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Introduction

This guide is intended to be a walk through using JCP&L’s Energy Benchmarking Tool. This tool was developed to enable
building owners to request whole building aggregate data for Commercial buildings over 25,000 square feet, allowing
the data to be shared directly with ENERGY STAR Portfolio Manager.

This guide provides an overview of the features and steps for building owners or their representative using this
application.

Clean Energy Act

On May 23, 2018, Governor Phil Murphy signed the Clean Energy Act into law as L. 2018, c. 17 (“Clean Energy Act of
2018” or “CEA”). 1 The CEA mandates the following (“Benchmarking Requirement”): No later than five years after the
date of enactment of P.L.2018, c.17 (C.48:3-87.8 et al.), the board shall require the owner or operator of each
commercial building over 25,000 square feet in the State to benchmark energy and water use for the prior calendar year
using the United States Environmental Protection Agency’s Portfolio Manager tool.

4/50 Rule:

If there are four or more tenants in a particular building or no one tenant exceeds 50% of the energy consumption in a
particular building, data collected from all meters in a particular building will be aggregated absent affirmative tenant
consent.

If, on the other hand, there are fewer than four tenants in a particular building or if one tenant exceeds 50% of the
energy consumption in a particular building, then the building owner shall request each tenant’s written consent to
allow the utility to provide energy data to the building owner.
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Getting Started

1. Create an account in Portfolio Manager
Portfolio Manager website: ENERGY STAR Portfolio Manager: Login

2. Create a property in Portfolio Manager
1. Click Add a property.

ﬁ ENERGY STAR®

PortfoliolVlanag

Properties (1)

Add a Property

2. Enter general property characteristics.
3. Click on Get Started!

Get Started!

4. Enter property information.
5. Click Continue.

6. Enter values or leave blank for now (optional).
7. Click on Add Property.

Add Property

3. Create Meters in Portfolio Manager

Once you have created your property in Portfolio Manager, you can create a virtual meter. FirstEnergy requires you to
create one virtual meter for each property. The aggregated whole building energy data will then be uploaded into the
meter you created for each energy type when you submit a usage request from the FirstEnergy Benchmarking Portal.

1. Click on the Energy tab. Once you are in this tab select Add a Meter

! Energy Water Waste & Materials Goals Design

Meters - Used to Compute Metrics (0)

2. Select all energy sources for your property.

Sources of Your Property's Energy
‘What kind of anergy do you want to track? Please salact all that apply.
Electic

purchased from the grid

Howr Many Maters? I:I

—| pensrated from onsite soler panels

—| penarated from onsite wind turbings

Note: FirstEnergy only supports the transfer of electricity purchased from the grid at this time
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3. Click on Get Started!

Get Started!

4. Enter fields for meters. NOTE: To set up meters, you need to enter units and the date when the meter became
active. Enter values in these fields by clicking in the black space under that field heading. FirstEnergy will provide
electric data in “kWh.” It is important to use these measurement units when setting up your meters in Portfolio

Manager.
— Other Date Meter In Date Metar Enter as C
» il Type Type i became Active Use?  became Inactive  Dellvery? 1
Eleclic Grd Mal| | [ Electiic - Grid [ i (thausan « 3 (o5 | B r
L]

5. Click on Create Meters.

Create Meters

6. Skip usage entries and click on Continue.

7. Select These meter(s) account for the total energy consumption for this property.

Marme
L Meterip Type

SINC IO SRR | Elactic - Grid

Total of 1 meters). Tall us what this represants

" i@ These meters) account for the tolal energy consurnpdlon for My Test Bullding (& single bullding).

(") These metar(s] do nat account for the tatal energy consumption for My Tast Building (a single
Building|

8. Click on Apply Selections

Apply Selections

Congratulations, you've successfully set up your property and meters in

Portfolio Manager. Now you're ready to connect to our benchmarking service.
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4. SET UP AN ACCOUNT IN THE JCP&L BENCHMARKING Tool

Follow this link for the steps to Register with JCP&L Benchmarking Tool

5.
1.

Return to Portfolio Manager, Connect your account with FirstEnergy.

In Portfolio Manager, click on Contacts.

Account | Notifications | ENERGY @ | Contacts | Help | Sign
Setftings STAR Out
Notifications

Click on Add New Contacts/Connections.

Add New Contacts/Connections

Under Connect with an Existing User for Sharing username, type: FirstEnergy and click on Search.

Connect with an Existing User for Sharing

Search using any of the criteria below

Name: | I

Organization | I

Username: | FirstEnergy |

Email | I

When submitting a connection request, please ensure that you are connecting with the Portfolio Manager
account with username “FirstEnergy,” display name “FirstEnergy Supplier Services,” and role “Energy
Benchmarking with FirstEnergy.”

n FirstEnergy Supplier Services (FirstEnergy C
Energy Benchmarking with FirstEnergy onnect

4. Select Connect for the FirstEnergy Supplier Services contact.
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(]

A connection request has been sent to FirstEnergy Supplier Services

When FirstEnergy accepts your request, you will be able to share property information.

5. Request will show as pending.

ﬂ FirstEnergy Supplier Services (FirstEnergy) Connection Pendin

Energy Benchmarking with FirstEnergy Cancel

6. The user will receive an item in their PM “Notifications” that the Connection was accepted or declined by
FirstEnergy. Allow 60 minutes.
7. When the notification arrives, continue into your Portfolio Manager account.

6. Share your property and meters with FirstEnergy
1. Click on the Sharing tab.

MyPortfolio Sharing

2. Click on Share with your Utility or Service Provider for exchanging data.

My Shared Properties
0)

Share (or Edit Access to)
a Property

Share with your Utility or

Service Provider for exchanging
data

Download Sharing Report

3. Select FirstEnergy from the drop-down menu for your contacts book

Select Web Services Provider (Account)

Which web services provider (account) do you want to share these properties with in order
to exchange data? You can share multiple properties at once with a single provider.

Select web services provider from my contacts book

FirstEnergy v

4. Select which Property you want to share.

] Name « Property Type¢ State/Province$

My Test Building Other - Utility NJ

5. Click Apply Selection.
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9.

10.

11.

The preferred method is to share with full access. If you do not want to provide full access, you can personalize
your sharing and provide Read/Write access. In order to send usage data to Portfolio Manager you must
provide read/write access to the specific Property ID and Meter ID you want to share. Select your options.

Choose Permissions
o f2)  1ryou only need 1o choase ane permisslon (because you are giving the same permissions

for all your shares), you can choose that permission here Otherwise, you may assign
[2)  different permissions for different properties and/or contacts on the next screen

@ Bulk Sharing (Simple Option) - | want to give all my properties and meters the same
permissions
® Exchange Data Full Access (with full access to all properties and meters)

Exchange Data Read Only Access (with read only access to all properties and
meters)
Exchange Data Custom Access (customized access by meter type, such as
electricity and gas. for all properties)
Remove Access (i.e. remove existing access to al properties)

Personalized Sharing ("Custom Orders™) - | want to give different permissions for

each property and/or meter

Click Authorize Exchange.

Authorize Exchange

Congratulations!

Bulk Share Properties for Exchanging Data: Results

Choose Permissions Set Up Connectlions Check Existing View Results/ Confirmation
Permissions

« Congratulations! You have successfully shared/edited access to your property(ies).

Atotal of 1 share requests were sent.

If you shared properties, you will receive a notification when your contact has accepted the share. If you edited access to current permissions, the
edits have been made, no acceptance is required.

Verify Sharing Requests have been sent. Your sharing notifications will automatically appear in the Sharing
Notifications section of the Sharing Tab under your Portfolio Manager account.

Sharing Notifications (2) View All

Cancel
< My Test Building - Sharing request sent to FirstEnergy Supplier Services o
ear
. . . . . Cancel
< Electric Grid Meter - Sharing request sent to FirstEnergy Supplier
Services Clear

FirstEnergy retrieves share requests. When FirstEnergy has retrieved the share requests, they will be

automatically accepted, and an item in their PM “Notifications” that the Share was accepted by FirstEnergy.
Allow up to an hour for the initial share requests.

If your requests were declined for any reason, go back to Step 6, and ensure that the appropriate permission
levels have been set for both the Property and Meters or that your Property ID/Meter ID that was provided in
Portfolio Manager matches what is on the FirstEnergy Benchmarking site.
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7. Log back into JCP&L’s Benchmarking Tool to submit a usage request.
Follow this link for instruction on how to submit a Usage Request.

Registering with JCP&L’s Benchmarking Tool

**** You must have your building set up in Portfolio Manager before Registering ****

Link directly to the page: https://energybenchmarking.firstenergycorp.com/login

1. Go to https://energybenchmarking.firstenergycorp.com/login
2. Select the Register here link.

Energy Benchmarking Program

Usemame

3. Fillinall fields. Note: It is extremely important to make sure the email address used is exactly the same as what
you have set up in Portfolio Manager and it is case sensitive. Also, your PM Property ID and PM Meter must
match exactly in Portfolio Manager, or it will cause issues when trying to submit a Share Request or Usage
Request.

4. If the UBID (Unique Building ID) is not valid, the following message will show:

UEID Mot Found

The UBID provided was not able to be found
Based on the data you entered, we did not find any matches. Please re-enter another UBID
If you are having trouble, please contact us

**|f you have misplaced your UBID, you may contact the BPU (Board of Public Utilities) via email
benchmarking@bpu.nj.gov to request the UBID.

5. Select “Next.”
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6. Thisis the review and submit page. Please review all information for accuracy.

Beview & Submit

7. Read the terms and conditions and check the box to acknowledge. Also, you will need to check the reCAPTCHA
box before submitting.

8. You are now registered with the JCP&L Benchmarking Tool and are taken to the “Add Tenants” screen to
complete the setup of your initial building.

Note: Even if there is only one tenant in the building, you must add that tenant to the building. (Refer to the “Add
tenants” section for additional instructions)

Logging in

1. Go to https://energybenchmarking.firstenergycorp.com/login

2. You will see quick links at the bottom.
a. User Guide - A complete guide on how to use the benchmarking tool.
b. Benchmarking Portal - This is where you would log in
c. Customer Consent Form - This is required if the 4/50 rule fails.
d. Energy Star Portfolio Manager — Link to Energy Star Portfolio Manager

Benchmark Your Building

Quick Link

000~

3. Enter your Username and password and select “Login.”

@ Account Log In T
Log m 10 your account
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Forgot Username or Password

1. Select “Forgot Username or Password?

@ Account Log In
Log in to your account

contact us

Username

Password

Forgot Username or Password?

a. Forgot Username:

Enter your email address that was used to register your account and select “Email Username.”

Forgot Username

Enfter your email address below and you will receive an email to help you find your usemame.

Email Address

EMAIL USERNAME

If an account was found an email will be sent with your username.

FirstEnergy Benchmarking Forgot Username

) — S| = 3 | | eee
noreply@firstenergycorp.com Q9% %
Te H 303 PM
Retention Policy Inbox (1 Year) (1 year) Expires 7/19/2024

Please do NOT reply to this automated confirmation message.

A request was initiated to obtain a forgotten username for your online account. Here are the username(s) related
to the email address you have provided: v

Please note, if you did not initiate this username request, contact us to ensure that unauthorized activity has not
occurred on your account.

b. Forgot Password:

Enter your username and Email address and select “Submit Request.”

Forgot Password

Enter your username and email address below and you will receive an email to reset your password.

Username

Email Address
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c. Ifanaccount was found, an email will be sent to complete the password reset process.

FirstEnergy Benchmarking Reset Link

noreply@firstenergycorp.com
To N

Retention Paolicy Inbaox (1 Year) (1 year)
Please do NOT reply to this automated confirmation message.
A request has been initiated for a password reset on your account !

Please note, if you did not request this password reset, contact us to
occurred on your account.

If you initiated this password reset, please go to the following URL in
Reset Link

This link will expire within 48 hours.

Expires 7,

ensure that unauthorized activity has not

your browser to complete the request.

d. Click on the Reset Link, enter a new password, and select “Log In.” This will take you back to the log-in

screen.

Forgot Password Reset

Password Guidelines

Must not be a previous password.

Must be between 8-20 characters, include at least 1 number, 1 uppercase, 1 lowercase, 1
special character (only the following are acceptable @ #$ % * & " ()..,) and contain no
spaces.

Username and password cannot be the same.

‘When resetting your password, please follow these best practices:

« Do not reuse old passwords.

« Do not reveal your password to others

« Do not use words that can be found in the dictionary.

« Do not use the same password for multiple online accounts. Every password should be unique.

+ Follow the complexity requirements of the website (e.g., length of password, required use of
special characters).

+ Do not use passwords that contain information about you (e.g., your birthday).

Password

Must not be a previous password and it must be between 8-20 characters and include at least 1 number and 1
uppercase letter and one special character.

Confirm Password
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Energy Benchmarking Portal
From the Portal you will be able to:

e View a list of your buildings including UBID, PM (Portfolio Manager) Property ID, PM Meter, and

Building Address
e  You will be able to do the following:

o Manage your account, via Manage My Account.

Reset Password
Manage tenants
Edit the building
Delete Building
Usage request
Add a building
Log out

O O 0O O 0O O O

Buildings
Manage My Account

Reset Password

Logout

Buildings

ADD BUILDING

UBID PM Property ID

PM Meter

Building Address

Actions

Manage Tenants

Delete

Usage Request
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Manage Tenants

Select Manage Tenant next to the building address you choose.

e = e nE o

ADD TENANT

Address

Premise Number Consent Required Consent Status

Yes Required
Yes Required
Yes Required

Download Blank Consent Form

Action

Rermove Tenant

Consent Farm

Remaove Tenant

Consent Form

Remove Tenant

Consent Form

Within the Manage tenants screen, you will be able to:

NouhkwnNpE

View a list of tenants in that building.

View if consent forms are needed for any tenants.
View consent status (if applicable).

Remove Tenant

Download a blank consent form.

Upload a completed consent form.

Add Tenants.
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Add Tenants

When “Add Tenants” is selected, you will be presented with the option to search by Account Number, Premise Number

or Premise Address.

Add Tenants

ACCOUNT NUMBER PREMISE NUMBER

BACK

1. Add Tenants by Account Number

PREMISE ADDRESS

a. Enter the 12-digit JCP&L account number and select “Next”

Add Tenants

Enter the account number, premise number or premise address of the building to manage tenants

Tenant Search

ACCOUNT NUMBER PREMISE NUMBER

Account Number

BACK

PREMISE ADDRES S

b. The results will populate. Select the address and hit “Confirm.”

Add Tenants

arefe

Building Search

BACK

Meter Number

ADD ADDITIONAL PREMISE ADDRESS

c. If there are additional tenants not shown on the list, you can select “Add Additional Premise Address”
and perform an additional search. This is particularly helpful if the building is on a corner or has multiple
addresses associated with it. When Next is selected, you will be presented with a list of premises to

choose from.

d. Once the service addresses are selected, click confirm. If there are fewer than 4 tenants in the building,
the following message will appear. This is an informational message only to advise that consent forms
will be needed and to confirm the tenants added to the building.

Add Tenants

energy data to the building awner/Portfalic Manager.

To view the tenants needing consent forms for this building, visit Manage Tenants

The fellowing tenants have been added:
o e ]

If there are fewer than 4 tenants in a particular building or if one tenant exceeds 50% of the energy consumption in a given building, then the building owner shall request each tenant’s written cansent to allow JCPALL to provide
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2. Add Tenant by premise number.

a. The premise number identifies the property in JCP&L's system. It is nine (9) digits long and is the second
set of numbers in the customer number. This can be located on the customer's bill under charges from

JCP&L.

Add Tenants

Enter the account number, premise number or premise address of the building to manage tenants

Tenant Search

ACCOUNT NUMBER PREMISE NUMBER

Premise Number

PREMISE ADDRESS

[

BACK

The premise number identifies the property in JCP&L's system. It is nine(9) digits long and is the second set of numbers in the customer number. This can be located on the customer's bill under charges from JCP&L.

b. The results will populate. Select the address and hit “Confirm.”

Add Tenants

From the profile you created, our records indicate that there are the following premises in this building.
Please select allthat apply.

If there are fewer than four accounts in this building, a consent form is required from each tenant

Building Search

Premises Meter Number

ot represented in this i

sy add an additional premise address

istance locating additional ter

ADD ADDITIONAL PREMISE ADDRESS

c. Ifthere are additional tenants not shown on the list, you can select “Add Additional Premise Address”
and perform an additional search. This is particularly helpful if the building is on a corner or has multiple
addresses associated with it. When Next is selected, you will be presented with a list of premises to

choose from.

d. Once the service addresses are selected, click confirm. If there are fewer than 4 tenants in the building,
the following message will appear. This is an informational message only to advise that consent forms

will be needed and to confirm the tenants added to the building.

Add Tenants

energy data to the building owner/Portfalio Manager.

To view the tenants needing consent forms for this building, visit Manage Tenants

The following tenants have been added:

If there are fewer than 4 tenants in a particular building or if one tenant exceeds 50% of the energy consumption in a given building, then the building owner shall request each tenant's written consent to allow JCP&L to provide
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3. Add Tenant by address.
1. Fillin the House number, Street Name, City and Zip/Postal Code and select “Next.”

NOTE: You may use a * as a wildcard. For instance, if the address is 123 route 987, you can put the street name
as *987*. Sometimes the street name may be abbreviated differently, such as RTE, RT, or Route. Using the
wildcard will eliminate the need to have to try to figure out which way it is spelled out.

Add Tenants

Tenant Search

ACCOUNT NUMBER PREMISE NUMBER PREMISE ADORESS

2. The results will populate. The select all function can be used or each unit can be selected individually.

Add Tenants

Building Search

Mtar Numbar

3. If there are additional tenants not shown on the list, you can select “Add Additional Premise Address”
and perform an additional search. This is particularly helpful if the building is on a corner or has multiple
addresses associated with it. When Next is selected, you will be presented with a list of premises to
choose from.

4. Once the service addresses are selected, click confirm. If there are fewer than 4 tenants in the building,
the following message will appear. This is an informational message only to advise that consent forms
will be needed and to confirm the tenants added to the building.
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Add Tenants

If there are fewer than 4 tenants in a particular building or if one tenant exceeds 50% of the energy consumption in a given building, then the building owner shall request each tenant's written consent to allow JCP&L to provide
energy data te the building owner/Portfalio Manager.

To view the tenants needing cansent farms for this building, visit Manage Tenants

The following tenants have been added:
= — e —

Remove Tenant
There may be times where you may need to remove a tenant that was added in error.

e. To do this simply go to Manage tenants and select “Remove Tenant” next to the one you want removed.

Building & - - =FAa AN | - ADD TENANT

Address. Premise Number Consen it Required Consent Status Action

Na Not Needed Remove Tenant

f.
g. You will get confirmation of deleting this tenant. This is a safeguard to make sure you really want to

remove this tenant from your building.

Delete Tenant

Confirm Delete of Tenant

Address:

BACK DELETE

h. Select “Delete” if you are sure you want to delete the tenant or “Back” to go back to the Manage
Tenants screen.

Remove Building
Select Remove Building” next to the building address you choose.

UBID PM Property ID PM Meter Building Address Actions

Manage Tenants
Edit

Usage Request

Removing the building would only be used if you no longer own this building. Once “Delete” is selected, a message will
pop up asking you to confirm that you would like to remove this building. Once this building is removed, if it needs to be
added back you would have to start with adding the building and then adding the tenants back.
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Usage Requests

1. Select “Usage Requests” next to the building you would like to either request usage or check the status of the

request.

Energy Benchmarking Portal

Buildings

UBID PM Property ID PM Meter Building Address Action
"y 0 L, Manage Tenants
= Edit Building
Remove Building
Usage Request

ADD BUILDING

2. Enter the start and end date of the usage request and select “Submit.”

New Usage Request

Start Date End Date
7/13/2023 x 7/20/2023 x

susMIT

3. Areminder message will pop up. This reminder message is just letting you know that if consent forms are
needed but not all are received, partial data would be sent to PM.

a. Select “Cancel” to cancel the request and upload any remaining consent forms.
b. Select “Confirm” if you wish to proceed without any outstanding consent forms.

Consent forms are still outstanding, are you sure you want to submit with partial data?

{ CANCEL CONFIRM

4. A confirmation message will appear at the top of the screen that says “Thank you for your submission. We will
send you an email once the data has been validated.” You will see your building below now in the past usage
requests with the last submission date, current submission date and status.

[ New Usags Request

Past Usage Requests
Bulliog B e
Last Submitied

Clrren Subrmissicn Statis
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Add Building
1. Select “Add Building” on the Energy Benchmarking Portal

Buildings

UBID PM Property ID B Meter Building Address Actions.

2. Enter the UBID and select “Next.”

Add Building

3. Ifthe UBID is invalid, a message will be received.

The UBID provided was not able to be found based on the data you entered. Please enter another UBID.

4. Enter the PM Property ID, PM Meter ID, and Building Address, select “Next.”

Add Building

5. Review the building information and select “Submit.”

Review - Add Building

uBID:
Portfolio Manager Property ID:
Portfolio Manager Meter ID:
Building Address:

BACK suBMIT

6. A message will appear at the top that says “Successfully added building: (UBID)”

7. You will then need to add tenants. For additional help, review the “Add Tenant” section of this guide.

**|f you have misplaced your UBID, you may contact the BPU (Board of Public Utilities) via email
benchmarking@bpu.nj.gov to request the UBID.
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Manage My Account
1. Select Manage My Account

F_IF,EEEEQY Benchmarking

Buildings

Reset Password

Logout

2. You will be able to see your First Name, Last Name, Username, and Email address. You can update these fields
and select submit when finished.

Manage My Account

3. A message will appear at the top of the screen confirming the changes were saved.

Successiully saved
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Uploading and viewing consent form status
1. Login and find your building.
2. Select Manage Tenants

Buildings

ADD BUILDING

UBID PM Property ID PM Meter Building Address Actions

Edlit
Delete
Usage Request

3. Your list of tenants will be shown. You can select “Choose File” to upload a consent form for a tenant with a
status of “Required.”

Building P27 B, § =l T & nemsd - ] Com S e ADD TENANT

Address Premise Number Consent Required Consent Status Action
Yes Required Remove Tenant
Consent Form
| Choose File |
No Requested Remove Tenant

4. Once the form is uploaded the status will be changed to “Requested” while it is waiting for review by JCP&L.

Statuses and definitions:

Not Needed — The 4/50 rule passes, and consent forms are not needed.
Required — The 4/50 rule fails, and consent forms are required.
Requested — Consent form was uploaded and waiting JCP&L review.
Accepted — The consent form was accepted by JCP&L.

Rejected — There was an issue with the consent form, and it was rejected.

Rescinded — The tenant has rescinded their consent.
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Contact Us

The contact us link can be used for the following reasons:

e Unable to add a building.
e Unable to locate and add all tenants in a building.

Additional questions regarding the program, how to get a waiver, etc. can be directed to the BPU (Board of Public
Utilities) via email benchmarking@bpu.nj.gov

When sending us a request, please be sure all pertinent information is included for timely processing.

Contact Us

Please use the forms provided on the Benchmark Your Building pages to make a formal request for aggregate data.
General guestions can be answered by referring to our frequently asked guestions. If you have additional questions,
use this form to contact us. We will respond to all inguiries within three business days.

Building Owner/Representative/Other

State

New Jersey -

Operating Company

JCP&L
Type of Request
Energy Benchmarking -
Requestor Name Unique Building ID (UBID)
Email Address Confirm Email Address
Phone Number Extension

Attachments - Consent Forms / Letter of Authorization
Add Consent Forms , Letter of Authorization, Other
Comments

SUBMIT
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1. Allrequests will need the following information:

a. Building Owner/Representative/Other (Name)
State
Operating company needs to be selected.
Type of request — Energy Benchmarking
Requestor Name
Email address
Confirm Email address.
Phone Number

S®m 0 oo T

Comments - Please tell us what your inquiry is regarding. Provide as much detail as possible to ensure a
timely response.

2. If assistance is needed adding a building, you must include the following:
a. UBID
b. PM Property ID
c. PM Meter ID
d. Building Address

** You must have your building set up in Portfolio Manager before we can add it to your profile**

3. If assistance is needed adding tenants to your building, you must include the following:
a. The UBID and address of the building (that you have already added to your profile)
b. A complete list of all premise addresses that you need to have added to this building. If there are
apartments, suites, or any other identifying information, include that as well.

Once your request is submitted you will receive a message:

Thank You

We have received your request for information. We will respond to your inguiry within 3 business days. Thank you.

A confirmation email will be received:

**PLEASE DO NOT REPLY TO THIS AUTOMATED MESSAGE**

FirstEnergy has received your inquiry. If you need to contact us prior to our response, please create a new email using EnergyBenchmarking@firstenergycorp.com and include your original request number (Moxie Incident Number) in the subject line.

Thank you for visiting FirstEnergy's website at www.firstenergycorp.com

Please refer to request number (Moxie Incident Number) in any future correspondence.
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