Figure 12 My Portfolio 

 

 

When you click on a property.  Figure 13, next page, will be displayed.    

  



Figure 13 is the “Dashboard” for your property.  Each property in your portfolio will have its own dash-
board.  Most senior communities will have only one property, but some might have multiple campuses.   

You will return to the dashboard from time to time to enable various features within Portfolio Manager.   

Figure 13 My Portfolio Summary 

 

Click the Energy tab to begin entering energy usage data.  A window with Figures 14 and 15 is displayed.  

 

 

  



Figure 14  My Portfolio Energy 

 

 

  



Figure 15 My Portfolio Energy  

 

 

 

Confirm that the information in the box at the bottom of Figure 15 is correct, and if not, click Edit and 
update. 

 

You are now ready to add meters.  Click Add A Meter in Figure 14.  Figure 16, next page, will be dis-
played. 

 

 

  



For each energy source your campus uses, you will add a meter and select its energy source.  For USA 
Life Care Campus, we selected two sources: Electric and Natural Gas.   

 

Figure 16 Source of the Property’s Energy 

 

When you have selected your meters, click Get Started.  Figure 17, next page, will be displayed.  

  



Figure 17 About Your Meters for USA Life Care Campus

 

In the above screen check the two Meter Names, and then add the Units and Dates Meter Became Ac-
tive, check the In Use? box for each meter.  

When completed, click Create Meters.  Figure 18, next page, will be displayed showing one of your me-
ters. 

  



Your meters have been created!  

Figure 18 Your Meter Entries for USA Life Care Campus 

 

Click Continue.  Figure 19, next page, will be displayed.  

 

  



Figure 19 Select Meters to Include in Metrics 

 

Figure 19 asks you to select the meters to include in the energy metrics.  

Select each box in the table and what this represents.  When done, click Apply Selections.  Figure 20, 
next page, will be displayed.  

 

 

  



Figure 20, the main Dashboard for your property, is displayed with the Energy tab highlighted. 

Figure 20 Dashboard 

 

 

Your meters have been created and you can now enter energy meter data.  To proceed click Enter Your 
Bills.  Figure 21, next page, will be displayed.  

  



Figure 21  Manage Bills (Meter Entries) for USA Life Care campus 

 

 

In this window one begins to enter the monthly data.  The gas meter shows in the Meter Selection Box 
and you will add data for it.   

Click on Click to Add An Entry.  Figure 22, next page, will be displayed.  

  



In this example for Natural Gas, we are only entering in the first line the Start Date, End Date and Usage 
Therms from the utility bill(s).  The remaining information is optional.  

 

Figure 22  Monthly Entries Natural Gas 

 

 

Fill in the necessary fields.  When done, click Add Another Entry to enter the next month’s usage in 
therms.  (For some properties gas usage will be available in CCF.)  Figure 23, next page, will be displayed.  

  



Note that Start Date and End Date will be prefilled (but if necessary can be edited if the billing period 
varies).  Fill in the information for the second line, then click Add Another Entry again.   

Repeat for each billing period for which you have data; you will need to have at least 12 months of data 
to enable Portfolio to generate useful information.   

When you are done entering data for the meter, or want to save the data already entered, click Enter on 
your keyboard, and click Save Bills.  Figure 24, next page, will be displayed. 

 

Figure 23 Monthly Entries Natural Gas 

 

You can click Save Bills at any time.  It is  wise to save frequently and certainly when you have finished 
adding data for a meter.  

  



You have successfully updated your bills (i.e. consumption information for Natural Gas).   Note the Dis-
play Year(s) box.  You can select one or all the years for which you have entered data to display the infor-
mation.  

 

Figure 24 Successfully Updated Your Bills 

 

The same steps for entering the Natural Gas information are used for each meter on your property by 
selecting the meter in the Meter Selection box.  You would normally have information for electricity, and 
may have usage data for propane, fuel oil, or other energy sources.  

When you have finished entering all available data click Save Bills.  

Then use the arrows in your browser to return to the dashboard for your property.  

  



The Summary tab on dashboard for your property will show basic property information.  It will also show 
the seven metrics that are calculated by default by Portfolio Manager if you have entered building areas 
and at least a year’s worth of energy usage data. 

Figure 25 The Dashboard for Your Property 

 

Numerous other metrics are available within Portfolio Manager.  If you want to change one or more, click 
on the Change Metric button.  A maximum of seven metrics can be displayed at one time.  You may also 
create custom reports showing your choice of metrics, as described in Chapter 5.  

  



We changed the metrics displayed on the dashboard to show the Greenhouse Gas Emissions. 

Figure 26 Dashboard Changed Metrics 

 

If you click on the Details tab a window will appear showing detailed information on your property.  You 
can make corrections if necessary.   

  



Figure 27 Dashboard Details 

 

 

 

 

 

 

 

 

 

 

  



Chapter 5 Reports 

Once you have completed entering the energy usage information, you can begin creating and generating 
custom reports.   

While one can utilize a standard report, this chapter focuses on creating a custom report to display the 
greenhouse gas emissions for your property.  Greenhouse Gas (GHG) Emissions are the carbon dioxide 
(CO2), methane (CH4), and nitrous oxide (N2O) gases released into the atmosphere as a result of energy 
consumption at the property.  In order to help you assess the emissions footprint associated with your 
energy consumption, Portfolio Manager incorporates a number of metrics to quantify these emissions.  

• Total Emissions.  Total Emissions is the primary metric, quantifying the majority of GHGs associ-
ated with a property. It can be broken down into component metrics, also available in Portfolio 
Manager: 

• Direct Emissions.  Emissions from fuel that is directly burned at property, for example natural gas 
and electricity.  Emissions are calculated by multiplying the site energy for each fuel by the emis-
sions factor for that specific fuel type.  These factors incorporate the emissions of carbon dioxide, 
methane, and nitrous oxide, to provide a single carbon dioxide equivalent (CO2e) number. 

• Indirect Emissions.  Emissions associated with energy purchased from a utility, for example emis-
sions associated with the generation of natural gas and electricity 

  



Figure 28 The Dashboard for Your Property 

Click the tab at the top of your dashboard, Reporting. Figure 29, next page, will be displayed.   

  



As yet the window shows that no custom reports have actually been generated.  

Figure 29 Charts & Graphs 

 

 

Click on Create a New Template.  Figure 30, next page, will be displayed.  

  



Figure 30 Create a Report Template 

 

Enter a Name for the report template, select the Timeframe for the report, and click Select Properties. 

Figure 31, next page, will be displayed. 

  



Figure 31 Select Properties 

 

Click the box next to the property you want the report for, and then click Apply Selection.  This takes one 
back to Figure 30.  

In Figure 30 click on Select Information and Metrics.  Figure 32, next page, will be displayed. 

 

  



Figure 32 Select Information & Metrics 

 

Click Greenhouse Gas Emissions.  Figure 33, next page, will be displayed. 

 

  



Figure 33 Select Information & Metrics 

.  

For this report template, which focuses on GHG Emissions, select Total (Location Based) GHG Emissions 
(Metric Tons CO2e), Direct GHG Emissions (Metric Tons CO2e), and Indirect (Location Based) GHG Emis-
sions (Metric Tons CO2e).  Now click on Energy Performance Metrics. Figure 34, next page, will be dis-
played. 

  



Figure 34 Select Energy Performance Metrics 

 

 

Click Apply Selection.  Figure 35, next page, will be displayed. 

 

 

  



Figure 35 Create a Report Template  

 

Click on Save Template.  Figure 36, next page, will be displayed. 

 

  



Figure 36 shows the creation of the custom report template named “GHG.” 

You are now ready to generate a report based on this template.  

 

Figure 35 Your Template has been Successfully Saved 

 

Under the Action dropdown box select Generate New Report.  Figure 36, next page, will be displayed. 

 

  



Figure 36  Your New Report has been Generated 

 

Refresh the screen in your browser to see if it’s ready. 

Under the Action dropdown box select View Current Report.  

The report is displayed as shown in Figures 37 and 38. 

  



Figure 37 View Report: GHG 

 

Figure 38 View Report: GHG 

 

 

You can generate other custom reports with different metrics by following these same steps.  

 

Congratulations!  

You have now completed Portfolio Manager 101 for Senior Communities. 

 

 



Portfolio Manager 101 for Senior Communities 
Appendix – Self Check 

We recommend that you do a “trial run” to become familiar with Portfolio Manager before attempting to 
create a property based on your actual senior community; you can then check the results against a 
known outcome.   
 

In the instructions above, in Chapter 3, we noted that you could choose to enter only basic data for your 
property, in which case Portfolio Manager will not calculate an accurate Energy Star Score.  
 

However, in this Appendix we have provided a complete set of data for you to use for a trial run. We 
have also provided two spreadsheets with utility data.  You would enter all the data provided in the ap-
propriate fields.  The results generated by this data are known.  If you create an account and fill in the 
data correctly you should get a Summary screen like the Figure 39 at the end of this document.  It shows 
an Energy Star score and some useful metrics.  If you do not see the same results there is an error or 
omission somewhere.  
 

Use the following data for a trial run: 

Chapter 1 – Overview   No data required for this chapter 
Chapter 2 – Creating An Account 
 Username and password your choice 
 Your name, job title your choice, need not be your real name 
 Email must be your real email 
 Phone your real phone 
 Country USA 
 Address Use 319 Maple Drive, Shelburne, VT  05482.  This will generate the 

same weather data as in our example.  
 Organization name your choice 
 Primary business Senior Living Community 
 Year built 1993 
 Gross Floor Area 489,834 sf 
 Irrigated area 0 
 Occupancy 95% 
 Product provider no 
 Federal property no 

 

Chapter 3 – Setting Up a Property 

 Type Multifamily housing 



 How many buildings? Use one for this trial run. 
 Construction Status Existing 
 Standard IDs Nothing required for these four fields 
 Do any of these apply? Be sure to check parking, heated swimming pool, and nursing/as-

sisted units.   
 Percentage nursing 28% 

You will now see four “detail” screens for your different uses.  

On the screen for Multifamily housing: 

 Gross Floor Area 392,521 sf.  Most likely area of the entire property will already be 
shown.  Edit to provide the just the multifamily area here. 

 Residential Units 250 
 Low rise 250 
 Mid-rise, high rise 0 
 Bedrooms 350 
 Common entrance yes 
 Population type Dedicated Senior/Independent Living 
 Subsidized No 
 Laundry hook-ups 250 
 Common hook-ups 3 
 Heated, cooled  100%  

On the screen for Senior Living Community       (this is the health center and common areas) 

 Gross floor area 97,313 sf 
 Maximum residents 98 
 Average residents 93 
 Number of units 98 
 Workers main shift 175 
 Computers 50 
 Residential washing 0 
 Commercial washing 3 
 Electronic lifts 3 
 Refrigeration units 3 
 Heated, cooled 100% 
 Licensed bed capacity 98 

On the screen for Swimming Pool   

 Size Recreational 

 Location Indoor 



 Months of use 12 

On the screen for Parking 

 Open lot 84,300 sf 
 Partially enclosed 0 sf 
 Completely enclosed 56,832 sf 
 Supplemental heating yes 
 

Chapter 4 – Entering Energy Use Information 

 Sources of your energy select electric meter – 1, and natural gas meter – 1 

 Natural gas meter units -CCF, starting date – 1/15/2020 

 Electric meter units – kWh, starting date – 12/11/2019 

On the Meter Entries pages 

We are attaching two spreadsheets, as found on the SSAFE website that contains this document, one for 
natural gas and one for electric, with the “sample electric” and “sample natural gas.”  You can enter the 
meter data manually, or try to upload the data from these spreadsheets by following the instructions on 
the Meter Entries page.  Uploading makes it fast and easy, but sometimes is hard to make it work.   

To upload from a spreadsheet: 

• Download and open their “single meter spreadsheet” from the link on the Meter Entries page. 
• Open the appropriate “sample” spreadsheet which we provided.  
• Paste the data from the sample sheet to their sheet.  Close both sheets. 
• Browse for their sheet where you just copied data.  Click Upload.  The meter data should go.  

 

Chapter 5 – Reports  No new data needed for this chapter.  

Self Check 

When you have finished with Chapter 5 click on the Summary tab.  If you have done everything correctly 
you should see the following results.  If you don’t go back and make sure you have correctly entered all 
the data from this Appendix.  

Figure 39 Metrics Summary 



 


