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 Last Updated 11/16/2023 

INTRODUCTION 

Follow the instructions below to complete manual benchmarking for the first time. You can manually benchmark if 
your building is master-metered (including any tenant-controlled areas), or your building is not able to take 
advantage of the utility companies’ Web Services. This guide has three sections that cover how to manually add and 
upload usage data for (A) an Electric Meter, (B) a Gas Meter, and (C) a Water Meter.  

BEFORE YOU BEGIN NOTES 

 Do not create a new meter for each benchmark year. If your meters did not change from the previous year, 
refer to Guide 8: HOW TO BENCHMARK – ONGOING. 

 If tenants are billed directly for energy, water or natural gas, you may request aggregated data from the 
utilities – instead. Refer to Guide 6: HOW TO ENROLL IN LADWP WEB SERVICES to request aggregated electric 
or water usage data from LADWP and Guide 7: HOW TO ENROLL IN SOCALGAS WEB SERVICES to request 
aggregated gas usage data from SoCalGas. 

 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. 

 You will need to have the Electric, Water and Gas bills, for the whole building, for the prior calendar year on 
hand to complete the steps below. You will need to enter the bill’s start date, end date and the usage data. 

 To create or update multiple meters, consider uploading the data using the spreadsheet feature. For more 
guidance, see Option 3 of the ESPM document, "How to Get Utility Data into Portfolio Manager" posted at 
energystar.gov/buildings/tools-and-resources/how-get-data-portfolio-manager. 

 Once you have entered 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. 

  

https://www.energystar.gov/buildings/tools-and-resources/how-get-data-portfolio-manager
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INSTRUCTIONS 

SECTION A. ADDING AND MANUALLY UPLOADING USAGE DATA TO AN ELECTRIC METER 

1. On the main page of your property, click the Energy tab.  

 

2. On the next screen, click Add A Meter. 
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3. Select the Electric source that apply to your property and indicate how many meters you want to add for 

each resource type, and then click Get Started!.  
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4. Name the meter as Electric – AREA SERVED, e.g. “Electric – Common Area” or “Electric – Parking Garage 1” 

to easily discern between meters.  
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5. Indicate the Units by clicking the drop-down menu and selecting kWh, then for Date Meter became Active 

enter the first available bill date associated with the meter. Leave the Date Meter became Inactive field 

empty and the In Use box is ticked, if that meter is in use. To finalize your meter setup, click Create Meters.  

 

NOTE: For Date Meter became Active, it is best to enter the earliest date from which you have data, or you 

will get an error message. 
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6. You will see a green bar at the top, confirming you have successfully created your meter. On the Your Meter 

Entries page, click Add Another Entry to enter monthly bill information for each meter. Manually enter the 

Start Date, End Date and Usage for each month individually. Once you finish adding entries, click Continue.  

 

NOTES: 

• Match the first Start Date to the Date Meter became Active from Step A.5 to avoid an error message. 

• Total Cost ($) will not be reported to LADBS if you include it. It is optional. 

• It is best to avoid making Estimations unless absolutely necessary. Please see our Benchmarking FAQ 
# 16, 19 and 28, posted at ladbs.org/ebewe/ebewe-benchmarking-process-and-information. 

https://www.ladbs.org/services/green-building-sustainability/existing-buildings-energy-water-efficiency-program/ebewe-benchmarking-process-and-information
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7. After you click Continue, you will see the Select Meters to Include in Metrics page, where you can indicate 

which meters Portfolio Manager must use when calculating metrics for your property. 

Once you have entered all active meters, those must reflect the prior year’s actual whole-building electric 

consumption. Do not select any unused meters, or duplicates. 

Select the active meters that reflect the prior year’s actual whole-building electric consumption, click the 

option with the red asterisk (*) and then click Apply Selections.  

 

NOTE: Be sure to include all active meters, to reflect the total electric use. If you have more than one (1) 

electric meter, repeat Steps A.1-A.7 to create additional meters, add data, and include in metrics. 
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SECTION B. ADDING AND MANUALLY UPLOADING USAGE DATA TO A GAS METER 

1. On the main page of your property, click the Energy tab. 

 

2. On the next screen, click Add A Meter. 
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3. Select the Natural Gas source and indicate how many meters you want to add for the resource type, and 

then click Get Started!.  
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4. The meter name can be change by clicking on any empty cell in the table on the About Your Meters page.  
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5. Indicate the Units by clicking the drop-down menu and selecting therms, then for Date Meter became Active 

enter the first available bill date associated with the meter. Leave the Date Meter became Inactive field 

empty and the In Use box ticked, if that meter is in use. To finalize your meter setup, click Create Meters.  

 

NOTE: For Date Meter became Active, it is best to enter the earliest date from which you have data, or you 

will get an error message.  
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6. You will see a green bar at the top, confirming you have successfully created your meter. On the Your Meter 

Entries page, click Add Another Entry to enter monthly bill information for each meter. Manually enter the 

Start Date, End Date and Usage for each month individually. Once you finish adding entries, click Continue.  

 

NOTES: 

• Match the first Start Date to the Date Meter became Active from Step B.5 to avoid an error 

message. 

• Total Cost ($) will not be reported to LADBS if you include it. It is optional. 

• It is best to avoid making Estimations unless absolutely necessary. please see our Benchmarking FAQ 
# 16, 19 and 28, posted at ladbs.org/ebewe/ebewe-benchmarking-process-and-information. 

  

https://www.ladbs.org/services/green-building-sustainability/existing-buildings-energy-water-efficiency-program/ebewe-benchmarking-process-and-information
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7. After you click Continue, you will see the Select Meters to Include in Metrics page, where you can indicate 

which meters Portfolio Manager must use when calculating metrics for your property. 

Once you have entered all active meters, those must reflect the prior year’s actual whole-building gas 

consumption. Do not select any unused meters, or duplicates. 

Select the active meters that reflect the prior year’s actual whole-building gas consumption, click the option 

with the red asterisk (*) and then click Apply Selections.  

 

NOTE: Be sure to include all active meters, to reflect the total gas consumption. If you have more than one 

(1) gas meter, repeat Steps B.1-B.7 to create additional meters, add data, and include in metrics. 
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SECTION C. ADDING AND MANUALLY UPLOADING USAGE DATA TO AN WATER METER 

1.  On the main page of your property, click the Water tab. 

 

2. Then click on the Add A Meter button: 
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3. Complete the Your Property’s Water Usage section; indicate the type of water and number of meters. Then 

click the Get Started! button.  
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4. The meter name can be change by clicking on any empty cell in the table on the About Your Meters page 
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5. Indicate the Units by clicking the drop-down menu and selecting ccf (hundred cubic feet), then for Date 

Meter became Active enter the first available bill date associated with the meter. Leave the Date Meter 

became Inactive field empty and the In Use box ticked, if a meter is in use. To finalize your meter setup, click 

Create Meters.  

 

NOTE: For Date Meter became Active, it is best to enter the earliest date from which you have data, or you 

will get an error message. 
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6. You will see a green bar at the top, confirming you have successfully created your meter. On the Your Meter 

Entries page, click Add Another Entry to enter monthly bill information for each meter. Manually enter the 

Start Date, End Date and Usage for each month individually. Once you finish adding entries, click Continue.  

NOTE: 

• Match the first Start Date to the Date Meter became Active from Step C.5 to avoid an error message. 

• Total Cost ($) will not be reported to LADBS if you include it. It is optional. 

• It is best to avoid making Estimations unless absolutely necessary. please see our Benchmarking FAQ 
# 16, 19 and 28, posted at ladbs.org/ebewe/ebewe-benchmarking-process-and-information. 

  

https://www.ladbs.org/services/green-building-sustainability/existing-buildings-energy-water-efficiency-program/ebewe-benchmarking-process-and-information
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7. After you click Continue, you will see the Select Meters to Include in Metrics page, where you will indicate 
which meters Portfolio Manager must use when calculating metrics for your property. 

Once you have entered all active meters, those must reflect the prior year’s actual whole-building water 
consumption. Do not select any unused meters, or duplicates. 

Select the active meters that reflect the prior year’s actual whole-building water consumption, click the 
option with the red asterisk (*) and then click Apply Selections.  

 
NOTE: Be sure to include all active meters, to reflect the total water use. If you have more than one (1) 

water meter, repeat Steps C.1-C.7 to create additional meters, add data, and include in metrics. 

 

 

 

 

 

 

 

 WAIT!  THERE  IS  MORE  TO  THE  PROCESS! 

Creating meters and uploading usage data is not the final step in the benchmarking process.  You 
will still need to submit the data to LADBS. 

Once you have entered 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. 


