
 
ENERGY STAR — Data Submission Guide | Ontoly BERS Program 

Page 1 of 5 

 

ENERGY STAR Data Submission Guide 

Quick Start Guide — Submitting Energy Data to Ontoly 

 

This guide covers only what’s specific to submitting your building’s utility data for the Ontoly BERS Program. 
Energy Star Portfolio Manager’s built-in prompts will guide you through the general setup steps. For full Energy 
Star help documentation visit: portfoliomanager.energystar.gov 

 

BERS Program Data Requirements — Read Before You Start 

✔  Upload actuals only — no estimates or projected values are accepted 

✔  Minimum 12 months, up to 36 months of pre-retrofit baseline data required 

✔  Ongoing annual data required for each monitoring year of your crediting period 

✔  Ontoly only requires three columns: Start Date, End Date, and Usage 

✔  Dates must be entered in YYYY-MM-DD format for bulk uploads 

✔  Annual Monitoring Report deadline: March 31 of the following year 

 

SECTION 1 — Set Up Your Account and Property 
 

Create a free account at portfoliomanager.energystar.gov, verify your email, and sign in. Then add your building 
as an Existing Property — Ontoly does not accept new construction (Design Projects). 

 

Select the building type that best matches your property (e.g., ‘Multi-Family Housing’ for a MURB). 

Complete the property profile following Energy Star’s built-in prompts. 

 

SECTION 2 — Add Utility Meter Data 
 

From your property page, go to the ‘Energy’ tab. Add a separate meter for each utility type (electricity, natural gas, 
and any other fuels used by your building). 

 

1 

Check if your utility offers web services 

If your utility supports Energy Star web services it can connect directly and import data automatically. 
Check Canadian utilities at natural-resources.canada.ca or U.S. utilities via the Portfolio Manager Help 
Centre. If not available, enter data manually or via spreadsheet upload (Step 3). 

 

2 

Create your meters 

Click ‘Add a Meter,’ enter the meter name, and select units matching your utility bill (e.g., kWh for 
electricity, m³ or GJ for natural gas). Click ‘Create Meters.’ 

 

3 

Enter monthly utility data 

Click ‘Click to add an entry’ in the meter table. Enter actual monthly usage for each month. Ontoly only 
requires Start Date, End Date, and Usage — leave all other columns blank. 

 

 



 
ENERGY STAR — Data Submission Guide | Ontoly BERS Program 

Page 2 of 5 

Bulk upload tip 

Use the ‘single-meter spreadsheet’ template to upload multiple months at once. Dates must be in YYYY-
MM-DD format and all columns must match the template exactly. 

 

 

 

Energy Star requires 12 full calendar months of data. If you have less than 12 months, Energy Star will flag 
an error and Ontoly will not be able to establish your baseline. 

 

4 

Save your data 

Once all monthly entries are entered, click ‘Save Bills.’ Return to ‘My Portfolio’ and confirm your meters 
appear under the ‘Energy’ tab as ‘Meters — Used to Compute Metrics.’ 

 

 

SECTION 3 — Share Your Data with Ontoly 
 

Once your data is entered, share your Energy Star account with Ontoly using the steps below. Ontoly will use this 
access to retrieve your utility data for baseline calculation, monitoring, and verification. 

 

5 

Add Ontoly as a contact 

Go to the ‘Sharing’ tab and click ‘your contacts.’ Click ‘Add New Contact/Connection’ and search for the 
Ontoly organizational account using the credentials provided to you during your project onboarding. 

 

6 

Connect with Ontoly 

Click ‘Connect.’ Once Ontoly accepts your request, a green checkmark will appear and the status will show 
‘Connected.’ 
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7 

Share your property 

From the ‘Sharing’ tab, click ‘Share (or Edit Access to) a Property.’ Select your property and the Ontoly 
account. Under Permissions, select ‘Bulk Sharing’ then ‘Custom Access’ and apply the settings shown 
below. 
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8 

Confirm sharing 

Click Continue. You should receive a confirmation notification that the property has been shared 
successfully. 

 

 

SECTION 4 — After You Share 
 

After sharing your Energy Star data, complete all remaining project intake forms through the Ontoly Portal. Ontoly 
will review your data and initiate your Preliminary Ex-Ante BERU Assessment. 

 

Annual submission reminder 

Each year of your crediting period, you must submit updated utility data by March 31. 
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You will receive a Verification Cohort Assignment Statement from Ontoly with the name and contact of your 
assigned verification provider. 

IMPORTANT: Do not share data with any verification professional other than the key contact listed on your 
Verification Cohort Assignment Statement. 

 
 

 

Questions? Contact Ontoly at info@ontoly.org or visit www.ontoly.org 
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