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Steps to set up ESPM 
Collect Property Details 
Before a property can be entered into ENERGY STAR Portofolio Manager (ESPM), the 
participant should compile key operational details for their building(s). The following are required 
for each property: 

• Property Name 
• Property Address 
• Total Gross Floor Area of Property / Number of Buildings 
• Year Built 
• Occupancy 
• At least 12 Months of Whole-Building Energy Data Covering All of 2025 

 
Some building types that are eligible to receive an ENERGY STAR Score; this list can be found 
at Property Types Eligible to Receive a 1-100 ENERGY STAR Score. If the property is eligible 
for a score, the participant will need to gather additional operational details for their property 
type. Each eligible building uses a distinct set of operational details to calculate the building’s 
score. The specific details required for each property type can be found at Portfolio Manager 
Data Collection Worksheet. 
 
Using ENERGY STAR Portfolio Manager (ESPM) 

1. Create an ESPM Account 
To create an account, visit the login page at: 
https://portfoliomanager.energystar.gov/pm/login.html   

• Select Create a New Account. 
• Fill out the required information (use the same e-mail address as the one used for 

the initial application) 
• Select Create My Account. 

 
2. Add Your Properties 

On the MyPortfolio tab, on the top right corner, select Add a Property.  
 

 

https://www.energystar.gov/buildings/benchmark/understand-metrics/property-types/eligible-score
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-data-collection-worksheet
https://www.energystar.gov/buildings/tools-and-resources/portfolio-manager-data-collection-worksheet
https://portfoliomanager.energystar.gov/pm/login.html
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Follow the steps laid out and fill out the required information collected in Step 2. Leave the 
Standard IDs section empty. You should gather and enter accurate information for as many 
Property Use Details as possible. If accurate data is unavailable, Portfolio Manager will apply 
default values. Any estimated information should be identified by selecting the “Temporary 
Value” checkbox. 

• Note that Gross Floor Area does NOT include the parking areas. 
• If you have interior or exterior parking, be sure to check the relative box at the bottom 

of the screen. 
3. Property Uses and Use Details 

After adding your property, click on the name of your property form the dashboard and head to 
the Details tab. 
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In this section you can also add, edit, or remove Use Types. In general, only include the 
minimum number of Property Uses needed to describe how the building functions. 
For example, in a large office building with a small ground-floor coffee shop, it is not necessary 
to enter the coffee shop as a separate Property Use, since it supports the primary office function 
and has a similar energy-use profile. However, if a building has two distinct primary functions 
(such as being split between office and hotel space), or includes a swimming pool, those uses 
should be entered separately.  

4. Create Energy and Water Meters 
After adding your property and filling in the operational details, it is time to add the associated 
meters to each building.  

4.1  Go to the Energy tab and select Add a Meter  
 

 
 

4.2  On the setup screen, select the sources of your property’s energy (typically 
Electric and Natural Gas). Meters for multiple commodities can be created at the 
same time. Click Get Started. 
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4.3  Click in the table cell to activate the menus. Enter the Units (Cubic Meter for Gas 
and thousand Watt-hours for Electricity), Date Meter Became Active (that is the date 
of the very first bill) and update the Meter Name if needed. You can leave the other 
fields empty. When finished, select Create Meters. 

 

 
 

4.4  Select the meters that should be used to calculate your building’s energy metrics 
(typically all of them) and whether the selected meters account for the building’s 
entire energy consumption (typically yes). Select Apply Selection. 
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4.5  A green banner will confirm you have successfully associated your meter with 
your property. The new opened window is for adding bills. If you are not ready to 
enter your bills, select Cancel or click on the big ENERGY STAR Portfolio Manager 
logo on the top right side to go back to the main page. If you are ready to enter your 
bills, continue to the next step of this document. 
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5. Create Water Meters 
The process of adding water meters is very similar to adding energy (gas and electricity) 
meters.  

5.1  Instead of going to the Energy tab, navigate to the water tab and select Add a 
Meter.  
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5.2  On the setup screen, select the sources of your property’s water (typically 
Municipally Supplied Potable Water). If all the property’s water use is indoors, 
choose Indoor. If there is any outdoor water use (usually irrigation), then:  
• choose Outdoor if the outdoor water is measured by a separate meter, or 
• choose Mixed Indoor/Outdoor if the same meter measures both indoor and 

outdoor water use.  
5.3  Select Get Started. 
5.4  Follow the same steps outlined in 4.3, 4.4, and 4.5 for creating Energy meters. 

• Typically, the water unit is in Cubic Feet 
6. Enter Bills 

Now that your meters are set up, enter your utility bills as monthly entries (not quarterly or 
annual). Monthly bills show changes over time and give the most accurate results, especially 
when comparing performance across seasons, accounting for weather, and tracking 
improvements year to year. 
You should enter at least 2 years of billing data (or as far back as you’ve owned and had the 
property operating). More history is even better. 
To gather your billing information, log in to your utility provider websites: 

• SaskEnergy 
• SaskPower 
• Saskatoon Water 
• Saskatoon Light & Power 

For each bill, you must enter: 
• the billing period (start and end dates), and 
• the usage/consumption. 
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Entering costs is optional but strongly recommended so you can also see spending trends and 
measure financial savings over time. 

6.1  Navigate to the Energy or Water tab and select the meter that you are entering 
bills for. 

 

 
 

6.2  Select Click to Add an Entry, then fill in the following fields: 
• Start Date and End Date (exactly as shown on the bill) 
• Usage 
• Total Cost 
• Check mark if the bill is estimated 
• Electricity only: if your bill includes demand (kW) and demand charges, enter 

those as well 
6.3  Select Add Another Entry to add multiple bills at the same time 
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6.4  Make sure there are no gaps or overlapping dates  
6.5  When done, select Save Bills 

Note that you can use the drop-down menu labeled Meter Selection to navigate between your 
meters swiftly. You can also edit the meter’s name, units, and the date the meter became active 
by selecting the Basic Meter Information. 
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