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Introduction 
Importing data from the Energy Star Portfolio Manager into the Carbon Footprint Tool (CFT) allows 

organizations to view and compare building usage, renewable energy, and greenhouse gas (GHG) data 

from a centralized location. This guide is intended for organizations that already use Energy Star’s 

Portfolio Manager. If your agency does not use Portfolio Manager, you can enter data directly into CFT, 

without going through Portfolio Manager. For more information on using Portfolio Manager, see 

https://portfoliomanager.energystar.gov. 

The major steps of the Portfolio Manager import process are: 

1. Establish a connection between Portfolio Manager and CFT 
2. Share Portfolio Manager sites with CFT 
3. Match Portfolio Manager sites with CFT sites 
4. Import Portfolio Manager meter data 

You have the option of importing Portfolio Manager meter data three ways: 

 All sites for a single year 

 A group of sites for all years 

 An individual site for all years 

This guide also covers how to view imported meter data, disconnect Portfolio Manager accounts, and 

disconnect individual sites from Portfolio Manager. 

NOTE: In order to follow this process to import your Portfolio Manager data into CFT, you must be an 

Organization Administrator in CFT (NOTE: this is not the same as a Site Administrator).  

https://portfoliomanager.energystar.gov/
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Step 1: Establish Connection Between Portfolio Manager 

and CFT 

 

Log in to your Energy Star Portfolio Manager account: https://portfoliomanager.energystar.gov 

Click on the “Sharing” tab within Portfolio Manager. 

Then click on the “Share (or Edit Access to) a Property” button:

 

https://portfoliomanager.energystar.gov/
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You should then see the following screen: 

 

Click the link in the right column under the “Exchanging Data” section called “organization that 
exchanges data”: 

 

This will take you to a page where you can search for, and send a connection request to, the Carbon 

Footprint Tool. 
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In the “Find Contact in Portfolio Manager” box, search for the username “carbonfootprinttool”: 

 

On the right side, click the “Connect” button next to “GSA Carbon Footprint Tool”: 
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The next page will require you to agree to the Terms of Use. Once you have read and agreed to the 
Terms of Use, click “Send Connection Request”: 

 

Once you have sent the connection request you will receive a confirmation message: 

 

This confirmation message means that you have successfully sent a connection request to the Carbon 

Footprint Tool. You will need to wait for the Carbon Footprint Tool administrators to finalize the 

connection before you can share any property or meter data. You will receive a confirmation email from 

the Carbon Footprint Tool letting you know when the connection has been established. 

If your connection request is rejected, please repeat the above process to send another connection 

request. 

A connection must be established before moving to Step 2.   

  



Energy Star Portfolio Manager Import Process v2.0 | Last Updated: September 27, 2014 8 

Step 2: Share Portfolio Manager Sites with CFT   
Once you receive an email confirming your connection to the Carbon Footprint Tool, you can then share 

your property data. 

From your Portfolio Manager account, return to the “Sharing” tab and select “Share (or Edit Access to) a 
Property” again: 

 

Under “Select Properties” on the following page, select whether you want to share one property, 
multiple properties, or all your properties: 

 

If you select “One Property”, you will need to select a property from a drop down list. 

If you select “Multiple Properties”, you will need to click the “Select Properties” button. A popup will 
appear where you can select each property on the left side. Click “Apply Selection” when done. 
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Under “Select People (Accounts), choose “Carbon Footprint Tool, GSA”: 

 

Finally, under Choose Permissions, select the second option. You must select this option because you 
need to Exchange Data with CFT. 

 

Then click then “Continue” button. 

You will then be shown the permissions selection chart. Select the Exchange Data radio button on the 
right for each property. 
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This will provide a pop-up asking you to select the level of access permissions. Select the “Read Only 
Access” radio button for “Property Information” and all meters. CFT does not require access to “Goals, 
Improvements, & Checklists” or “Recognition” so you do not need to share these items. 

 

If you scroll down, you will see an option called “Share Forward”. CFT does not require this functionality. 

 

Click the “Apply Selections & Authorize Exchange” button to save your selections. 

Once you have addressed each facility, finalize the sharing request by clicking the “Share Property(ies)” 
button. You will then be taken back to the sharing page and shown a confirmation message stating that 
you have successfully edited the sharing permissions: 
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You will be sent a confirmation email from CFT when the Import Authorization Request has been 
approved: 

 

If your first connection request is rejected, please repeat the above process to send another connection 

request from your Portfolio Manager account. 

Proceed to Step 3 once you have received the confirmation email. 
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Step 3: Match Portfolio Manager Sites with CFT Sites 

 

Sign into the Carbon Footprint Tool: https://www.carbonfootprint.gsa.gov 

Under the “Setup” tab, go to “Manage Portfolio Manager”: 

 

https://www.carbonfootprint.gsa.gov/


Energy Star Portfolio Manager Import Process v2.0 | Last Updated: September 27, 2014 13 

You can then either “Approve All and Create New Sites” or “Analyze Each Request Individually”: 

 

If you click the “Approve All and Create New Sites” button, new sites will be created in the CFT for each 

of the Portfolio Manager properties and you will receive an email from CFT when the process has 

finished. 

If you choose to “Analyze Each Request Individually, you will be directed to a page showing all pending 
properties from Portfolio Manager (the “Pending Request List” tab will direct you to the same page): 

 

Under the “Action” column on the right side, select “View” next to the first property. 
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You will then see a screen with information from Portfolio Manager on the left and from CFT on the 
right. CFT will automatically pull a property matching the Portfolio Manager data if one is available. The 
page will display whether each field matches in the center. If the property isn’t a good match, you can 
use the arrows on either side of the “Carbon Footprint Tool” box heading to scroll through all matching 
CFT sites. 

 

If CFT cannot find any matching properties, it will suggest that you create a new site: 
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If the correct CFT site does not appear, you can click in the box directly below “Carbon Footprint Tool” 
and type in the name of the building to search CFT. Click on the resulting site to select it. NOTE: The 
“Space Type” must match in order to select the site. 

 

At the bottom of the page, you have the option to Accept, Skip, or Reject a pending import. 

If you choose to Reject a pending import (such as a duplicate entry), you will be presented with a popup 
asking for a description as to why the import is being rejected (optional). Once you click “Reject”, the 
site and its associated meters will be removed from the import list and the number of pending imports 
will decrease by “1”. 

 

If you are unsure of a pending request, you can click the Skip button. The property request the pending 

import will not be removed from the list, it will simply be sent to the bottom of the list for later review. 

You will then be shown the next property request in the list. 

If you choose to Accept a match, a popup will appear asking you to confirm the link. The “Link and 
overwrite” option will not only link the Portfolio Manager property to the Carbon Footprint Tool site, 
but it will also overwrite the CFT site information with the PM property information (keep left side 
information). The “Link and Do Not Overwrite” option will link the CFT site with the PM property, but it 
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will leave the CFT site information intact (keep right side information). Select the most appropriate 
option for the site. 

  

You will then be presented with a page with boxes for pending, removed, existing, and new meters: 

 

You must address all the pending meters. To accept a meter, drag it to the right side. If you drag it on 

top of an Existing meter, it will replace that meter in CFT. If you drag it to the “New Meters” box, it will 

become a new meter in CFT. To remove a meter, drag it to the “Rejected Meters” box. Note that any 

water meters will  automatically be rejected because CFT does not use this information. 

Once you have addressed all pending meters, click “Submit & Continue”. You will then be asked to 

confirm the property link: 
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After clicking “Confirm”, you will be directed to the next property and the number of requests remaining 

will decrease by “1”. 

Once you have addressed all pending properties, move to Step 4. 
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Step 4: Import All Portfolio Manager Meter Data for a 

Single Year 
For your first time importing data from Portfolio Manager or you need to import an entire year, follow 

this step. If you have already imported data and only need to update particular sites, see Step 4. 

From within the “Manage Portfolio Manager” page, click the “Import Data” tab: 

 

Select a year from the drop down and click “Import”: 

 

You will see a popup warning you that any data that has changed will be overwritten. If this is your first 
import, click “Import Data”. Otherwise, analyze if any data has changed before making a decision. 

 

You will then receive a message that the sync has started: 
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You will receive a confirmation email when the sync is complete: 

 

After you receive confirmation, data for the year selected should appear for each site. 
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Step 4: Import All Portfolio Manager Meter Data for 

Selected Sites 
If you have already imported information from Portfolio Manager and need to update the data for a 

limited number of sites, you can do a batch or individual site sync. This process will update all years. 

Batch Operation Sync 
To do a batch sync, click on “Manage Sites” under the “Setup” tab: 

 

This will allow you to view a list of all sites. Sites linked to Portfolio Manager are indicated with blue dots 
by the site name: 
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Select the checkboxes on the right for the sites to be synced with Portfolio Manager. Then click on 
“Batch Operation” and select “Sync with Portfolio Manager”: 

 

A popup will appear warning that these changes are irreversible. Click “Continue”. 

 

Another popup will then appear showing the update progress. It will also display when imports have 
failed and give a reason why. The progress bar will turn green when finished.  
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You can decide to leave the popup open until the sync process has completed, or you can close it and 
work on other things within the CFT while the import process continues in the background. CFT will send 
you an email with a sync summary when it is complete: 

 

Individual Site Sync 
An individual sync also starts from the “Manage Sites” page under the “Setup” tab: 
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Click on the site name to enter the page for the specific site. You can then click the “Sync” button on the 
right side to sync data with Portfolio Manager for only that site: 

 

A popup will appear asking you to confirm the sync: 

 

Once you click “Continue”, the data will sync and a confirmation will appear at the top of the page: 
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Step 5: View Imported Meter Data 
You can view the data imported from Portfolio Manager by going to “Manage Data” under the “Enter 
GHG Data” tab: 

 

Select the correct year on the right then scroll to the bottom of the page to see a listing of all buildings 
that contribute to the emissions calculations: 

 

Click the blue button with the pencil to view detailed information 
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Click on any relevant fields on the left to view data imported from Portfolio Manager. Note that you 
cannot edit this data. 
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Step 6: Disconnect Portfolio Manager Accounts  
If you need to disconnect a Portfolio Manager account (such as connecting to the wrong organization), 

follow this step. This will remove the connection between the Carbon Footprint Tool and Portfolio 

Manager. Note that all of the sites that you created when linking with Portfolio Manager and all meter 

data will remain in CFT. You will simply no longer be able to sync with Portfolio Manager. 

Go to “Manage Portfolio Manager” under the “Setup” tab. Click on “Manage PM Relationships”:

 
 
You can then select an account and click “Disconnect PM Account”.  

 

You will then be prompted to confirm the disconnection: 
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After you click “Continue”, you will receive an email confirming that the disconnect process was 
successful: 

 

You will also receive an email displaying which sites have been disconnected from Portfolio Manager: 
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Step 7: Disconnect Sites from Portfolio Manager  
If you need to disconnect a specific site from Portfolio Manager, follow this step. Once a site is 

disconnected, the Portfolio Manager data that is currently on the Carbon Footprint Tool will remain. 

However, you will no longer be able to sync the site with data from the Portfolio Manager. 

Click on the “Manage Sites” page under the “Setup” tab. Then click on the name of the site you want to 

disconnect. 

On the right side of the page, click on “Disconnect” on the “Portfolio Manager” line: 

 

You will then be prompted to confirm the disconnection: 

 

Click “Continue” to disconnect. 


