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Clark Public Utilities  
Data Exchange with ENERGY STAR Portfolio Manager 

Step by Step Guide 
 

Portfolio Manager (PM) is an interactive, web-based energy management tool that allows you to track and assess energy 
and water consumption across an entire portfolio of buildings.  After creating a Portfolio Manager Account, sharing your 
property and meter(s), Clark Public Utilities will automatically upload the building’s utility consumption and cost data to 
your account via Portfolio Manager Data Exchange which allows you to benchmark your building’s energy performance.  
Portfolio Manager also allows you to estimate your carbon footprint, assess energy management goals over time, and 
identify strategic opportunities for savings.  If your building falls into one of the categories eligible to receive ratings, you 
may also earn Energy Star recognition.   

 
It is your responsibility as the customer to provide Clark Public Utilities with all of the account or meter numbers 
associated with a building.  You will submit this information to the utility on the required Data Exchange with Portfolio 
Manager Consumption Request Form along with Attachment A and the utility will provide consumption data for all 
listed accounts.  If you have difficulties identifying all of the accounts in the building, utility assistance may be available. 

 
After you complete the appropriate forms, get started by following this Step by Step Guide.   
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Section 1: How to register a Portfolio Manager account 
 
Step 1.1: Go to Energy Star Portfolio Manager Login page and click on “REGISTER NOW”  
http://www.energystar.gov/buildings/facility-owners-and-managers/existing-buildings/use-portfolio-manager 
 

 
 
 
Step 1.2: Fill out the required information (marked by a red asterisk) and then click on Create My Account. An email 
will be sent to you with a link to activate your Portfolio Manager Account. This link is only available for 24 hours. 
Once activated, log into your Portfolio Manager account.  
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Section 2: How to create a Property and Meter  
 
Step 2.1:  

 
 
 

Step 2.2:  You will need to add at least one Energy Meter to the property. This is the meter that Clark Public Utilities 
will use to provide you with the facility energy use.  If there are multiple meters billed on your Clark Public Utilities 
account or you have more than one tenant occupying the building, you will need to create one meter that will act as 
the aggregate meter.  If you create an aggregate meter, Clark Public Utilities will inactivate your old meter(s) once the 
new meter data is populated. (Hint: when naming the meter, we suggest using the Clark Public Utilities Account 
number or meter number if there are multiple meters per account) Notes: The Energy Meter Units will always be 
“kWh” and please do not check the box for “Enter as Delivery”.  Disregard step 3.3 in the below process. 
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Please skip Step 
3.3. We will enter 
this data. 
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Section 3:  How to connect to Clark Public Utilities  
 
Step 3.1: Complete the Data Exchange with Portfolio Manager Consumption Request Form as well as Attachment A 
and return them to Clark Public Utilities at pmdataexchange@clarkpud.com. This entails collecting ALL account 
numbers, meter numbers and meter names as they appear in Portfolio Manager (meter names you just entered in the 
step above) for the buildings you wish to benchmark. If there are two or fewer tenants in the building, you will need 
each tenant’s signature in order for Clark Public Utilities to release energy data.   
 
Step 3.2: Connect with Clark Public Utilities 
Send a connection request to Clark Public Utilities in Portfolio Manager (see below) in Portfolio Manager.  Note: Clark 
Public Utilities will not accept the connection request until the appropriate forms have been received with complete 
data. 
 
Log in to Portfolio Manager and click on the “Contacts” link in the upper right-hand corner. 

 
 

On the “My Contacts” page, select the box next to your property name and click on the “Add Contact” button.  
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On the “Add Contact” page, search for our Email pmdataexchange@clarkpud.com and click “Search”. 

 
 

You will find “Clark Public Utilities Data Exchange” in the search results and click on the “Connect” button. 
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Next you will be prompted to agree to our Terms of Use. If you agree with our terms, please check the box and then 
click “Send Connection Request”. 

 
 

Upon completion, you will see a dialog box confirming that the connection request has been sent. 

 
 
Step 3.3: Clark Public Utilities accepts your connection request. 
You will be notified that the connection request has been accepted via a message that will appear in the 
“Notifications” section of the main screen of Portfolio Manager the next time you login. Also, the originator of the 
request will receive an email back from the Clark Public Utilities Data Exchange Team notifying them that the 
connection request has been accepted. Note: you cannot move on to Section 4 until your connection request has 
been accepted. 
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Section 4:  How to share your properties/meters with Clark Public Utilities 
 
Step 4.1: Log into Portfolio Manager, click on the “Sharing” tab and click “Share a Property.” 

 
 

Step 4.2: On the “Share Properties” screen, select the Property(ies) that you wish to share and select “Clark Public 
Utilities Data Exchange (ABSLOGIN)” from the dropdown list in number two. Under Permissions, choose “Personalized 
Sharing & Exchange Data”. Then click “Continue.” 
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Step 4.3: The selected properties will now appear on a permissions selection screen. You will need to grant a level of 
sharing access by clicking on the radio button for “Exchange Data.” 

 
 
Step 4.4:  A dialog box will appear that will allow you to select the permission level for the data exchange.  Please 
select the “Read Only Access” radio button for the “Property Information” and “Full Access” radio button for each 
meter.  In order for Clark Public Utilities to exchange data with Portfolio Manager we must be granted “Full Access” to 
each meter.  Next click “Apply Selections & Authorize Connection”.  

 
 
Then select “Share Property(ies). 
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Step 4.5: Please reply to the email from the Clark Public Utilities Data Exchange Team that you have completed this 
step to share your Property(ies) and Meter(s). 
 
Step 4.6: Clark Public Utilities accepts the share request(s) and within 10 business days we will automatically upload 
the last 12 months of meter consumption (up to 36 months can be requested) and cost data into your account.  The 
Clark Public Utilities Data Exchange Team will email you once the upload is complete. 
 
 
Section 5: How to exchange data with Portfolio Manager when you have an existing Portfolio Manager account 
This section is for existing Portfolio Manager Customers who have been manually entering meter data for one or 
more meters and would like to begin using Clark Public Utilities’ data exchange.  
 
Step 5.1a: If you have only one meter associated with your electric account, this meter will now become the meter 
that Clark will use to automatically upload data into your account.  Login to your existing Portfolio Manager account 
and follow the steps in Sections 3 and 4.  
 
Step 5.1b: If you have more than one meter associated with your electric account or there is more than one tenant in 
your building, follow Step 2.2 to create an aggregate meter which Clark will use moving forward.  If you create an 
aggregate meter, Clark Public Utilities will inactivate your old meter(s) once the new meter data is populated.  Login 
to your existing Portfolio Manager account and follow the steps in Sections 3 and 4. 
 
Section 6: Frequently Asked Questions 
When do I need to create an aggregate meter in Portfolio Manager? 
If there are multiple meters billed on your Clark Public Utilities account or you have more than two tenants occupying 
the building, you will need to create one meter that will act as the aggregate meter. 
 
What buildings are eligible for benchmarking and receiving the ENERGY STAR label? 
Refer to the ENERGY STAR website for building eligibility: https://www.energystar.gov/buildings  
 
Why doesn’t my building have an ENERGY STAR rating?  
There are many reasons why your facility may not have a rating. Verify your information with the data quality checker. 
Once you’ve entered your data, Portfolio Manager has a handy tool to help you check for errors and anomalies. From 
the Summary Tab of each property, you can run a simple report to compare your data with typical values. This will help 
you identify energy values and property use details that are unusual given your building’s use. It’ll also help you identify 
possible typos, incorrect meter readings, missing information, incorrect units of measure, and other common data entry 
problems. 
 
How often will my data be automatically uploaded? 
Clark Public Utilities automatically uploads meter data by the fifth business day of each month. 

 
 
 
 
What information is included in the data exchange upload? 
Electric meter consumption data will be entered in kWh (kilowatt-hours) but will not include kW (demand) or power 
factor penalties. Water meter consumption data (if applicable) will be entered in cubic feet. Cost data will not include 
basic service charges, taxes or Green Lights charges.  
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How do I ensure all of the energy usage for my building is captured in the aggregate meter data? 
It is your responsibility as the customer to provide Clark Public Utilities with all of the account or meter numbers 
associated with a building.  You will submit this information to the utility on the required  Data Exchange with Portfolio 
Manager Consumption Request Form along with Attachment A and the utility will provide aggregate data for all listed 
accounts.  If you have difficulties identifying all of the accounts in the building, the utility assistance may be available. 
 
Who do I contact with questions? 
For questions related to ENERGY STAR Portfolio Manager, make sure to check their FAQ and Help, which can be 
accessed from the link at the top right corner of any screen in Portfolio Manager. For additional assistance, contact 
buildings@energystar.gov. 
 
For additional technical assistance from the Clark Public Utilities Data Exchange Team, contact 
pmdataexchange@clarkpud.com. 
 


