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Introduction
Using this Guide
The Evanston Benchmarking Guide was developed to support buildings in Evanston covered by
the Energy and Water Benchmarking Ordinance passed by the Evanston City Council in
December, 2016. The guide provides detailed step-by-step guidance on the City’s
recommended process for buildings to comply with the ordinance. The guide is one of a series
of documents designed and published by the City of Evanston to ease the process of complying
with this ordinance. Other support documents and the most up-to-date version of this guide
are available at cityofevanston.org/benchmarking. Please use the below legend to understand
what differently formatted text means throughout the guide.
Format/Symbol
BOLD ORANGE CAPS
Hyperlink
Italicized Hyperlink
Bold Green Italics
Checkbox
Orange Question Mark Icon
Blue Exclamation Point Icon
 Asterisk

Significance
Defined glossary term
Links to an external reference or form
Links to another section in this document
Designates clickable button in external
resource
Indicates a task
Indicates reference materials
Indicates hints, tips, or warnings
Indicates supplemental or special-case
information

Why Benchmarking?
Existing buildings account for the largest single share of Evanston’s greenhouse gas emissions
and play a crucial role in the community’s emissions reduction goals and its greater
sustainability efforts. Reducing emissions from existing buildings was explicitly named in both of
Evanston’s climate action plans, for details visit: www.cityofevanston.org/sustainability.
Benchmarking has been proven to lower building energy usage and reduce operating expenses.
An EPA analysis of roughly 35,000 buildings utilizing the ENERGY STAR Portfolio Manager
benchmarking tool showed a 7% average energy savings over three years, with the initial
lowest-performing buildings making the greatest improvements.
As a next step in Evanston’s climate action planning, the Building Energy and Water Use
Benchmarking Ordinance (33-O-16) will require existing and new buildings to benchmark their
energy and water use over time and report it annually. Through this process, buildings will be
able to compare their energy and water use to similar buildings or an applicable standard and
identify ways in which they can reduce their carbon and water footprints.
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More than a dozen cities nationwide have adopted mandatory benchmarking ordinances and
the list continues to grow. The cities include Chicago, Minneapolis, Seattle, Portland, San
Francisco, Berkeley, Boulder, Kansas City, Austin, Atlanta, Philadelphia, Washington DC, New
York City, Boston, Denver, Los Angeles, Portland (ME), and Cambridge.

What is the Evanston Energy and Water Use Benchmarking Ordinance?
The main purpose of the Ordinance is to “promote energy conservation, reduce greenhouse gas
emissions, and improve overall environmental quality.” In summary, the Ordinance requires
the owners of buildings covered by the ordinance to benchmark, verify, and annually report
whole building, aggregate data to the City. Non-condominium buildings in Evanston 20,000square-feet or greater and condominiums 50,000 square feet or greater are required to comply.
This includes apartment buildings, strip malls, schools, churches, hospitals, etc. In addition, Cityowned buildings 10,000-square-feet or greater in size are required to comply. See below for
details about the main aspects of the ordinance.
The full text of the Ordinance can be found here.
Major Components of the Benchmarking Ordinance
Benchmark
Building owners will track whole building aggregate energy and water usage
over time using ENERGY STAR Portfolio Manager®, an online tool created by
the US EPA.

Verify
Owners will be required to have a certified professional verify their data in
their first year of reporting and every 3 years thereafter.

Report
Owners will report their energy and water use data annually through ENERGY
STAR Portfolio Manager®.

Disclosure
The City will report annually on City-wide energy and water usage. One
year after the first compliance year, the City will make some of the
buildings' data publicly available.

What is ENERGY STAR Portfolio Manager?
ENERGY STAR Portfolio Manager is a free online tool developed by the US EPA that allows
building owners to track the energy, water, and waste of their entire building portfolio. The
5

software allows you to calculate a building’s energy performance, compare it to similar
buildings, and monitor it over time.
For certain building types, Portfolio Manager can calculate the ENERGY STAR rating, which
measures a building’s energy efficiency on a scale of 1-100. Buildings with a score of 75 or
greater can apply for the ENERGY STAR certification. Not all building types can receive ENERGY
STAR ratings, but there are other metrics provided by Portfolio Manager such as ENERGY USE
INTENSITY (EUI) and total water use that allow building owners to evaluate their building’s
performance.

Helpful Resources
The following links are used throughout the manual, but are aggregated here for ease of use:
Evanston Benchmarking Guidance and Forms
 Evanston Benchmarking Website. Website containing all information about the
Benchmarking Ordinance, including details of the ordinance, compliance guidance
documents, forms, and FAQs.
 Ordinance Text. Full ordinance text passed by the City Council.
 Compliance Checklist. A summarized list of the tasks required for benchmarking
compliance.
 Benchmarking Administrative Rules. Rules that outline how the City interprets the
Ordinance.
 Benchmarking Request Form. A web-based form building owners can use to request
their Evanston Building ID, apply for pro-bono data verification, and request
exemptions.
 Covered Building List. List of all buildings covered by the ordinance.
 311 Request to Update Building Information. Form through 311 to update building
information.
 FAQ. List of frequently asked questions.
 Evanston Reporting Link. Link to the ENERGY STAR Portfolio Manager reporting
template for the City of Evanston.
 Workshops and office hours. Events put on by City staff to provide in-person assistance
with benchmarking compliance.
ENERGY STAR Portfolio Manager Guidance
 ESPM Homepage
 ESPM Account Signup Page. Signup page for an ESPM account.
 ESPM Login Page
 ESPM Benchmarking Starter Kit. Group of help documents to get building owners
started with their ESPM account.
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 How to Get Utility Data into Portfolio Manager. ESPM Support document explaining
the process to enter, upload, or share properties’ energy and water data in Portfolio
Manager.
 ESPM Glossary. Terms and definitions of words used by ESPM.
 ESPM Training. How-to guides, videos, and webinars about Portfolio Manager and other
related topics.
ComEd Energy Usage Data System
 Energy Usage Data System (EUDS). An online tool provided by ComEd that allows
building owners to retrieve whole building aggregate electricity usage data.
 EUDS enrollment form. Form for requesting enrollment in the Energy Usage Data
System.
 EUDS Building Manager User Guide. Guide to using ComEd’s Energy Usage Data System
to obtain electricity usage data.
Nicor Gas
 Landlord Agreement Form. This form verifies the person requesting the data is allowed
to receive the data.
 Unit/Tenant List. This Excel file includes the fields Nicor requires in order to aggregate a
property’s data.
 Email completed forms to G2landlord@southernco.com.
City of Evanston Water Utility
 WaterSmart Portal. Free online water management portal that makes it easy to
understand, manage and reduce your building water consumption.
 311 Water Utility Request. Form through 311 to request water usage information from
the City of Evanston.

7

1 Get Started
1.1 Determine what Buildings are Covered and When they have to Comply
The ordinance requires the following types of buildings to comply by June 30:

Type 1

First year to comply: 2017
Any building or group of buildings that have the same PIN, having a GROSS
FLOOR AREA of 100,000 square feet or more

100,000+GFA

Type 2

First year to comply: 2018

Any building or group of buildings that have the same PIN, having a GROSS
FLOOR AREA of 50,000 square feet or more but less than 100,000 square feet
50,000-99,999
GFA

Type 3

First year to comply: 2019
Any building or group of buildings that have the same PIN, having a GROSS
FLOOR AREA of 20,000 square feet or more but less than 50,000 square feet,

20,000-49,999
GFA

excluding condominiums as defined in City Code Section 5-4-1-7

City Building

First year to comply: 2017
Any municipally owned building or group of buildings that have the same
PIN, having a GROSS FLOOR AREA of 10,000 square feet or more

10,000+ GFA
1.1.1 Covered Buildings List
The City has published a complete list of buildings that are covered by the ordinance, as
determined by the criteria in the table above. Click here for the most up-to-date Covered
Buildings List.
1.1.2 Exemption Request
Condominium buildings as defined in City Code Section 5-4-1-7 that have a gross floor area of
less than 50,000 square feet are exempt from the ordinance. In addition, building owners may
apply for exemption based on the following circumstances (Section 4-22-5(B) of the Ordinance):


Financial distress
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o The building is the subject of a qualified tax lien sale or public auction due to
property tax arrearages
o The building is controlled by a court appointed receiver
o The building has been acquired by a deed in lieu of foreclosure
Low occupancy
o The building had average physical occupancy of less than fifty percent (50%)
throughout the calendar year for which benchmarking is required
New construction
o The building is a new construction and the building's certificate of occupancy
was issued during the calendar year for which benchmarking is required.

If you believe your building(s) are not required to comply, please submit an exemption request.

1.2 Identify a benchmarking lead
It may be useful to identify a staff member or 3rd party to be the BENCHMARKING LEAD. They will
be the main person in charge of ensuring that your building is in compliance with the
ordinance. They will gather property details and energy and water data, coordinate data
verification, and report the data to the City.
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2 Benchmark
ENERGY STAR PORTFOLIO MANAGER (ESPM) is an online tool created by the US EPA to track energy
and water consumption, as well as greenhouse gas emissions and waste & materials. As you
follow along with the steps below, the following resources will be referenced:









ESPM Homepage
ESPM Login Page
ESPM Account Signup Page
ESPM Benchmarking Starter Kit
ESPM Quick Start Guide
ESPM Glossary
ESPM Training
Portfolio Manager Data Collection Worksheet

2.1 Create a Portfolio Manager Account
The first step to using ESPM is to create an account. Follow the steps below.
1. Go to the ESPM Account Signup Page.
2. Enter the required account information and settings.
Note: Username cannot be changed once a Portfolio Manager account has been
created.
3. Click Create My Account.

2.2 Gather Basic Information Required and Set up Property Profiles
1. Determine basic information required to set up your PROPERTY PROFILES.
Complete the PORTFOLIO MANAGER DATA COLLECTION WORKSHEET, which can be
customized and generated here.
If you own a MIXED USE PROPERTY, refer to the Portfolio Manager article titled
“When Should I Create Separate Property Uses?” to determine whether you
need to track more than one Property Use for your building.
2. Add and Set Up PROPERTY PROFILES in your Portfolio.
Follow page 1 of the ESPM Quick Start Guide
If your property has multiple buildings, refer to Appendix A for guidance
Add all of your properties that are required to comply
Enter in PROPERTY PROFILE data gathered in Step 1
Enter your EVANSTON BUILDING ID for each property
You can find your property’s ID in your notification letter or in the
Covered Buildings List
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1. Go to your PROPERTY PROFILE, click the Details tab, under “Unique
Identifiers (IDs),” click Edit
2. Under “Standard IDs,” select Evanston Building ID, type in your unique
property ID, click Save

2.3 Request Whole-Building Data
Energy and water utilities will work with building owners to provide whole-building, aggregated
data that can then be uploaded or shared in the ENERGY STAR PORTFOLIO MANAGER. See the
sections below to see the utility-specific steps to obtain your energy or water use data.
2.3.1 Electricity
2.3.1.1 ComEd Energy Usage Data System (EUDS)
You can obtain whole-building aggregate electricity usage data directly from ComEd through
the ENERGY USAGE DATA SYSTEM (EUDS). Visit this link for the most up-to-date information on this
program. The steps are outlined below.
Note: If your building has fewer than four electric accounts, or you have other
questions, contact ComEd at EnergyUsageData@ComEd.com for assistance.
These resources will be useful references for the following steps:
 Energy Usage Data System (EUDS)
 EUDS enrollment form
 EUDS Building Manager User Guide
1. Enroll to obtain access.
 May take up to 10 business days.
Fill out the enrollment form and send to ComEd.
 If you have a managed account: Request access through your ComEd
Account Manager.
 If you do not have a managed account: Email the completed enrollment
form to ComEd at EnergyUsageData@ComEd.com.
2. Set up your buildings in EUDS.
Follow page 10 of the EUDS Building Manager User Guide
Add all of your buildings and their required details
If the building’s address has a range of street numbers, list your primary
address as the range and the secondary addresses as the individual street
numbers.
 Primary address: Range (e.g. 100-106)
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Secondary addresses: Individual street numbers (e.g. 100, 102,
104, 106)
3. Request historical data and verify tenants.
Request historical data for January through December of the reporting year.
(Usually takes under an hour but may take up to 2 days.)
Page 19 of EUDS Building Manager User Guide
Verify TENANT LIST
Page 25 of EUDS Building Manager User Guide
1. Confirm or deny each account (normally you should not deny unless you
are sure it is erroneously included or you are tracking it separately).
2. Ensure that all occupied units are included.
For your records, download the TENANT LIST (Export to Excel button), as you will
not be able to access it once you confirm and submit it.
4. Obtain whole-building monthly usage data
Depending on billing cycles, some months may have multiple bills while others
have none. Therefore, EUDS monthly usage values may not exactly reflect actual
monthly use. However, this does not affect ESPM METRICS since they are based on
annual usage.
Download a copy of the whole-building monthly usage data (Export to Excel
button)
See Section 2.4 in this manual
5. Upload or share your data with Portfolio Manager
Upload data to Portfolio Manager
See Section 2.4 in this manual
OR
Share your data between EUDS and Portfolio Manager
Page 28 of EUDS Building Manager User Guide
See Section 2.4 in this manual
2.3.2 Natural Gas
Nicor is currently working to create a new online system for customers to access their data
which will be available at the end of 2018. Given the system will not be ready by the June 30th
reporting deadline, the following program has been established:
1. Complete the following forms:
Landlord Agreement Form: this form verifies the person requesting the data is
allowed to receive the data.
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Unit/Tenant List: this Excel file includes the fields Nicor requires in order to
aggregate a property’s data.
i. Note: the only fields Nicor requires in order to submit this form are the
Tenant Name and Unit Number. If the Master Meter or Meter number
for each account in unknown these can be blank.
2. Email completed forms to G2landlord@southernco.com and they will process your
request.
3. Questions? Call Nicor Gas’s customer service at 888-642-6748 or email them at
customercare@nicorgas.com.
2.3.3 Water
Because the City of Evanston owns and operates the local water utility, building owners can
request water use data through the City’s 311 system and WaterSmart Portal. Follow the steps
below.
To access your data through the City’s 311 system, follow the instructions below:
1. Call 311 or submit the 311 Water Use Data Request Form online.
2. Fill out all fields requested by the form.
o Relationship to the building (e.g. owner)
o Water account number(s)
o Year for which you are requesting data
o EVANSTON BUILDING ID
3. Receive email from 311 with data in an Excel spreadsheet.
4. Upload data to ESPM according to Section 2.4 in this manual.
To access your data through WaterSmart Portal, follow these instructions:
1. WaterSmart is a water management portal offered by the City to help property owners
manage their water consumption, detect leaks early and learn ways to increase water
use efficiency.
2. In order to sign up all you need is your account number and zipcode. The account
number can be found on a copy of your water bill.
3. After you have set up an account you can download your water consumption data by
clicking the “Download Data” tab at the top of the dashboard and choosing, “AMI Meter
Readings for this account.” This will allow you to download you entire account history
worth of data in Excel. This data can then be uploaded to your ENERGY STAR Portfolio
Manager account. The City is working with WaterSmart to allow you to download
individual years’ worth of data to make reporting easier.
4. If you have questions do not hesitate to call 3-1-1 and tell them you have questions
related to WaterSmart or benchmarking water data requests.
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2.4 Enter energy and water use data into Portfolio Manager
There are 3 ways you can enter your utility data into Portfolio Manager:
 Enter data manually (create/update one METER at a time)
 Upload data using spreadsheet templates (create/update multiple METERS at
once)
 Work with third-party providers that exchange data directly with Portfolio
Manager via web services
We recommend the latter two options for the most simple and efficient data entry. See How to
Get Utility Data into Portfolio Manager for detailed instructions about each method. Buildings
will likely have at least two energy meters, one for electricity and one for natural gas. For water
usage, buildings will likely only have one meter. Building owners do not need to create separate
meters for each physical meter on their property, as they are only required to report whole
building aggregate data. However, from a building management perspective, building owners
may find it helpful to track physical meters separately. The overall steps are outlined below:
1. Create energy/water meter(s). Whole-building monthly energy/water usage will be
tracked with these meters.
Follow Steps 1-4 (omit step 3) starting on page 1 of How to Get Utility Data Into
Portfolio Manager
Add meters
You will only need to add one energy meter (per type of fuel) and one
water meter for the whole property, not for each physical meter that
exists on the property.
2. Upload data for each meter.
Upload data using spreadsheet templates
Follow page 3 of How to Get Utility Data Into Portfolio Manager
Electricity: Use the data downloaded from ComEd’s EUDS (See Section
2.3.1.1)
Natural gas: Use data requested from Nicor’s customer service center.
Water: Use the data from the Evanston Water Utility sent to you in
response to your 311 request
OR
Share data between the utility and Portfolio Manager (if possible)
Read page 4 of How to Get Utility Data Into Portfolio Manager
Electricity: follow page 28 of EUDS Building Manager User Guide to set
up data sharing
14




Natural gas: This feature is currently not available
Water: This feature is currently not available, although the City is looking
into making this feature available for future reporting years.

2.5 Check for Possible Data Errors
Portfolio Manager has a built-in tool called the DATA QUALITY CHECKER that allows you to check
your data for possible errors such as temporary values, default values, overlapping or missing
data, etc. The overall steps are below:
1.
2.
3.
4.

Click on your property’s Summary tab.
In the box titled “Check for Possible Data Errors,” click Check for Possible Errors.
Select your timeframe as the reporting year ending in Dec 31 and click Run Checker.
Read the list of alerts and Portfolio Manager’s recommendations to fix the data.
It is imperative that 12 months of data is entered for Portfolio Manager to
calculate energy and water metrics.
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3 Verify
3.1 Identify a Certified Professional
Every three years (beginning with the first year in which a building is required to benchmark
and report), COVERED BUILDING owners must ensure that their REPORTED BENCHMARKING
INFORMATION is verified by a CERTIFIED PROFESSIONAL. See the following information for more
details.
3.1.1 Recognized training programs and credentials
Evanston recognizes the following training programs and credentials for a CERTIFIED
PROFESSIONAL:






State of Illinois: Professional Engineer
State of Illinois: Architect
Midwest Energy Efficiency Alliance: Building Operator Certification (BOC)
ASHRAE: Building Energy Assessment Professional (BEAP)
Association of Energy Engineers: Certified Energy Manager (CEM) Certification

The Illinois Chapter of the US Green Building Council has provided a list of organizations that
offer a variety of energy services, most of which have staff with the required credentials
specified above. The list can be accessed here.
3.1.2 Verification through ENERGY STAR Certification
Owners of COVERED BUILDINGS that achieve ENERGY STAR BUILDING CERTIFICATION through the US
Environmental Protection Agency fulfill the DATA VERIFICATION REQUIREMENT. This is provided that
the certified property and energy and water use data include at least six consecutive months of
the calendar year for which Data Verification was required by the Ordinance.
For example, a COVERED BUILDING that is required by the Ordinance to verify calendar year 2016
data by June 30, 2017 will have satisfied the DATA VERIFICATION REQUIREMENT if the Owner can
prove that the COVERED BUILDING attained ENERGY STAR certification based on data that covered
at least six months of the calendar year January-December 2016.
3.1.3 Pro-Bono Data Verification
In cases of undue financial hardship, owners can request PRO-BONO DATA VERIFICATION through the
City of Evanston’s online form.

3.2 Generate a Data Verification Checklist
Once the building owner has completed their property profiles and entered their energy and
water usage data, they will need to have their data verified by a certified professional. This is
required for the first year of reporting and then every 3 years. To verify data, the CERTIFIED
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PROFESSIONAL can use the PORTFOLIO MANAGER DATA VERIFICATION CHECKLIST. Generate the checklist

using the steps below. NOTE: the Indoor Environmental Standards section is optional.
Additionally, water is not included in the Data Verification Checklist and thus verification of
water usage data is optional.
1. Go to the report generation page.
In Portfolio Manager, go to the Reporting tab. You will find the Data Verification
Checklist on the right side of the page under ENERGY STAR Performance Documents.
Click the link.
2. Customize the report.
 Select Report(s) to Download. Double check that Energy Star Data Verification
Checklist is checked.
 Select Property for Report(s). Select the property you want to verify.
 Select Timeframe for Report(s). Select Single Year ending December 31.
 Select Contacts for Report(s). Select the primary contact, property owner, and
verifying professional from your contacts (if they are not in your contact list, add
by clicking Add Contact/Add Organization).
 You may leave these blank, but you will need to add the contact
information manually.
3. Click Generate & Download Report(s).
Note: Make sure you un-block pop-ups for this website, otherwise you will not
be able to view or download the report.
4. Save the report and provide a copy of the checklist to your Certified Professional.

3.3 Request Data Verification and Submission of Credentials
Once you have generated a Data Verification Checklist, send it to your identified certified
professional. They will go through the checklist and verify that the information is accurate for
your building. Certified professionals are not required to physically visit the property for
verification, but it is highly recommended.
Once the data is verified, the CERTIFIED PROFESSIONAL needs to submit their credentials and
signature through the online Certified Professional Credential Form.

17

4 Report
Once the PROPERTY PROFILES and energy and water usage data are complete and the data has
been verified (when required), the final step is to submit the data to the City. Building owners
do not have to share the entire property profile, just the required METRICS for the reporting
timeframe. The following resources will be helpful for reference:




How to Respond to Data Requests in Portfolio Manager (video)
How to respond to Data Requests in Portfolio Manager (document)
City of Evanston Benchmarking Reporting Page

4.1 Generate and review the building’s report in Portfolio Manager
1. Double check.
All property information and energy and water data for all 12 months is in
PROPERTY PROFILE

Make sure the DATA QUALITY CHECKER does not generate any incomplete or
missing errors ( ) and all atypical data ( ) has been addressed
You have included the property’s EVANSTON BUILDING ID in the “Standard IDs”
section of your profile
The data has been verified (when required for reporting year)
You have included the CERTIFIED PROFESSIONAL’s information in the PROPERTY PROFILE
notes
2. Access the request.
Follow page 1 of How to respond to Data Requests in Portfolio Manager
Go to the City of Evanston Benchmarking Reporting page. Choose the reporting
link for the correct reporting year.
 You will have to sign in with your credentials before being directed to the
Respond to Data Request page.
Once you have clicked on the external link and logged in, the data
request will always appear in the Reporting tab and can be accessed here
at any time in the future.
3. Prepare a response.
Follow page 2 of How to respond to Data Requests in Portfolio Manager
If you manage a lot of properties, you can create a “Group” of properties that
you can easily select every time you generate a report. Visit the “How do I
create a group?” Help page for more information.
4. Preview the response and review the accuracy of your data.
Follow Step 3 on page 3 of How to respond to Data Requests in Portfolio
Manager
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If there is an alert that “basic metrics could not be calculated for one or more
properties in the request,” follow these steps:
1. Click Read More to see which properties are causing issues and why
2. Follow any recommendations to resolve the issue
3. Once the issues have been resolved, Generate an Updated Response.
If you make any changes to your property profiles, make sure to Generate an
Updated Response under the “Action” drop-down menu for the “Evanston
Benchmarking Reporting” template.

4.2 Submit Your Report to the City through Portfolio Manager
Once the building owner has generated and reviewed the property’s data, they are ready to
submit the report to the City through Portfolio Manager. Follow the steps below.
Follow Step 4 on page 3 of How to respond to Data Requests in Portfolio Manager
If you learn that any of your reported benchmarking information is inaccurate, the
building’s Portfolio Manager profile must be amended and re-reported within 30 days of
learning of the inaccuracy.

4.3 Retain Your Records
As stipulated by the ADMINISTRATIVE RULES, to prove compliance with the Evanston Benchmarking
Ordinance, building owners must keep the following documentation for three years in case they
need to prove compliance at any time:
Completed DATA VERIFICATION CHECKLIST, signed by a CERTIFIED PROFESSIONAL for the year in
which data verification is required and/or an official record of ENERGY STAR
Certification from the US Environmental Protection Agency;
Confirmation email from the US Environmental Protection Agency containing proof-ofsubmission;
Back-up information on energy and water use inputs, including, but not limited to
energy and water bills, calculations and correspondence demonstrating good-faith
efforts to obtain actual energy and water data, property use details, and other data
request by ENERGY STAR PORTFOLIO MANAGER; and
A copy of energy and water data entered in ENERGY STAR Portfolio Manager.
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Appendix A: Glossary
For more information about terms defined by the US EPA’s ENERGY STAR Portfolio Manager, go
to the ENERGY STAR Portfolio Manager Glossary.
Term
ADMINISTRATIVE RULES

BENCHMARK

BENCHMARKING LEAD

CERTIFIED PROFESSIONAL

CITY BUILDING

COVERED BUILDING
COVERED BUILDINGS LIST
DATA QUALITY CHECKER

DATA VERIFICATION REQUIREMENT

ENERGY STAR CERTIFICATION

Definition
A set of rules developed by the City to provide
clarification on how the City interprets different language
and processes related to the energy and water
benchmarking ordinance.
To track and input a building’s energy and water
consumption data and other relevant building
information in any given calendar year as required by
ENERGY STAR Portfolio Manager, to quantify the
building’s total energy and water use.
The main person in charge of ensuring that the building is
in compliance with the ordinance. They will gather
property details and energy and water data, coordinate
data verification, and report the data to the City.
A professional engineer or a registered architect licensed
in the State of Illinois, or another trained individual with
the following criteria:
 State of Illinois: Professional Engineer
 State of Illinois: Architect
 Midwest Energy Efficiency Alliance: Building
Operator Certification (BOC)
 ASHRAE: Building Energy Assessment Professional
(BEAP)
 Association of Energy Engineers: Certified Energy
Manager (CEM) Certification
Any municipally owned building or group of buildings that
have the same PIN, having a gross floor area of 10,000
square feet or more
Any Types 1, 2, or 3 building covered by the ordinance.
The list of the Type 1, Type 2, Type 3 Buildings, and City
Buildings required to comply with the ordinance.
A tool within ENERGY STAR Portfolio Manager that will
help the building owner find potential errors and unusual
data within a given year.
In the first year of reporting and every 3 years thereafter,
building owners are required to get their energy and
water use data verified by a Certified Professional.
“Energy Star Certification” as defined by the US EPA
ENERGY STAR Portfolio Manager: ENERGY STAR
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ENERGY STAR PORTFOLIO MANAGER
(ESPM)
ENERGY USAGE DATA SYSTEM (EUDS)

ENERGY USE INTENSITY (EUI)
ESPM
ESPM METRICS

EUDS
EUI
EVANSTON BUILDING ID

EVANSTON REPORTING LINK

GFA
GROSS FLOOR AREA (GFA)

Certification is awarded to buildings and manufacturing
plants that earn a 75 or higher on EPA's 1-100 energy
performance scale, indicating that the facility performs
better than at least 75% of similar buildings nationwide.
The ENERGY STAR energy performance scale accounts for
differences in operating conditions, regional weather
data, and other important considerations.
A free online tool developed by the US EPA that allows
building owners to track the energy, water, and waste of
their entire building portfolio
An online tool provided by ComEd that allows building
owners to retrieve whole building aggregate electricity
usage data.
Energy use divided by the property square footage.
See Energy Star Portfolio Manager
ENERGY STAR Portfolio Manager measurements used to
indicate a property’s performance in energy, water, and
waste (if applicable). Metrics include the ENERGY STAR
score, Source Energy Use Intensity (EUI), Site Energy Use
Intensity (EUI), Energy Cost, Total GHG Emissions, Water
Use, and Total Waste.
See Energy Usage Data System
See Energy Use Intensity
A unique identifier assigned to each building covered by
the ordinance, as determined by the City. The Evanston
Building ID can be found in the notification letter and the
Covered Buildings List.
The year-specific link that is used to send Reported
Benchmarking Information to the City through ENERGY
STAR Portfolio Manager.
See Gross Floor Area
“Gross Floor Area” as defined by the US EPA ENERGY
STAR Portfolio Manager: Total property square footage,
measured between the outside surface of the exterior
walls of the building(s).
Include in GFA: lobbies, tenant areas, common areas,
meeting rooms, break rooms, atriums (count the base
level only), restrooms, elevator shafts, stairwells,
mechanical equipment areas, basements, storage rooms.
Do not include in GFA: exterior spaces, balconies, patios,
exterior loading docks, driveways, covered walkways,
outdoor playcourts (tennis, basketball, etc.), parking, the
interstitial plenum space between floors (which house
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METER

MIXED USE PROPERTY

PIN
PORTFOLIO MANAGER DATA COLLECTION
WORKSHEET

PRO-BONO DATA VERIFICATION

PROPERTY IDENTIFICATION NUMBER
(PIN)
PROPERTY PROFILE

REPORTED BENCHMARKING
INFORMATION

TENANT LIST

pipes and ventilation), crawl spaces.
For more information: ENERGY STAR Portfolio Manager
Glossary
Object within ENERGY STAR Portfolio Manager by which
energy, water, or waste data are stored and tracked over
time. Use for calculating metrics.
“Mixed use property” as defined by the US EPA ENERGY
STAR Portfolio Manager: Buildings that contain a variety
of commercial and/or residential uses where no
individual use accounts for more than 50% of the
property.
Gross Floor Area should include all space within the
building including, commercial/retail areas,
administrative offices, hotels, residential units, lobbies,
atriums, mechanical rooms, elevator shafts, and
stairwells.
For more information: ENERGY STAR Portfolio Manager
Glossary
See Property Identification Number
The document titled “Data Collection Worksheet”
customized through the Energy Star Portfolio Manager
website to help building owners determine the data
needed to set up building profiles.
Granted to cases in which there is undue financial
hardship and building owners cannot afford to
compensate a Certified Professional for the Data
Verification Requirement.
A number assigned to parcels of real property by the tax
assessor of a particular jurisdiction for purposes of
identification and record-keeping.
A property’s page within the building owner’s ENERGY
STAR Portfolio Manager that includes information such as
property name, address, gross floor area, year built,
occupancy, and number of buildings.
Descriptive information about a building, its operating
characteristics, and information generated by the
benchmarking tool related to the building’s energy
consumption and efficiency. Reported benchmarking
information includes, but is not limited to, the building
identification number, address, gross square feet, energy
performance score (if available), energy use intensity,
water use and annual greenhouse gas emissions.
List provided in Com Ed’s Energy Usage Data System
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TYPE 1 BUILDING

TYPE 2 BUILDING

TYPE 3 BUILDING

(EUDS) with the names and addresses for all the accounts
found at the addresses you entered. Includes only
accounts that were active during the reporting year.
Any building or group of buildings that have the same
PIN, having a gross floor area of 100,000 square feet or
more
Any building or group of buildings that have the same
PIN, having a gross floor area of 50,000 square feet or
more but less than 100,000 square feet
Any building or group of buildings that have the same
PIN, having a gross floor area of 20,000 square feet or
more but less than 50,000 square feet, excluding
condominiums as defined in City Code Section 5-4-1-7
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Appendix B: Properties with Multiple Buildings
If your property includes more than one building, refer to the following guidelines.

Multiple Buildings with Shared Systems
If your property has multiple buildings that share one or more energy-consuming systems,
where energy is not metered separately or sub-metered, you can benchmark them together.
1. When you are setting up your property profile in Portfolio Manager, under Your
Property’s Buildings, indicate that there is More than One building and enter the
number of buildings to be benchmarked together.
2. Follow the rest of the set up process as described in the section Gather Basic
Information Required and Set up Property Profiles.
Aggregate the gross square footage and occupancy percentage values to reflect the
property as a whole.
3. Enter one Evanston Building ID for the entire property.
If you received multiple Evanston Building IDs that will actually be reported under
one property submit a 311 request or email bechmarking@cityofevanston.org
indicating that you need to have buildings consolidated under one Evanston Building
ID.
4. Set up one energy meter (per fuel type) that will track the property’s combined energy
usage data.
Things to Note:
Sometimes, buildings not officially covered by the ordinance due to their small size may
be benchmarked with buildings that are covered by the ordinance because the buildings
share energy-consuming systems. This is acceptable.
If the separate buildings are submetered or it is possible to make reasonable
calculations/assumptions to allocate energy use to each individual building, these
buildings may be benchmarked, reported, and verified separately. This may be the best
option if one or more of the buildings would not otherwise be required to benchmark or
if they are owned and/or managed separately.
 If assumptions are made to allocate energy consumption for a shared system, it
must be in good faith and should be reviewed during the data verification
process.

Multiple buildings with the same PIN and separate systems
If the property includes multiple buildings that have separate energy-consuming systems and
are metered separately or sub-metered for all energy types (such as university, corporate,
medical, or residential campuses where multiple buildings of various sizes share the same PIN),
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you should set up a “parent property” profile and create a separate profile for each building in
your Portfolio Manager account. Please refer to How to Benchmark a Campus in Portfolio
Manager for information on how to set this up. (Note: According to the current Evanston
benchmarking administrative rules, you are not required to benchmark individual buildings
within your covered property that are not required by the ordinance.)
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Appendix C: Use of Default Values
If you have not been able to obtain whole-building energy usage data from the utilities, your
tenants, or any other suitable channel, you may estimate energy use by fuel type and square
footage using the default values provided here. These values represent average energy use of
buildings in our region, increased by 25%. Keep in mind that default data may be less accurate
than data from other sources, and it should only be used as a last resort. You must report all
known energy use data for common areas and centrally metered systems, as well as known
tenant energy use data. Even if your building is electric only, you must enter both electricity and
natural gas (this is because the default data values are based on average energy use for both
fuel types).

Commercial and Institutional Buildings
To calculate estimate monthly electricity use, take the appropriate default value in Column 1 of
Table 1 based on the building’s activity, and multiply it by the gross floor area for which
electricity use is unknown. To calculate monthly tenant heating energy use, take the
appropriate default value in Column 2 of Table 1 based on the building’s activity, regardless of
which fuel is actually used for heating, and multiply it by the gross floor area for which heating
energy use is unknown. These building activity categories are based on data from the U.S.
Energy Information Administration and do not exactly match Portfolio Manager’s property use
types. Choose the category that most represents the building’s activity.
IMPORTANT: In the MANAGE BILLS (METER ENTRIES) screen from the ENERGY tab,
please make sure to place a tick mark in the “ESTIMATION” box next to any monthly
energy data entries that are derived from the default values below (or indicate “TRUE”
in the ESTIMATION (REQUIRED) column in the Excel spreadsheet if uploading data using
a SPREADSHEET TEMPLATE).
Table 1. Default energy use values - non-residential buildings.
Column 1
Principal Building Activity
Monthly Usage: Electricity
kWh/ft2
Education
0.82
Food Sales
5.47
Food Service
4.01
Health Care
2.52
Inpatient
2.91
Outpatient
2.00
Lodging
1.53
Mercantile
1.63
Retail (Other than Mall)
1.28

Column 2
Monthly Usage: Natural Gas
cubic ft/ft2
5.69
5.23
15.93
10.48
13.67
5.36
8.07
5.45
6.17
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Enclosed and Strip Malls
Office
Public Assembly
Service
Other
Vacant

1.86
1.97
1.28
1.25
1.74
.25

5.00
4.55
6.69
6.41
7.04
2.40

Source: City of Chicago Benchmarking Guide. U.S. Energy Information Administration’s 2003 Commercial
Buildings Energy Consumption Survey values for East North Central or Midwest buildings where
available, national otherwise. Original values are multiplied by 125%.

Residential Buildings
To calculate estimate monthly electricity use, take the appropriate default value in Column 1 of
Table 2 based on the housing type, and multiply it by the number of residential units for which
electricity use is unknown. To calculate monthly tenant heating energy use, take the
appropriate default value in Column 2 of Table 2 based on the housing type, regardless of which
fuel is actually used for heating, and multiply it by the number of residential units for which
heating energy use is unknown.
IMPORTANT: In the MANAGE BILLS (METER ENTRIES) screen from the METERS tab,
please make sure to place a tick mark in the “ESTIMATION” box next to any monthly
energy data entries that are derived from the default values below (or indicate “TRUE”
in the ESTIMATION (REQUIRED) column in the Excel spreadsheet if uploading data using
a SPREADSHEET TEMPLATE).
Table 2. Default energy use values – residential buildings.
Column 1
Housing Type
Monthly Usage: Electricity
kWh/ft2
Multi-family: 2-4 units
793.77
Multi-family: 5 or more units
622.80

Column 2
Monthly Usage: Natural Gas
cubic ft/ft2
9,625.53
4,827.98

Source: City of Chicago Benchmarking Guide. U.S. Energy Information Administration’s 2009 Residential
Energy Consumption Survey values for Midwest homes. Original values are multiplied by 125%.

Default Value Example
You are benchmarking a 100,000 ft2 building. You have gathered energy use data for 50,000 ft2 .
However, you have not been able to acquire energy use data directly from the utility or the
tenant of a 50,000 ft2 retail space. To calculate estimated monthly electricity using the default
values, multiply 50,000 ft2 by 1.28, the value for “Retail (Other Than Mall)” found in Table 1
Column 1. This equals 64,000 kWh. To calculate estimated monthly natural gas use using the
default values, multiply 50,000 ft2 by 6.17, the value for “Retail (Other Than Mall)” found in
Table 1, Column 2. This equals 308,500 cubic feet. Note: you must enter energy consumption
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for both electricity and natural gas, since the default data values are based on average energy
use for both fuel types. When you are ready to add energy use data to the building Portfolio
Manager profile, you would create a meter for your estimated monthly electricity use, enter 12
months of electricity use using 64,000 kWh per month, and check the ‘Estimated’ box. You
would create a meter for your estimated monthly natural gas use, enter 12 months of natural
gas use using 308,500 cubic feet, and check the ‘Estimated’ box.
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