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1. Once your property is selected in Portfolio Manager, click the link that says FINISH YOUR
APPLICATION FOR ENERGY STAR CERTIFICATION.

MyPortfolio Sharing Reporting  Recognition

Sample Building } Finieh your spplication for ENERGY STAR Score (1-
el ENSREY STAR Carficstion 100)
1110 M. Glebe Read, Ardington, W& 22201 | Magp It
Postfolio Manager Property |D: 82052838 / Current Score: T5
“ear Built: 1983 H
B st Click here to complete

Z Edi application. Baseline Score: 70

2. Following the prompts that appear, enter a detailed description of your property in the
text box. This description should include number of floors, space type, etc. For description
examples, click the link provided.

MyPortfolio Sharing Reporting Recognition

Apply for Recognition: About Your Property

Mske sure everything here is comect and then provide us with some addifional information sbout this property.

Your Application

About Your Property

Marme: Sample Building

Address: 1110 N. Glab= Rosd - jslial Edit Mame or Address
Arlington, VA 2220 -

Property Description:

Click here for example

property descriptions. p

Pleas2 provide 3 delalia 02ECrIPTOn (You have 1000 characlers ramaining) of Me purpasa(s) for
which mig bullding |s used. Insuclent detal may resull In delays In proceezing your apphcation

Sae some examgles of bullding Sascriplians.

Process

»  About Your Property

Contact Information
Award Information
Eligibility Details
Generate for Signatures
Site Visit

Revise & Regenerate

Submit Application
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3. Continue following the questions by entering the name of your property as you'd like it
to appear in the ENERGY STAR building registry. The PROPERTY PROFILE section is optional.
Please contact GHT if you need assistance with this section. Click CONTINUE.

_J;J Verify Your Information

Your Property's Listing in the Registry of ENERGY STAR Qualified Buildings

Property Name for Listing

Display:
This iz the name for your property that will appear in the ENERGY STAR Building Regisiry. It does
not have te be the same name that you use for the property in Portfolic Manager.

Enter name for
listing.

Property Profile (Optional)

This section will be deleted in 2018 for US buildings. EPA is currently working on enhancements to Registry of
Certified Buildings and Plants. As part of these enhancements, EPA will not migrate the content for profiles to the
new registry, but the photos will remain. Today, you may still submit a building profile, but it will be deleted from
Portfolio Manager in 2018, when the new registry launches. Learn more.

Photo: Choose File | Mo file chosen
Select an image of your building with the format type of jpg, .jpeg, .png or _gif. Photos will be
resized to fit a space of 2.78 inches wide x 2 inches tall.

Profile Narrative: o | A -7,

B 7 U s |=
g ¢ | |— @ | % x |3

=] | Font Family = Font Size

Click to move on to the
next section.

Please provide a narrative about your property.

m Cancel

The name and address for your property
has been pre-populated with information
you provided while setfing up your
property. If this information is incorrect,
please make corrections hefore
continuing.

_J;J About Profiles

Once listed in the Regisiry of ENERGY
STAR qualified buildings, people
searching for your property can view a
profile about it
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4. Once you complete the ABOUT YOUR PROPERTY section, you will move on to the CONTACT
INFORMATION section. Answer the questions as you are prompted.

Your Application

Contact Information for Your Property —

Who owns Sample Building?
&' About Your Property

Auecard Information

[ Select Organization ¥ | Add Crganization

Dioes an organization other than the one you selected above mansge the property?
Eligibility Detail
B Mo igibility ils
Yes Generate for Signatures
Site Visit
Dioes a Service and Product Provider (SPP) assist in the energy management of Sample Building in Porifolio

Revise & Regenerate
Manager? g

o No Who to contact with questions S —

= about your application.

About Contact
Information
The Signstory will be reguirsd to sign the

Contact Information for Your Application Application. The Signatory needs to be 2

Whao is the Application Primary Contact [the person we shold call with any questions on this applcation)? Contzct in your szcount, but does nat
ne=d to have 3 Portfolic Mansgser
acocount.

| Ssalect Contact v | Add Contoct
Wh (o) Sign S the ﬁ na | The property manager is the erganization
I 2 tl that is responsible for managing facility
Whao is the signatory for this application? a p p Ication. oparations. This property manager vil
display on the ENERGY STAR Hegistry
[ Select Contact ¥ | Add Contact of Lzbeled Buildings.
effrey Salay, PE,CEM,LEED AP
. Licensed Professionals
Whao is the Licensed Professional who will be werifyin cation? ContaCt Jeﬁrey at' u

J Sa I ay @ g htltd .com. “You must have a Licensed Professional,
ar their designsted representstive,
conduct 3 site visit in order to provide 3
professional observation of your

property.

L T R TR R ST

| Sealect Contact v | £dd a Licensed Professions
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5. Once you’ve completed the AWARD INFORMATION section, move on to ELIGIBILITY DETAILS
section where you enter the end date for your energy consumption. Address the alerts notices
with explanations, or contact GHT for assistance.

) . Your Application
Select Energy Consumption Information

‘fiour application is based on 12 months of energy consumption information. We've automatically selected the most
»" About Your Property

recent 12 month period, but you may change this. Se|eCt energy
1 o Contact Information
Eared Ending (13517 v | <——COnsumption end

date. & Award Information

| Eligibility Details

Alerts & More Information Generate for Signatures

Based on the information you have provided for your property, the following EMERGY STAR eligibility alerts were Sita Visit
found. Please review, and make corrections or provide explenations for each alert
Revise & Regenerate

Additional meters with energy use not associated to property Submit Application

four property includes the following additional Meter, whose energy use has not been
associated with the property:

¢ Elactric Grid Meter q Eligibility Timeframes

The year on your decal will be based on
Please provide a description of the loads captured by this meter, including an indication of the year in which you are approved,
whether these loads are also captured by one of your property's associsted meters, and
whether the energy use for the Additional Meter should be included in the property's enargy
totals.

regardless of the Year Ending Diate of
your application. Your property is only
eligible to receive certification once per

* Explanation: \E year.
nter explanations to move on to next

section. If you need assistance, contact () #aditional Information
OES@ghtltd.com.

Wat incleding sufficient responses to
sleris may significantly increass the
Workers on Main 5Shift appears unusual for the year selected. processing time for your ENERGY STAR

The Murnber of Warkers on Main Shift appears unususal for the Gross Floor Ares for the year application.
selected (12/01/2018 - 11/30/2017).
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6. Continue to GENERATE FOR SIGNATURES section to download and print application for
professional signatures.

MyPartfolio Sharing Reporting Recognition

Apply for Recognition: Generate Application for Signatures

Generate Your Application for Signatures

Portfolio Manager generates a downloadable PDF of your application. “our application must be signed and
stamped by a qualified Licensed Professionsl (ie. Professional Engineer (PE/P.Eng) or Registered Architect) &' About Your Property

before it is submitted. ] -
DOWn |Oad a nd pr]nt o Contact Information

Download Current Application for Professional Signatures h .

for LP signatures.
Tracking # Date Generated - «" Eligibility Details
APP-20150322-0-5205282 (Cumrent \Version) 2018-03-22 16:38:22.0 |+ Generate for Signatures

Revise & Regenerate

Submit Application

7. Schedule a site visit with our Licensed Professional (LP). Complete the SITE VISIT section with
the Licensed Professional.

" Award Information
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8. The final step is the SUBMIT APPLICATION section. Enter your application tracking number,
complete the checklist, attach the completed and signed application.

Apply for Recognition: Submit Application

Aftach Signed Document

Secan and attach a signed and stamped copy of your application. This includes a stamp and signature from your
licensed professional (in the site visit section) and a signature from your Signatory. The signatures must be on the « About ¥Your Property
most recently saved version of your spplication.

" Contact Information

Aoplication Tracking r AP YRMICO-0-0000300 o Award Information
Humoes Eligibility Detail

Tha application racking number ansures that Me Eligned capy you are EUbMItNG I he most «" Eligibility ils

ragenily aved varslon of your applicalion. You can Snd Your racking numoes in e faoter of

vary page of your appiication. w' Generate for Signatures

Seg Exampls

H g " Site Visit
You ra p pl |Cat| on Signed and Stamped by the Licensed Professional
track|ng number‘ " Revise & Regenerate
sin the footerof *weesr

every page of your &l Chackboxes Completed

application. "} About Submitting Your

Tracking Mumber Entered Above Matches Tracking Mumber on Submitted Application

PDF
Submit your application slectronically on
this page. Howevar, you nesd to print 3
copy, get it signed and stampsd by your
LR, then scan and attach the signed
Attach Signed Document: *| Choose File | No file chasan copy here.
Clhicx "Browse™ 1o s2kact 1he apgplication fle on your compuisr.
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Once you have successfully submitted your application, you should see the submission notice
under your RECOGNITION tab. If you have any questions about your submission or do not see a
confirmation, contact our team at OES@ghtltd.com.

ﬂ ENI:HGY ST-& H; ::] Welcome CatherineJonesGHT: ACcount Setings | Nolfications | Contacts | Help | Sign Oul
g ®
== Portfolio/Vlanager

MyPortfolic Sharing Reporting = Recognition

I You have successhully submitted your application for ENERGY STAR recognition for 55 M Streatl

ﬁ Get Recognized Recognition Notifications (0]

Did you knewy that many buildings, manutacturing plants You have no new notifications

and dasign propects can ear ENERGY STAR

cArfeation just [k your refigerator? An ENERGY

STAR certfied propety meets sinct energy periomance My ENERGY STAR Certified Applications

standards set by EFA and uses less energy, s less

expenshie 10 operate, and causes fawer greenhouse MName - Staws &  Action
gas emissions than it peers. Leam mofe about

EMERGY STAR recegnition for v 125310 - Capitol Plaza | Award San
« Commercia Bulkdings » 2E0T17 - 2401 Ponn Ave Awrard Sent
v 4000 Mass Awcard Sent

v 55 M Stroat Submitted



