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ENERGY STAR PORTFOLIO MANAGER 
TRAINING SESSION 3: 
MAINTENANCE & TROUBLESHOOTING

THURSDAY, OCT. 9TH 2025



PROGRAM TEAM ORGANIZATIONS

Maine GOPIF, State Team
Based in Augusta, ME

PowerOptions, Consultant Team 
Based in Boston, MA

RBG, Energy Auditor Team 
Based in Concord, NH

2



State Team

Casey Zorn

Lead by Example Project 

Coordinator

Primary point of contact for 
Maine GOPIF

Ashley Krulik 

Community Resilience 

Partnership Program 

Manager
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Consultant Team

Claire Kokoska
Project Manager, Energy 
Sustainability, and Analytics

Primary point of contact for program 
logistics and questions.

Erin Camp, PhD
Program Director, Energy 
Sustainability, and Analytics

Senior Advisor
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Erin Camp, PhD
Junior Energy Analyst, Energy 
Sustainability, and Analytics

Portfolio Manager Advisor



PARTICIPATING 
COMMUNITIES
in alphabetical order

8. Lamoine
9. Livermore Falls
10. Orland
11. Rockland
12. Westport Island
13. Wiscasset
14. Yarmouth 

1. Arrowsic
2. Belfast
3. Bethel
4. Brooksville
5. Cumberland
6. Ellsworth
7. Fort Fairfield



Maine EEPRC 
PROGRAM TIMELINE

Program Stage When? Apr.
2025

May.
2025

Jun.
2025

Jul.
2025

Aug.
2025

Sep.
2025

Oct.
2025

Nov.
2025

Dec.
2025

Jan.
2026

Feb.
2026

Mar.
2026

Apr.
2026

May.
2026

Jun.
2026

Jul.
2026

Aug.
2026

Sep.
2026

0. Kick Off & Orientation
Introduction to program and 
program teams.

Apr. 2025

1. Building Energy Audits
For two (2) buildings in each 
community.

Apr. 2025 
to 

May 2026

2. Energy Star Portfolio 
Manager Trainings
Three (3) total, held virtually.

Sept. 2025
to 

Nov. 2025

3. Energy Conservation 
Plans
Develop a plan for each 
community.

Apr. 2025 
to 

Jul. 2026
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RECAP: AGENDA (Session I: Sept. 25th)

BENCHMARKING & BASICS

1. Benchmarking Your Buildings

2. Understanding Energy Bills

3. Portfolio Manager: Getting Started 

4. Portfolio Manager: Energy Benchmarking In Practice

COMMUNITY LIAISON TAKE-AWAY TASK (from 9.25.25) 

1. Create an Account for Your Community

2. Create an Account for Yourself 

3. Add Your Community’s Maine EEPRC Buildings to Portfolio 
Manager

7Maine EEPRC | Portfolio Manager Training | Session 3: Maintenance & Troubleshooting



RECAP: AGENDA (Session II: Oct. 2nd)

SHARING, DASHBOARDS, AND REPORTS

1. Connections, Sharing & Access

2. Multi-Building Dashboard

3. Single Property Dashboards

4. Reports

5. Templates as Tools

COMMUNITY LIAISON TAKE-AWAY TASK (from 10.2.25): 

1. Connect your Community account with your Individual account.

2. Share Community Property data with your Individual account.

3. Create a Custom Report for 1-2 Community Properties.
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TODAY’S AGENDA (Session III: Oct. 9th)

MAINTENANCE & TROUBLESHOOTING

1. Setting Energy Baselines & Targets

• Energy (Portfolio-Wide and Single Property)

• Emissions (Single Property)

2. Portfolio Data Maintenance

• Best Practices: Protocol, Cadence, and Checklist

• Running Custom Reports

3. Error Messages & Troubleshooting

• Data Quality Checker (DQC)

• Navigating Energy Meter Information

• Knowing When To…

4. Closing Resources

9Maine EEPRC | Portfolio Manager Training | Session 3: Maintenance & Troubleshooting



1. SETTING BASELINES & TARGETS
ENERGY
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TARGET TYPES

➢ Target ENERGY STAR Score (score from 0-100 based on EUI)

e.g. Raise score to 75+ by 2030

➢ Target % Better than Baseline Source EUI (based on 
Community baseline) 

e.g. 20% EUI reduction by 2030

➢ Target % Better than Median Source Baseline (based on EUI 
from similar U.S. property types) 

e.g. 15% EUI median for similar property types by 2030
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IMPORTANT: Before you set energy targets, properties 
must have 12+ months of consecutive energy data.

BASELINE & TARGET BREADTH

A. Portfolio-Wide Targets

B. Single-Building Targets

BASELINE TYPES

➢ Energy use from a specified year

➢ Water use from a specified year 

➢ Waste use from a specified year



1. SETTING BASELINES & TARGETS
ENERGY: PORTFOLIO-WIDE
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SETTING PORTFOLIO-WIDE BASELINES & TARGETS

1. Go to MyPortfolio.

2. In the left Manage Portfolio box, click “Set a portfolio baseline and/or 
target”.

3. Set baselines: 
a. (Simplest Option) Choose whether to let Portfolio Manager automatically 

set baselines for properties or keep property-specific baselines as 
currently set.

b. Pick your target type and enter the target value.

4. Set targets: 
a. Set the target year/date you’re aiming to reach it.

5. Click “Save Baselines & Targets”
IMPORTANT: Any baselines or targets that you 
input will overwrite previous ones. 



1. SETTING BASELINES & TARGETS
ENERGY: SINGLE PROPERTY
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SETTING PORTFOLIO-WIDE TARGETS

1. Go to MyPortfolio.

2. Click the desired property.

3. Go to the Goals tab.

4. In Baselines & Targets, select “Set Baselines or Target.”

5. Set targets:
a. Choose your target type and enter the value.

6. Set baselines:
a. Confirm / edit the baseline and the target date.

7. Click “Save Baselines & Targets.”

IMPORTANT: Any baselines or targets that you 
input will overwrite previous ones. 



1. SETTING BASELINES & TARGETS
EMISSIONS: SINGLE PROPERTY

13

TARGET TYPES

➢ Target Total GHG Emissions (Metric Tons CO2e)

e.g. 15% GHG emissions reduction by 2030

➢ Target Total GHG Emissions Intensity (kgCO2e/ft2)

e.g. 10% GHG emissions intensity reduction by 2030

➢ Target Increase in Electricity as % of Fuel Mix (by reducing 
reliance on natural gas and delivered fuels)

e.g. 10% increase in Electricity as % of fuel mix by 2030

➢ Reduce Emissions Intensity in Comparison to National Median 
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2. PORTFOLIO DATA MAINTENANCE
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DATA MAINTANANCE PROTOCOL

1. Maintenance Schedule
a. Create a maintenance schedule & 

establish cadence.
2. Roles & Access

a. Who will perform maintenance tasks?
b. Do all needed persons have accounts?
c. Who will have access to saved data?
d. Where should reports, etc. be saved? 

3. Resources & Templates Library
a. Create your own! 
b. See end of this slide deck.
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2. PORTFOLIO DATA MAINTENANCE

DATA MAINTENANCE CADENCE (RECOMMENDED)

• Monthly
o Utility Bill Entry (incl. $$)

• Quarterly
o Complete Data Maintenance Checklist (next slide) 
o Run & Save Custom Reports for all Properties (upcoming slides) 

• Annually
o Share Portfolio Data Report w Community Leadership

• As Needed
o Add / Remove Meters
o Add / Remove / Edit Properties
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IMPORTANT: While your Community may track 
data against the Calendar Year or Fiscal Year, 
it’s often simpler to track against the Fiscal 
Year to align with the Community budget cycle.
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2. PORTFOLIO DATA MAINTENANCE
DATA MAINTENANCE CHECKLIST

1. SCAN FOR DATA GAPS & ERRORS (USE DQC)
a. Run Data Quality Checker (DQC) for desired time range.
b. If your ENERGY STAR Score is extremely low or extremely high (0-100), 
c. then this can suggest there is missing data, or meters not selected.

2. FILL IN MISSING DATA
a. Input missing meter data / bills.

3. CORRECT METER TIMELINES
a. Ensure meter data is not overlapping or incomplete.
b. Delete duplicates. 

4. VERIFY UNITS & FUEL TYPES ENTERED
a. Ensure units & fuel types are entered correctly for each utility meter / bill. 
b. If listing a delivered fuel bill, be sure that “Enter as Delivery” is selected.

5. REVIEW CAMPUS PROPERTY RELATIONSHIPS (CHILD VS. PARENT)
a. Ensure that the properties are listed correctly as “Parent” (i.e. name of the Campus / collection of 

properties or primary Campus property) or “Child” (i.e. properties within a Campus or satellite property).
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TIP: A checklist like this should be 
incorporated into your Portfolio 
Manager data maintenance 
protocol & schedule. 
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2. PORTFOLIO DATA MAINTENANCE
CREATING CUSTOM REPORTS
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CREATE & SAVE CUSTOM REPORT TEMPLATES

1. Click the Reporting tab.

2. Click  “Create New Template” 

3. Enter a Name for the Custom Report Template.

4. Select your desired Timeframe.

5. Select which Properties / Buildings you would like to include. 

6. Click “Select Information and Metrics.” 

7. Select desired metrics to include in your Custom Report Template.

8. Click “Apply Selection” when done.

9. Click “Save Template” (accessible in your Reports tab).

IMPORTANT: If a selected property does 
not have information for the given time 
frame, this will skew your report figures. 
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2. PORTFOLIO DATA MAINTENANCE
GENERATING CUSTOM REPORTS
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GENERATING CUSTOM REPORTS

1. Click the Reporting tab.

2. Click the My Reports and Templates tab. 

3. Find the Custom Report you want to generate.

4. Under the Action column, click the pull-down 
menu that says “I want to...”

5. Select “Generate New Report.”

IMPORTANT: Save all 
generated reports offline. 
Portfolio Manager only 
keeps them for 90 days 
(see next slide).
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2. PORTFOLIO DATA MAINTENANCE
VIEW OR DOWNLOAD GENERATED CUSTOM REPORTS
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VIEW OR DOWNLOAD GENERATED CUSTOM REPORTS

1. Click the Reporting tab.

2. Click the My Reports and Templates tab. 

3. Find the Custom Report you want to generate.

4. Under the Action column, click the pull-down menu that says “I want to...”

5. Select “View Current Report” or “Download Current Report in Excel.”
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)
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HOW TO RUN DATA QUALITY CHECKER (DQC) PT. I
1. Go to MyPortfolio.

2. Click one property to check data quality for.

3. Within the Summary tab, find the Data 
Quality Checker box in the lower right. 

4. Click “Check for Possible Errors.” 
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)
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HOW TO RUN DATA QUALITY CHECKER (DQC) PT. II
5. Chose your “Year Ending” date (to check data 

quality for the 12 months before selected date).

6. Click “Run Checker.”
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)
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DATA QUALITY CHECKER (DQC) ERROR MESSAGES & ALERTS

RED ALERTS 
• Data is missing. 
• Action is needed to correct, fill in, or update data.

YELLOW ALERTS 
• Be aware. There may be an anomaly that could 

indicate an error. 
• Action may or may not be needed. 

THE DQC SCANS A TIME RANGE OF 12 MONTHS
• The DQC will flag error messages or alerts if you 

don’t have complete data for the time range 
selected. 



FOR BOTH OF THE ABOVE ERROR MESSAGES & ALERTS
• Click to the specific meters and correct their billing dates (may have to check 

invoices). This takes you right to the Manage Bills (Meter Entries) page. 
o Click the Energy tab. Click the “Enter Your Bills” button to open the 

meter view page.
o Review for accuracy the Monthly Entries section for (b) incorrect usage, 

and (c) missing or duplicate meters. Be sure to select  your “Display 
Year” as the same DQC range, or as “Show All Years.”
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)
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DATA QUALITY CHECKER (DQC) ERROR MESSAGES & ALERTS

Meter(s) with gaps in meter entries. 
• Action is needed. 
• Add the missing meter entry data that the DQC specifies.

There is not 12 full months of meter data. 
• Action is needed.
• Add the missing meter entry data that the DQC specifies.
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)
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DATA QUALITY CHECKER (DQC) ERROR MESSAGES & ALERTS

Meter(s) with gaps in meter entries. 
• Action is needed. 
• Click to the specific meters and correct their billing dates (may have 

to check invoices). This takes you right to the Manage Bills (Meter 
Entries) page. 
o Click the Energy tab. Click the “Enter Your Bills” button to 

open the meter view page.
o Review for accuracy the: 

▪ Basic Meter Information section for (a) incorrect units.
▪ Monthly Entries section for (b) incorrect usage, and (c) 

missing or duplicate meters. Be sure to select  your 
“Display Year” as the same DQC range, or as “Show All 
Years.”
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)

Maine EEPRC | Portfolio Manager Training | Session 3: Maintenance & Troubleshooting

DATA QUALITY CHECKER (DQC) ERROR MESSAGES & ALERTS
Source EUI appears low OR high. 

• Action may or may not be needed. 
• When EUI appears either too low OR too high, this may indicate an error. 
• Review the property’s listed GFA (gross square footage) for accuracy. 

o Go to the My Portfolio tab and click the property. Click the Details tab, and find the 
Basic Information table to review the Property GFA - Self-Reported.

o If incorrect, click the “Edit” button to correct. 
• Review the property’s meter data (electricity, natural gas, and / or delivered fuels) for 

errors: (a) incorrect units, (b) incorrect usage, and (c) missing or duplicate meters.
o Go to the My Portfolio tab and click the property.
o Click the Energy tab. Click the “Enter Your Bills” button to open the Manage Bills 

(Meter Entries) page.
o Review for accuracy the: 

▪ Basic Meter Information section for (a) incorrect units.
▪ Monthly Entries section for (b) incorrect usage, and (c) missing or duplicate 

meters. Be sure to select  your “Display Year” as the same DQC range, or as 
“Show All Years.”



Property has no water meters. 
• Action may or may not be needed. 
• You are not required to include water meters, but if you’d like to: 

o Go to the MyPortfolio tab and click the relevant property. 
o Go to the Water tab. 
o Click “Add a Meter.”
o Choose which type of water meter(s) you’re adding (Municipal 

Potable or Reclaimed, Well Water) and whether the meter(s) are 
indoor, outdoor, or mixed. 

o Type in # of meters you are adding. 
o Click the “Get Started.”
o Add the water meter data into the meter table. 
o Click “Create Meter.”
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3. ERROR MESSAGES & TROUBLESHOOTING
DATA QUALITY CHECKER (DQC)
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DATA QUALITY CHECKER (DQC) ERROR MESSAGES & ALERTS



A. Access the Manage Bills Meter Entries Page 
• Go to the My Portfolio tab and click the property.
• Click the Energy tab. 
• Access the Manage Bills (Meter Entries) page in 

two ways. 
a. Find the Meter Summary table and click the 

“Enter Your Bills” button. 
b. Find the Meter Name table and click any 

meter name link.
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3. ERROR MESSAGES & TROUBLESHOOTING
NAVIGATING ENERGY METER INFORMATION
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ACCESS THE MANAGE BILLS (METER ENTRIES) PAGE



B. View & Edit the Manage Bills Meter Entries Page 
• Go to the Meter Selection field and click the meter you wish you view. 
• Click to expand the Basic Meter Information section. 

o Review for (a) meter name and ID, (b) type, (c) units, (d) data meter 
became active, (e) date meter became inactive (if applicable). 

o If you made any changes, click the “Save Changes” button.
• Click to expand the Monthly Entries section. 

o Select either (a) your desired “Display Year” or (b) “Show All Years.”
o Review for (a) start and end dates, (b) usage, (c) total cost, (d) utility 

specific details, and (e) last updated. 
o To make changes, check the box to the left of the desired meter entry. 

This will make all fields editable. Click the “Save Bills” button to save. 
• More Options, once you check the box next to specific meter entries: 

o You may also (a) delete selected entries, (b) add another entry, (c) learn 
how to copy/paste, (d) delete all date. Be careful when deleting!
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3. ERROR MESSAGES & TROUBLESHOOTING
NAVIGATING ENERGY METER INFORMATION
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VIEW & EDIT THE MANAGE BILLS (METER ENTRIES) PAGE
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3. ERROR MESSAGES & TROUBLESHOOTING
KNOWING WHEN TO...

1. DEVIATE FROM DEFAULT VALUES
a. When entering data, Portfolio Manager sometimes inputs default values or assumptions (e.g. occupancy hours, # of workers) 

that are not accurate for your property and can make your data inaccurate.

2. “UPDATE” VS “CORRECT” DATA
a. “Update with New Information” allows you to track a value that is changing over time and document when that value changed 

(e.g. you renovated the building, increased occupancy, etc.). 
b. “Correct Mistakes” allows you to change a value that was entered in error (a typo or wrong number).

3. ADD ANOTHER PROPERTY USE FOR A SUB-SECTION OF PROPERTY
a. If the sub-section accounts for more than ~10-25% of the property's gross floor area (GFA).

b. If the sub-section is a vacant/unoccupied Office or Medical Office (and is greater than 10% of the property’s GFA).

c. If the sub-section ‘s hours of operation differ by more than 10 hours from the main property section.

d. NOTE: Be careful not to over-split property types! As this leads to complications in data maintenance and clean up.

4. REACH OUT TO US FOR ASSISTANCE ADDING SOLAR, WIND, BATTERY STORAGE, NET METERING 
CREDITS, RECS DATA, IF APPLICABLE TO YOUR COMMUNITY. 
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4. CLOSING RESOURCES

From Portfolio Manager

1. Energy Star Portfolio Manager Reference Guide

2. Energy Star Portfolio Manager Glossary 

3. Energy Star Portfolio Manager FAQ

4. Energy Star Portfolio Manager Other Trainings

From Maine EEPRC Program Team

1. Training Session (I-III) Slide Decks 

2. Training Session (I-III) Recordings 

3. Maine EEPRC Community Report Template
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http://www.energystar.gov/portfoliomanager?_gl=1*pekfeu*_ga*MTk2MTUzNzA2MC4xNzU5MTE4Nzkz*_ga_S0KJTVVLQ6*czE3NTkxMTg3OTIkbzEkZzEkdDE3NTkxMTg5NTIkajYwJGwwJGgw
http://www.energystar.gov/portfoliomanager?_gl=1*pekfeu*_ga*MTk2MTUzNzA2MC4xNzU5MTE4Nzkz*_ga_S0KJTVVLQ6*czE3NTkxMTg3OTIkbzEkZzEkdDE3NTkxMTg5NTIkajYwJGwwJGgw
https://portfoliomanager.energystar.gov/pm/glossary
https://portfoliomanager.energystar.gov/pm/glossary
https://www.energystar.gov/BuildingsHelp?_gl=1*1s1duvz*_ga*MTk2MTUzNzA2MC4xNzU5MTE4Nzkz*_ga_S0KJTVVLQ6*czE3NTkxMTg3OTIkbzEkZzEkdDE3NTkxMTg4MDAkajUyJGwwJGgw
https://www.energystar.gov/BuildingsHelp?_gl=1*1s1duvz*_ga*MTk2MTUzNzA2MC4xNzU5MTE4Nzkz*_ga_S0KJTVVLQ6*czE3NTkxMTg3OTIkbzEkZzEkdDE3NTkxMTg4MDAkajUyJGwwJGgw
http://www.energystar.gov/buildings/training?_gl=1*pekfeu*_ga*MTk2MTUzNzA2MC4xNzU5MTE4Nzkz*_ga_S0KJTVVLQ6*czE3NTkxMTg3OTIkbzEkZzEkdDE3NTkxMTg5NTIkajYwJGwwJGgw
http://www.energystar.gov/buildings/training?_gl=1*pekfeu*_ga*MTk2MTUzNzA2MC4xNzU5MTE4Nzkz*_ga_S0KJTVVLQ6*czE3NTkxMTg3OTIkbzEkZzEkdDE3NTkxMTg5NTIkajYwJGwwJGgw
https://portfoliomanager.energystar.gov/pm/reports/template/18221509/share/cfaca6ac-369c-46c8-9c08-f81327515860
https://portfoliomanager.energystar.gov/pm/reports/template/18221509/share/cfaca6ac-369c-46c8-9c08-f81327515860


COMMUNITY LIAISON 
TAKE-AWAY TASK

1. Accounts Set Up: Help other key Community employees create Portfolio Manager 
Individual accounts and connect them with the Community account. 

2. Community Maintenance & Reporting Protocol: Create a maintenance and reporting 
protocol for your Community’s Portfolio Manager information.

3. Office Hours: Attend a session for help with set up and answering questions. 

• Thurs. Oct. 16th 2025 at 12-1:00pm

• Thurs. Oct. 23rd  2025 at 12-1:00pm
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