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EBEWE Benchmarking 
Compliance Instructions  

How to Submit a Benchmark Report 

 Last Updated 02/14/2024 

INTRODUCTION 

Follow the instructions below to submit a benchmark report to LADBS. This guide is intended for both first time and 
ongoing compliance. This document has two sections: Run Data Quality Checker and Submit Benchmark Report to 
LADBS.  

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. 

 The Portfolio Manager Energy and Water meters must have the usage data for the year you want to submit 
a benchmark report for. Refer to Guide 5: HOW TO MANUALLY BENCHMARK or Guides 6-7: HOW TO ENROLL 
IN LADWP WEB SERVICE and HOW TO ENROLL IN SCG WEB SERVICE or Guide 8: HOW TO BENCHMARK - 
ONGOING 

 Make sure the correct Los Angeles building ID has been added to the Portfolio Manager Property (see note 
on the next page) before submitting the benchmark report. Refer to Guide 10: HOW TO ADD OR CORRECT A 
BUILDING ID. 
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NOTE: To check if the LA City Building ID has been added to a Portfolio Manager property, go to the property’s Details 
tab and look in the Unique Identifiers section. Standard ID – City/Town must show “Los Angeles Building ID” and the 
correct LA City Building ID. 

See Guide 10: ADD/CORRECT A LOS ANGELES BUILDING ID TO ESPM for further guidance. 
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INSTRUCTIONS 

SECTION A. Run Data Quality Checker 

This section aims to assist customers with running their Data Quality checker before they submit their benchmark 
report to LADBS to identify any missing or incorrect data. 

1. On your My Portfolio Dashboard click on the name of the property you would like to check.  
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2. On the Summary tab, click Check for Possible Errors.  
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3. Enter Year Ending December 31 and the Benchmark Year, and click Run Checker to see possible data issues. 
Portfolio Manager will check data for a full year (12 months) of meter consumption and Property Use Detail  
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4. Review your alerts and follow the links to view or correct your data as needed. If you receive the error 
message stating that Property has no waste or material meters, please disregard as waste and materials 
meters are not required for your benchmark report. 

 
 
NOTES: Possible solutions can be found at: 

• Benchmarking FAQs: ladbs.org/ebewe/ebewe-benchmarking-process-and-information.  

• Portfolio Manager Help: portfoliomanager.energystar.gov/pm/help?theme=default.  

 
  

https://www.ladbs.org/services/green-building-sustainability/existing-buildings-energy-water-efficiency-program/ebewe-benchmarking-process-and-information
https://portfoliomanager.energystar.gov/pm/help?theme=default
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5. Your Benchmark report is ready to submit once all the red alerts has been resolved*. 
 
*NOTE: Providing accurate data is of utmost importance. However, if you encounter any errors that you are 
unable to resolve, you may proceed with the submission process. 

For example, when manually benchmarking, you will get the following error if one of your bills covers a period 
of more than 65 days. For this scenario, you can disregard the error message and proceed with the next steps.  
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SECTION B. Submit Benchmark Report to LADBS 

This section aims to assist customers in submitting their Benchmark Report to LADBS. 

1. Go to ladbs.org/benchmarking2023 and login with your Portfolio Manager account if prompted.  

 
NOTES:  

• If submitting for previous benchmark years, use the appropriate link below: 
ladbs.org/benchmarking2022 for 2022 
ladbs.org/benchmarking2021 for 2021 
ladbs.org/benchmarking2020 for 2020 
ladbs.org/benchmarking2019 for 2019 
ladbs.org/benchmarking2018 for 2018 
ladbs.org/benchmarking2017 for 2017 
ladbs.org/benchmarking2016 for 2016 

 
  

http://www.ladbs.org/benchmarking2023
https://ladbs.org/benchmarking2022
https://ladbs.org/benchmarking2021
https://ladbs.org/benchmarking2020
https://ladbs.org/benchmarking2019
https://ladbs.org/benchmarking2018
https://ladbs.org/benchmarking2017
https://ladbs.org/benchmarking2016
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2. Confirm that you are on the correct submission page by looking at the Report Title and Timeframe (in the 
Your Response section). These must have the Year you want to submit a benchmark report for. Additionally, 
the Data Request must be made by the Department of Building and Safety City of Los Angeles. 
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3. Generate a Response Preview.  
3.1. Click Select Properties.  

 
3.2. A dialog box will appear where you can select the check boxes of all the properties you want to report. 
 

3.3. Click the Apply Selection button to return to the previous screen. You may need to use the scroll bars to 
find the Apply Selection button. 

  

1. Click Select 

Properties 

2. Select 

properties you 

want to submit 

3. Click Apply 

Selection 
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3.4. Make sure the number of Selected Properties is correct and not 0. Click Generate Response Preview 

 

4. Click Generate 

Response Preview 
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4. You will be redirected to the Reporting tab. Go to the Data Request from Others tab, and If the response has 
been generated with no errors (indicated by the green message box), select Send Response from the drop-
down list under the Action column to continue to step B.5.  

NOTES:  

• If you wish to preview your Benchmarking report before sending response, then select Preview Response. 

• Refresh the page if the response is taking too long to be generated. 

Select Send Response 

No errors found 
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NOTES REGARDING ERRORS: 

If there are any errors, the following will be displayed instead of a green message box. 

 
Clicking Send Response will provide more details regarding the error/s (see image below).  

Please resolve the errors and regenerate the Response by starting over from step B.1. 

  

vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv 
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Providing accurate data is of utmost importance. However, if you encounter any errors that you are unable 
to resolve, you can proceed with the submission process by clicking Send Response and then follow-up with 
ESPM customer support as needed. 

 

  

vvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvvv 
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5. Confirm your response to Building and Safety’s Data request by clicking the “I hereby certify…” checkbox. 
Complete the e-sign section by entering your username and password, then click the E-Sign Response 
button. Lastly, click Send Data button to send your Benchmarking Report data to LADBS. 

 
NOTE: To send a copy of the benchmark report to another person add their email address in the box provided 
in #1. Keep the format as Excel in #2.  

1. Click the Certify checkbox  

2. Enter your Username and 

Password and click E-Sign 

Response 

3. Click Send Data 
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6. You will receive a “Receipt for Data Request Submittal” email from donotreply@energystar.gov with the 
submitted Response attached. 

 

mailto:donotreply@energystar.gov
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7. After five to ten business days, sign on to your EBEWE Registration website account at 
ladbsservices2.lacity.org/ebewe select Register for Benchmarking and use your browser’s find function 
(CTRL+F) to locate the Building ID/Address. If LADBS received the report, the date will be displayed under the 
Benchmarked column.  

 
You can also check your building’s overall compliance status at ladbsservices2.lacity.org/EBEWECompliance/. 
On the next page, select the desired Compliance Year and click Submit. Once the page reloads, use your 
browser’s find function (CTRL+F) to locate the Building ID/Address. Compliance status will be listed in the 
right most column. 

 
If your building status still shows “NOT COMPLIED” even after submitting the Benchmark Report, verify that 
you have registered your building and paid the annual compliance disclosure fee. Refer to Guide 2: HOW TO 
REGISTER AND PAY.  

https://www.ladbsservices2.lacity.org/ebewe
https://www.ladbsservices2.lacity.org/EBEWECompliance/

