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The goal of this manual is to assist you, the customer, in setting up the automatic transfer of 

billing data from your Eversource electric and natural gas accounts into your account with the  

ENERGY STAR® Portfolio Manager®  program. Eversource has developed a process to integrate 

your energy usage and cost data with the ENERGY STAR® Portfolio Manager®  program in order  

to better assist in tracking energy and cost reductions.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To begin: 

 

¶ If you are starting without a Portfolio Manager® account, proceed to Part  1 (page 2) 

 

¶ If you have a current account set up, but no meters entered, proceed to Part  2 (page 8) 

 

¶ If you already have a fully operational account, and just need to connect to Eversource, 

proceed to Part 3  (page 15) 

 

  

This process has been developed in compliance with State of Connecticut General Statutes 16a-37t 
(Benchmarking energy and water consumption in state buildings) and 16-245ii (Energy consumption data 
of Nonresidential buildings). The statutes describe an interface to make energy consumption data 
available for State of Connecticut buildings via direct Electronic Data Interchange (EDI). Environmental 
Protection Agency (EPA) has requested direct electronic transfer of data to the U.S. Department of 
ENERGY STAR Portfolio Manager (ESPM) benchmarking application.  
Through the EPA PM interface, the building owners (customers) can sign up and   create Property & 
ɢɴʃɴʁ ɳɴʃɰɸɻʂ ɰɽɳ ɴʂʃɰɱɻɸʂɷ ʃɷɴ ɱʄɸɻɳɸɽɶÜʂ ɿʁɾɵɸɻɴ. ɩɷɴɽ, ɲʄʂʃɾɼɴʁ ʆɸɻɻ ɲɷɾɾʂɴ ʃɷɴ ʂɷɰʁɴ ɿɾʁʃɵɾɻɸɾ ɾɿʃɸɾɽ ʃɾ 
initiate the process of automated data transfer from the energy service organization. In this case the 
Energy Consumption information will be exchanged from Eversource Energy to ENERGY STAR 
Portfolio Manager (ESPM). 
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Part 1 ɀ Account Creation  & Initial Setup  
 

1. Create an account by registering on the ENERGY STAR® Portfolio Manager® website: 

https://portfoliomanager.energystar.gov/pm/signup  

 

 

 
  

https://portfoliomanager.energystar.gov/pm/signup
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2. After signing into your newly created account, click on the òAdd a Propertyó button. 
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3. Follow the instructions on screen to set up your property.  

a. Choose your property type (Office, K-12 School, Police Station, etc.) 

b. Select whether your property is part of a building (such as a single floor), a single 

building, or a campus consisting of multiple buildings  

c. Select whether your property is already existing, in the design phase, or simply a 

test property  

d. Click òGet Started!ó 

 

 

  

a 

b 

c 

d 
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4. On the òBasic Property Informationó screen, fill out the required fields with information 

relevant to the property you will be benchmarking.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

    On the next screen, confirm your entry and add another property usage type, if applicable. 
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5. Next add operation details specific to your property usage type, or select òuse a defaultó 

if you want to use an estimation. Click òAdd Propertyó once you are finished. 
Note: If you plan to apply for Energy Star certification for your building, you must use an accurate 

value, not an estimation. 

  



 

7 
 

107 Selden Street 
Berlin, CT 06037 

6. After you finish adding the property, you will return to the My Portfolio view and see a 

confirmation dialogue.  

Congratulations! You have added your first property!  
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Part 2 ɀ Entering Meter Information  

 
1. From your Portfolio overview page, select the building for which you are entering meter 

information  
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2. Click on the òEnergyó tab on your property overview. Once on the òEnergyó tab, click on 

òAdd A Meteró 
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3. Select the types of meters your property has, including those not provided by 

Eversource.  

If applicable, check any additional options for details about your meter.  

Click òContinueó once completed. 
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4. Complete meter information for your entr y types, and click òCreate Metersó when 

finished. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Required fields for data transfer: 

 

 Meter Name ð Be sure to enter your full 11-digit electric or natural gas account number  

  

Units ð Select the correct units from the drop down menu. Eversource bills in kWh 

(thousand Watt-hours) for electric and ccf (hundred cubic feet) for natural gas. 

 

Date Meter became Active ð You may enter the actual date of meter activation, however 

Eversource will only transmit data from 1/1/2013 to current date.  

 

 

*You must still fill in these fields relevant to any non-Eversource meters, such as fuel oil or 

propane  
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5. The following screen is for manually entering billing usage entries. This screen may be 

skipped if you are only interested in having Eversource accounts automatically filled in 

going back to 1/1/2013.  

However, if you would like to fill in billing information for electric/natural gas meters 

prior to 1/1/2013, or any billing usage for third -party fuel types, you may enter data 

here below, or return to it later.  Click òContinueó to move to the next page. 

 

 

*If you plan to apply for Energy Star certification, all third-party fuel types must be entered accurately. 
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6. On this screen, verify that the meters selected represent the total energy usage for your 

property, then select the bubble confirming so. Click òApply Selectionsó when finished. 
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7. You will see the following confirmation notice stating the meters have been added 

properly to your account.  

 

 

  


