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Connect	with	Baltimore	Gas	&	Electric	
To	get	started,	log	in	to	Portfolio	Manager	at	www.energystar.gov/benchmark.	In	

order	to	share	a	property	with	us,	you	must	first	be	“connected”	to	our	account	in	

Portfolio	Manager.	To	send	a	connection	request	(or	confirm	that	you’re	already	

connected),	go	to	the	Contacts	page.	

	

	

1.	 Click	Contacts	in	the	upper	right-hand	corner	of	the	screen.	The	directory	shows	your	current	list	of	contacts,	including	those	

with	whom	you	are	currently	“connected.”	

	
	

	

2.	 Click	Add	Contact.		

	
	

Steps to Receive  
Usage Data From BGE 

• Connect	with	BGE	Web	Services	
• Add	a	Property	
• Enter	Meter	Information	
• Share	Property	and	Meter	Information	
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3.	 Find	us	by	searching	for	our	name,	Baltimore Gas & Electric,	or	our	Portfolio	Manager	username,	BGEWebservices.	Click	

the	Search button.	

	
	

4.	 When	you	find	Baltimore Gas & Electric	on	the	Search	Results	page,	click	the	Connect	button	to	send	us	a	connection	request.		

	

5.	 You	will	be	prompted	to	read	and	acknowledge	the	Terms	of	Use	required	to	exchange	data	via	Web	Services.	Click	the	Send	

Connection	Request	button.	
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6.	 After	the	connection	request	is	sent,	you	can	accept	the	request	on	the	BGE	Automated	Benchmarking	Tool	(ABT)	site	by	

clicking	Admin,	Connect/Share.	

	

	

	

7.	 Then	click	the	Connect	All	button.	
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Once	you	do	this,	a	green	“Results”	dialog	box	on	the	ABT	site	will	pop	up	

describing	the	number	of	account	requests,	property	requests,	meter	requests	

and	meters	that	match	buildings.	

	

	

After	the	connection	is	made,	you	will	also	see	a	notification	for	confirmation	on	the	“Sharing”	tab	of	Portfolio	Manager.	You	are	

now	connected	and	can	share	properties	with	Baltimore	Gas	&	Electric!	

	

Your BGE Account Number 

Your	BGE	Account	Number	is	listed	on	your	
monthly	bill.	All	meters	that	contribute	to	the	
energy	bill	are	shown	on	the	bill	as	well.			
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Add	a	Property		
Follow	these	instructions	to	add	a	property	and	enter	property	information.		

	

1.	 Click	the	Add	a	Property	button	on	the	“MyPortfolio”	tab.	
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2.	 Answer	questions	about	your	property	and	click	the	Get Started!	button.	
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3.	 Enter	basic	property	information	and	select	the	boxes	next	to	the	statements	that	apply	to	your	property.		

Then	click	the	Continue button.	
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4.	 Enter	the	requested	use	details	within	the	following	fields,	such	as	gross	floor	area,	operating	hours	and	number	of	workers	for	

each	type	of	use.		

Note: Building Use 

• Move	the	mouse	over	each	Use	Detail	to	see	a	definition.	
• If	you	are	unsure	of	some	specific	property	details,	you	can	check	the	Use	a	default	box	

next	to	the	Value	sections.	
• If	certain	values	are	expected	to	change,	you	can	check	the	Temporary	Value	box	for	any	of	

the	corresponding	details.	

	

	

5.	 Then,	click	the	Add	Property	button.		
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6.	 When	you	have	successfully	added	your	property,	you	will	see	the	property’s	“Summary”	tab.	
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If	you	have	additional	types	of	uses	for	the	property,	you	can	add	them	at	any	time.	

a. Click	the	property’s	“Details”	tab	and	then	select	a	use	type	from	the	Add Another Type of Use	dropdown	menu.	

Click	Add.	

	

b. Enter	use	details	for	the	property	and	then	click	Save Use.	
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Enter	Meter	Information	
To	receive	an	accurate	picture	of	your	building’s	performance,	you	need	to	tell	Portfolio	Manager	how	much	and	what	kind	of	

energy.	Follow	these	steps	to	enter	meter	information	for	your	property.	

1.	 Click	on	your	property	from	the	“MyPortfolio”	tab	and	then	select	the	“Energy”	tab.	

2.	 Click	the	Add	A	Meter	button	on	the	right-hand	side.	
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3.	 Select	the	sources	of	your	property’s	energy.	You	should	enter	one	Electric	meter	(purchased	from	the	grid)	and/or	one	Natural	

Gas	meter.		

	

4.	 Click	the	Get Started! button, located at the bottom of the page. 
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5.	 Click	on	a	meter	and	change	your	meter	names	from	“Electric	Grid	Meter”	

and/or	“Natural	Gas”	to	your	ABT Virtual Meter Number(s).  

 

 

 

	

	

	

	
	

	

	

	

Note: Virtual Meter Number 

The	Electric	and/or	Gas	Virtual	Meter		
Number	is	the	number	that	you	received		
from	the	BGE	Automated	Benchmarking	Tool	
website.	
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6.	 Once	you	have	changed	the	Meter	Name	to	your	Virtual	Meter	Number,	enter	the	type	of	Units	(kWh	for	Electric	and	therms	for	

Gas),	as	well	as	the	Date	the	Meter	became	Active	(this	should	be	your	initial	billing	date,	but	if	you	do	not	know	the	initial	date,	

you	can	use	today's	date	to	begin	data	collection).	Then	click	the	Create Meters button.		

	

7.	 Click	Continue	on	the	next	page.		

8.	 On	the	Property	Totals	page,	ensure	that	all	of	your	virtual	meters	are	checked	and	select	These	meter(s)	account	for	the	total	

energy	consumption	for	this	property.	
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9.	 Click	the	Apply Selections button.	

	
	
	
You	have	now	added	your	virtual	meters	and	can	receive	usage	data		

via	Web	Services	once	you	connect	and	share	your	property	and	meter	

information	with	BGE.		

	

Tip: Meter Information 

Because	all	of	your	meters	have	been	aggregated	
using	the	Automated	Benchmarking	Tool,	you	
should	enter	1	as	the	number	of	electric	meters	
and	1	for	the	number	of	gas	meters	(if	you	have	
gas	on	your	account).	
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Share	Properties	and	Meter	Information	with	Baltimore	Gas	&	Electric		
The	ABT	works	in	conjunction	with	Portfolio	Manager	to	make	it	easier	to	receive	up-to-date	usage	data	from	BGE	and	get	updated	

ENERGY	STAR®	scores	for	your	properties.	In	order	to	receive	usage	data	automatically,	share	your	property	and	meter	information.	

Follow	these	steps	to	share	your	properties.	

	

	

Share	Properties	and	Meters	

You	can	now	share	your	property(ies)	with	BGE.	To	start	sharing,	click	on	the	“My	

Portfolio”	tab	within	Portfolio	Manager	for	your	building,	and	scroll	down	the	

“Summary”	page.	Near	the	bottom	of	the	page,	you	will	see	a	“Sharing	this	

Property”	section.		

	

Click	Share,	and	then	follow	these	steps:		

	

1.	 Select	the	properties	you	want	to	share	from	the	dropdown	menu.	You	can	select	a	single	property,	multiple	properties	or	all	

properties	in	your	account.	You	also	can	select	properties	by	using	filters	by	primary	function	or	state/province.	

	

How to Share Property and  
Meter Information 

• Select	Properties	
• Select	People	(Accounts)	
• Choose	Permissions	
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2.	 Select	Baltimore Gas & Electric	by	clicking	on	the	name	in	the	list.	If	you	do	

not	see	our	account	in	your	list,	check	to	see	whether	we	are	listed	on	your	

Contacts	page	and	have	accepted	your	connection	request.	Note	that	the	

service	provider	name	will	appear	in	the	list	as	“Gas	&	Electric,	Baltimore.”		

	
	

3.	 Select	Exchange Data	as	the	access	level	and	follow	the	prompts	to	choose	the	specific	properties	and/or	meters	that	will	be	

managed	via	Web	Services.		

	

	

	

	

	

	

	

Exchange Data 

Exchange	Data	allows	you	to	share	your	
property	with	an	organization	that	
exchanges	data	with	Portfolio	Manager	
through	Web	Services.	
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4.	 You	should	also	provide	Web	Services	with	Full	Access	to	Property Information	and	All Meter Information,	including	any	

external	meters	that	you	may	have	added	to	your	property.	

	

5.	 Click	on	Share Property(ies) button at the bottom of the page after selecting the appropriate access options.	
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Connecting	and	Posting	Data	to	Portfolio	Manager	(All	Steps	Are	Performed	on	the	Automated	
Benchmarking	Tool	Site)	
	

After	you	have	set	up	your	Automated	Benchmarking	Tool	account	and	your	Portfolio	Manager	account,	and	have	linked	the	two,	

the	next	step	is	to	get	your	data	to	post	to	Portfolio	Manager.		

	

1.		 On	the	ABT	site,	click	Connect/Share	under	Admin	on	the	Registered	Building	Profiles	page.	

	
	

2.		 This	brings	you	to	the	Building	Profile	Connection	Status	page.		

Click	the	Connect	All	button	on	the	right.	
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3.	 	After	you	click	the	Connect	All	button,	your	results	will	be	displayed	dependent	on	the	number	of	account	requests,	property	

requests,	meter	requests	and	meters	that	match	buildings.	You	will	also	see	the	status	of	your	meters	updated	to	Connected.	

	
	

4.		 Next,	click	Post	Data	under	the	Action	arrow	for	your	property.	

	
	

5.		 After	you	post	the	data,	you	will	see	your	score	appear	under	the	Score	column,	along	with	a	reference	date	and	score	type.		
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6.	 You	will	also	see	your	score	in	Portfolio	Manager	match	the	score	on	the	BGE	ABT.		

	
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

Questions?		
Please	contact:		

	

IT	Project	Manager	

703.934.3213	

	

Project	Coordinator	

443.718.4878	

	


