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 Last Updated 11/16/2023 

INTRODUCTION 

This guide is intended for ongoing compliance. To use this guide, you must have a Portfolio Manager account, 
property and meters already set up. This document has three sections: Benchmarking using Web Services, 
Benchmarking Manually, and Troubleshooting Tips. Please follow the instructions in the section most appropriate 
to you. 

BEFORE YOU BEGIN NOTES 

 A Portfolio Manager account is required to complete the steps below. Refer to Guide 3: HOW TO CREATE A 
PORTFOLIO MANAGER ACCOUNT if you don’t have one yet. 

 A Portfolio Manager property is required to complete the steps below. Refer to Guide 4: HOW TO CREATE A 
PROPERTY PROFILE if you don’t have one yet. 

 Portfolio Manager Energy and Water meters must have been set up to complete the steps below. Refer to Guide 
5: HOW TO MANUALLY BENCHMARK or Guides 6-7: HOW TO ENROLL IN LADWP WEB SERVICES and HOW TO 
ENROLL IN SCG WEB SERVICES if you have not yet done so. 

 Once you have entered/received the whole building usage data for Energy and Water meters for the prior 
calendar year, proceed to Guide 9: HOW TO SUBMIT YOUR BENCHMARK REPORT to submit the benchmark report 
to LADBS. 

INSTRUCTIONS 

SECTION A. Benchmarking using Web Services 

This section is intended for customers who completed the Web Services process to check if their benchmark report 
is ready to be submitted.  

To confirm if you can use this section, check if your property is shared with LADWP and SoCalGas (Steps A.1-A.2).  

1. Go to portfoliomanager.energystar.gov/pm/login and log into your Portfolio Manager account. On your My 

Portfolio Dashboard, click on the name of the property you want to benchmark. 

https://portfoliomanager.energystar.gov/pm/login
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2. Scroll down the Summary tab and on the bottom-right hand side, you will find the Sharing this Property 
section. LADWP and SCG must be on this list as shown on the image below. Continue to Step A.3. 

 

If you do not see LADWP and SCG on the list: 

• But want to enroll in Web Services, Refer to Guide 6: HOW TO ENROLL IN LADWP WEB SERVICES and 
Guide 7: HOW TO ENROLL IN SCG WEB SERVICES. 

• But want to continue benchmarking manually, proceed to Section B of this guide. 
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3. Click the Energy tab to check Electric or Gas usage data or the Water tab to check Water usage data. 

 

4. Once you select a tab, you will need to check three things (see image on the next page): 

a. Only the virtual meters are listed under Meters – Used to Compute Metrics. If the virtual meters are not 
listed under Meters – Used to Compute Metrics, see Section C, Troubleshooting Tip 1. 

b. The Most Recent Bill Date column of the virtual meters must show a date that is December 31 of the 
benchmark year or later. For example, if the Benchmark Year is 2020, the Most Recent Bill Date must be 
12/31/2020 or a later date before you proceed with submitting the benchmark report. If the virtual 
meters stopped updating, see Section C, Troubleshooting Tip 2. 

c. Review the usage data provided by utility companies by clicking on the virtual meter name and ensuring 
it aligns with your expected values. If the data uploaded by the utility company does not align with your 
expected values, see Section C, Troubleshooting Tip 3. 
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NOTE: If the Most Recent Bill Date is not yet past December 31 of the benchmark year, wait for the utility 

companies to upload the data. Normally, the December 31 data are usually uploaded by mid February. 

 
5. Once the utility companies upload your building’s usage data for the benchmark year, proceed to Guide 9: 

HOW TO SUBMIT YOUR BENCHMARK REPORT. 

  

a 

b c 
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SECTION B. Benchmarking Manually 

This section is intended for customers who want to continue benchmarking manually. You can start with this process 
once you have gathered your building’s electric, water and gas bills for the benchmark year. 

If you are connected to LADWP and SoCalGas’ Web Services, go to Section A instead. 

1. Go to portfoliomanager.energystar.gov/pm/login and log into your Portfolio Manager account. On your My 

Portfolio Dashboard click on the name of the property you want to benchmark. 

 
2. Click the Energy tab to enter Electric or Gas usage data or the Water tab to enter Water usage data. 

  

https://portfoliomanager.energystar.gov/pm/login
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3. Click the (electric/water/gas) Meter Name you will be entering usage data for. 

 
NOTE: If a new meter is added to the building, then a new Portfolio Manager meter must be created, refer 
to Guide 5: HOW TO MANUALLY BENCHMARK. 
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4. Under the Monthly Entries section, click Add Another Entry to add a new row to enter usage data on. Enter 
the Start Date, End Date and Usage from your bills, the rest of the fields are optional. Keep adding rows until 
you have entered the usage data for the whole benchmark year. Click Save Bills to save your changes.  

 
NOTE: Entering the Start and End Date exactly as shown in your bills may cause an error message to appear 
when you run the data quality checker. 
 

5. Once you entered all of your bills for the benchmark year, proceed to Guide 9: HOW TO SUBMIT YOUR 

BENCHMARK REPORT. 

  

1.Click Add Another 

Entry 

2. Enter Usage Data 

from bills 

 

3. Click Save Bills 
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SECTION C. Troubleshooting Tips 

This section identifies and provides possible solutions for some of the most common customer issues. 

TIP # 1 

Issue: 

• Virtual Meter is not listed under Meters – Used to Compute Metrics 

• Other non-virtual meters are listed under Meters – Used to Compute Metrics 

Solution: 

1. Under the Property’s Energy/Water tab, click on Change Meter Selections. 

 
2. Check the box(es) of the Virtual Meter(s) you want to include and uncheck the box(es) of the non-Virtual 

Meter(s) you want to exclude from the metrics. 

3. Make sure the first radio button option: These meter(s) account for the total energy/water consumption 
for … is selected. 

4. Click Apply Selections to save changes. 

 

  

1. Click Change Meter Selections 
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5. When you return to the Energy/Water tab, the Virtual Meter will now appear under Meters - Used to 

Compute Metrics.  

 

TIP # 2 

Issue: Virtual meter stopped updating. 

Solution:  

• For Virtual Electric and Water meter, email usagedata@ladwp.com. Include the LADBS building ID, 
LADWP Property Admin ID and a description of your issue in the email. You will be requested to prove 
you are the current authorized benchmarking representative by providing the original requestor’s 
contact information (i.e., name, email address, and phone number). 

• For Virtual Gas meter, email SCGBenchmarking@semprautilities.com.  

  

2. Virtual Meter check box is checked 

3. First option selected 

4. Click Apply Selections 

mailto:usagedata@ladwp.com
mailto:SCGBenchmarking@semprautilities.com
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TIP # 3 

Issue: Data uploaded by the utility company does not align with your expected values: 

• Gaps in data uploaded to Virtual Meter. 

• Unusually High or Low data uploaded to Virtual Meter. 

Solution:  

• Contact LADWP’s Customer Contact Center (800-342-5397). 

• Contact SoCalGas at SCGBenchmarking@semprautilities.com or 800-508-2348. 

 

mailto:SCGBenchmarking@semprautilities.com

