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Definitions 
Automated Benchmarking Service (ABS): To more easily assess and rate the energy 
performance of your building portfolio, EPA developed automated benchmarking as a way for 
energy service providers (ESPs) to exchange energy consumption data with Energy Star Portfolio 
Manager.  ABS also allows ESPs to access the EPA ENERGY STAR energy performance scale, a 
rating from 1 to 100, for the facility based on its energy efficiency.  The Carbon Footprint Tool 
uses this platform to communicate with Energy Star Portfolio Manager to download energy 
consumption data and building ratings. For more information on ABS, see 
http://www.energystar.gov/index.cfm?c=spp_res.pt_spps_automated_benchmarking   
 
Energy Star Portfolio Manager Account Manager (PM Account Manager). This person is the 
designated point of contact for controlling the agency’s data within Energy Star Portfolio 
Manager.  Every agency should have at least one Energy Star Portfolio Manager Account 
Manager who can initiate the approval process within Portfolio Manager to share data between 
Portfolio Manager and The Carbon Footprint Tool as outlined in Part 1a and 1b of these 
instructions. 
 
GSA Carbon Footprint Tool Account Administrator (CFT Administrator). This person is the 
designated point of contact that manages how data is stored within the Carbon Footprint Tool.  
Every agency should have at least one GSA Carbon Footprint Tool Account Administrator who 
can initiate the transfer of data from within the GSA Carbon Footprint Tool as outlined in Part 2 
and 3 of these instructions.  More information on the roles and responsibilities of the CFT 
Administrator can be found in Chapter 1 of The GSA Carbon Footprint Tool User Guide. 

  

http://www.energystar.gov/index.cfm?c=spp_res.pt_spps_automated_benchmarking
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Purpose of This Guide 

The GSA Carbon Footprint Tool can import building energy usage data (including purchased 
electricity and on-site fossil fuel combustion) directly from Energy Star Portfolio Manager to 
streamline Executive Order (EO) 13514 requirements for greenhouse gas (GHG) reporting.  This 
guide outlines the steps required to authorize and initiate the transfer of data from Energy Star 
Portfolio Manager to the GSA Carbon Footprint Tool. 
  

Part 1a: Initiate Data Sharing  

The Energy Star Portfolio Manager Account Manager must initiate an approval process before 
any data can be shared between the two tools.  This step ensures only authorized individuals are 
able to establish a link between Energy Star Portfolio Manager and the GSA Carbon Footprint 
Tool. 
 
If a GSA Carbon Footprint Tool Account Administrator attempts to click the “Import Portfolio 
Manager Data” link in the Analyzer before the approval process is complete, they will receive 
the “Authorization Required” message shown below.  
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Step 1:  Get Started 

Go to the Portfolio Manager log-in page - https://www.energystar.gov/istar/pmpam 
NOTE:  This action must be performed by the designated PM Account Manager.  

Go to the Energy Star 
Portfolio Manager homepage 
https://www.energystar.gov/
istar/pmpam 

 

Fill in your Username and 
Password to begin the 
import process. 

 

Click the “Get Started Now” 
link to start the process of 
authorizing the GSA Carbon 
Footprint Tool to access data 
on the Portfolio Manager 
site. 

 

1 

2 

3 

1 

2 

3 

https://www.energystar.gov/istar/pmpam
https://www.energystar.gov/istar/pmpam
https://www.energystar.gov/istar/pmpam
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Step 2:  Select Current Energy Provider 

Selecting the GSA Carbon Footprint Tool to act as an energy service provider will allow it to have 
read-only access to energy data stored in Energy Star Portfolio Manager. 

  

Select “GSA Carbon Footprint 
Tool” from the Automated 
Benchmarking Service 
Console page and click the 
“Add” button 

 

1 

1 

1 

Check the “Agreement” box 
on the Terms of Use page 
after reading the terms of 
use. 

 

2 

3 

2 

Click the “Continue” button 
to confirm your selection. 

 

3 

Select the “Add new 
buildings and update the 
existing buildings in my 
portfolio” radio button 

 

4 

Click the “Continue” button 
to confirm your selection. 

 

5 

4 
5 
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Step 3:  Select the Facilities/Campuses to Authorize 

 

  After clicking “Continue” the 
Select Facilities/Campuses to 
Change Authorization page 
appears next.  
 
Check the boxes next to all 
facilities/campuses that 
should be authorized to 
transfer energy consumption 
data from EPA Portfolio 
Manager to the GSA Carbon 
Footprint Tool.   

1 

1 After all boxes have been 
checked, click “Update 
List”. 

2 

After authorization has 
been granted for all 
desired 
facilities/campuses, click 
“Continue”. 

3 
2 3 

Note: Up to 50 facilities/campuses may be selected at any one time. 
  
Also, if the agency adds new facilities or campuses to Energy Star Portfolio Manager in the future, they will not be 
authorized by default.  The Energy Star Portfolio Manager Account Manager will need to repeat this approval process as 
described in Part 1b. 
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Step 4: Authorize Facilities/Campuses 

  

Check the boxes next to all 
buildings/meters that should be 
authorized to transfer energy 
consumption data from Energy Star 
Portfolio Manager to the GSA Carbon 
Footprint Tool. 

1 
Select the “Read Only” radio button 
for each building/meter. 

2 

NOTE:  If the agency adds new buildings or meters to Energy Star Portfolio Manager in the future, they will 
not be authorized by default.  The Energy Star Portfolio Manager Account Manager will need to repeat this 
approval process as described in Part 1b.  
  

3 
Click the Continue button. 

1 

2 

3 

3 
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Step 5: Review Confirmation Message and Existing Providers List 

 

  
A green confirmation message 
will display the number of 
facilities/campuses and the 
number of buildings/meters 
that are awaiting approval. 
 

1 
The GSA Carbon Footprint 
Tool will appear under the list 
of Existing Providers with a 
status of “Connection to ESP 
Requested – Awaiting ESP 
Response” after the 
authorization process is 
complete. 
 

2 
The GSA Carbon Footprint 
Tool Account Administrator(s) 
will receive an email 
notification with a list of the 
new facilities/campuses or 
buildings/meters that have 
been approved to transfer 
data from Energy Star 
Portfolio Manager to the GSA 
Carbon Footprint Tool.   

* 

2 

1 

NOTE: Upon receipt of this email notification, the Account Administrator(s) can proceed with the steps 
outlined in “Part 2:  Import Energy Star Portfolio Manager Data to the GSA Carbon Footprint Tool”. 
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Part 1b:  Share Additional Data after Initiation   

The buildings and meters initially selected in Part 1a are the only ones that will share data with the CFT.  
If new buildings are added to Portfolio Manager, or if existing buildings need to be shared, use the steps 
that follow. 

Step 1:  Start Change of Authorization Process 
  

Click the “Automated 
Benchmarking Services 
Console” link. 
 

This changes from the “Get 
Started Now” link once data 
sharing approval has been 
initiated. 

1 

1 

3 

The Automated 
Benchmarking Services 
Console page appears after 
clicking the “Automated 
Benchmarking Services 
Console” link. 

2 
Click the “Change 
Authorization” link under 
Items Authorized for 
Automated Benchmarking. 

3 

NOTE: Existing or new facilities/campuses that have not been previously authorized will show up in the page 
that follows. 

2 
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Step 2:  Select Additional Facilities/Campuses to Authorize  

  

The Select Facilities/Campuses 
to Change Authorization page 
appears after clicking “Change 
Authorization”. 

1 
Check the boxes next to all 
facilities/campuses that should 
be authorized to transfer 
energy consumption data from 
Energy Star Portfolio Manager 
to the GSA Carbon Footprint 
Tool.   

2 
After all boxes have been 
checked, click “Update List”. 

3 

After authorization has been 
granted for all desired 
facilities/campuses, click 
“Continue”.   
 

4 
Complete the authorization 
process by following Step 3, 
Step 4 and Step 5 in Part 1a 
then proceed to “Part 2:  
Import Energy Star Portfolio 
Manager Data to the GSA 
Carbon Footprint Tool”. 
 

5 

2 

1 

3 4 

3 4 
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Part 2:  Import Energy Star Portfolio Manager Data 

By selecting the “Import Portfolio Manager Site and Energy Data” feature within the GSA Carbon 
Footprint Tool, all site and energy meter data from the beginning of fiscal year 2008 to present 
will be imported from Energy Star Portfolio Manager into the GSA Carbon Footprint Tool. 
 

NOTE:  The authorization process must be completed before it is possible to transfer data from Energy Star 
Portfolio Manager to the GSA Carbon Footprint Tool.  See “Part 1a:  Initiate Data Sharing” for the steps 
that must be completed before attempting to import data. 
 

Step 1:  Import Portfolio Manager Data 

  

Log in to GSA Carbon Footprint Tool 
https://www.carbonfootprint.gsa.gov/ 

1 
Click the “Import Portfolio Manager 
Data” link in the Enter GHG Data 
section of the navigation menu. 

2 

Click on the “Import Portfolio Manager 
Site and Energy Data” Button. 

3 
The Carbon Footprint Tool will display a 
notification stating that the data 
import process has started. 

4 

4 
3 

NOTE:  If a pop-up window appears indicating “Authorization Required”, then the authorization process has not been 
completed.  Please review the steps in “Part 1a” or send an email to carbonfootprint@gsa.gov for further assistance. 
 
NOTE:  When the site and energy data refresh is complete, the agency’s GSA Carbon Footprint Tool Account Administrator(s) 
will receive a notification email indicating the number of sites and scenarios that were updated and a list of the names of the 
sites and scenarios that were updated. 
 

2 

https://www.carbonfootprint.gsa.gov/
mailto:carbonfootprint@gsa.gov
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Step 2:  Review Sites and Scenarios 

When the agency Account Administrator(s) logs into The GSA Carbon Footprint Tool, they can 
review the imported sites by selecting “Agency Sites” from the Enterprise Profile page. 
 
The Account Administrator(s) can also examine imported energy data by reviewing scenarios on 
the View/Edit GHG Data page.  Imported energy meter data will be stored as scenarios in The 
GSA Carbon Footprint Tool.  A scenario is created for every year of meter data that is imported 
and given the name “PM Import”.   
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Part 3:  Refresh Energy Star Portfolio Manager Data 
After an initial import has been completed, the “Refresh Portfolio Manager Site and Energy 
Data” button now appears.  Clicking this button begins the refresh process and all site and 
energy meter data in Energy Star Portfolio Manager is imported again. 
  

The data refresh process lets agencies update the data in the GSA Carbon Footprint Tool to 
ensure it accurately reflects any modifications or additions that were made since the last 
import/refresh. 
 

NOTE:  The authorization process from “Part 1a” must be completed before it is possible to transfer data 
from Energy Star Portfolio Manager to the GSA Carbon Footprint Tool. 

 

 

4 

3 

Log in to GSA Carbon Footprint Tool 
https://www.carbonfootprint.gsa.gov/ 

1 
Click the “Import Portfolio Manager 
Data” link in the Enter GHG Data 
section of the navigation menu. 

Click on the “Import Portfolio Manager 
Site and Energy Data” Button. 

3 
The Carbon Footprint Tool will display a 
notification stating that the data 
import process has started. 

4 

2 

2 

NOTE:  If a pop-up window appears indicating “Authorization Required”, then the authorization process has not been 
completed.  Please review the steps in “Part 1a” or send an email to carbonfootprint@gsa.gov for further assistance. 
 
NOTE:  When the site and energy data refresh is complete, the agency’s GSA Carbon Footprint Tool Account Administrator(s) 
will receive a notification email indicating the number of sites and scenarios that were updated and a list of the names of the 
sites and scenarios that were updated. 
 

4 

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

