
Click here to 
create your 
Portfolio 
Manager login 
account

Step 1
Go to Energy Star Web Site : http://www.energystar.gov/index.cfm?cfmc=evaluate_performance.bus_portfoliomanager

Sign In if you have an existing account. If new, register for your Portfolio Manager Account

http://www.energystar.gov/index.cfm?cfmc=evaluate_performance.bus_portfoliomanager


Step 2
Fill in your Account Information



@@@@@@

Click here to access 
your Portfolio 
Manager 
information

Step 3
Welcome Page for Portfolio Manager Account



Click on “Add a Property” to  
add your buildings and meters

Step 4
Add Buildings and Meters to your Account



Step 5
Enter your Property Information



Step 6
Enter your General Facility Information



Can leave this field as is

Leave selection as “None”

Step 7
Enter your General Facility Information



Step 8
Your General Facility Information Is Now Established

Scroll down to Energy Meters 
section to add your Meters



Step 9
Establish Meter Information

Click on ‘Add Meter’ for each electric 
and gas meter supplying energy to 
the building

You can create Space 
Information for your own 
information, but we will NOT 
use it



Step 10
Enter your Meter Information

This must be your Avista 
meter number which is on the 
face of the meter and also on 
the customer bill .

Select Electricity 
or Natural Gas

Select KWH or 
Therms



Step 11
Do not enter Meter data here – Avista will provide latest 12 months usage

Click on this button



Click on “Get Started Now” to 
choose Avista as your ESP  

Step 12
Go to Automated Benchmarking to choose Avista as your Energy Service Provider

To get to this page, click on the My Portfolio link on any page  



Select ‘Avista Utilities’ in the drop 
down list and click the ADD button

Step 13
Select Avista Utilities as your Energy Service Provider



Check the Building and the Meters you  
are authorizing Avista to provide usage 
data for.

Step 14
Check the Building AND Meters you are authorizing Avista to send usage to Energy Star 



Step 15
Enter Information Required By Avista so can communicate with you.



Step 16
Congratulations, you are all done. At the bottom, you will see Avista Utilities as your 
Provider and the status of your request.  

If you  need to change 
your authorizations, 
click on this link.


