THE FEDERAL HIGH PERFORMANCE SUSTAINABLE
BUILDINGS CHECKLIST IN PORTFOLIO MANAGER
The purpose of the Federal High Performance Sustainable Buildings Checklist (Guiding Principles Checklist) within EPA’s
ENERGY STAR® Portfolio Manager, is to assist Federal agencies with assessing their existing building stock against the Guiding
Principles for Sustainable Existing Buildings, and for reporting on the sustainability data element of the Federal Real Property
Profile (FRPP). The Guiding Principles Checklist within Portfolio Manager represents collaboration between EPA’s ENERGY
STAR Program, DOE’s Federal Energy Management Program, and the General Services Administration. Federal agencies can
use the Guiding Principles Checklist to:






Conduct initial and final building walkthrough assessments
Track and easily view progress on each guiding principle
Upload compliance documents to the repository for record keeping
Create a portfolio-wide federal building sustainability roll-up report, and
Review up-to-date energy and water metrics generated by Portfolio Manager

Accessing the Guiding Principles Checklist within Portfolio Manager requires entering federal facility data through a user account.
All data is housed on secure EPA-owned servers at a contractor’s location. User accounts are password-protected. Data is only
shared with users to whom you have given permission through Portfolio Manager’s sharing function. A limited number of EPA staff
and contractors have access to the data to facilitate importation into Portfolio Manager. For a technical description of server
security and for more information about sharing and assigning permissions, see the Guiding Principles Checklist FAQ and other
helpful documents at www.energystar.gov/federal.

HOW TO ACCESS THE GUIDING PRINCIPLES CHECKLIST IN PORTFOLIO
MANAGER The Guiding Principles Checklist is housed within EPA’s ENERGY STAR Portfolio Manager Tool,

www.energystar.gov/benchmark. Portfolio Manager is an interactive energy management tool that allows users to track and
assess energy and water consumption across entire building portfolios. The Guiding Principles Checklist is only available for
buildings designated as federal within Portfolio Manager. There are three ways to designate a building as federal, described in
the step-by-step table and screenshots below. Once a building is designated as federal, a link to the Guiding Principles Checklist
becomes available.
Step
1

Activity
Create a new Portfolio Manager
account or log-in to existing account

2

Access My Portfolio Page

3

Designate a building as federal by
choosing option 3a, b, or c.

3a

Use the Federal Building Import
Template. The recommended
approach is to upload facility data for
multiple buildings from a Federal
Real Property database into Portfolio
Manager using this time-saving
template. To find out if your agency
is already planning to import data
from an FRPP, please contact Katy
Hatcher using the email address at
right.

Action
From energystar.gov/benchmark, log-in to your account or create a new
account and log-in.
Click on Access My Portfolio from the Welcome to Portfolio Manager
page.

To access the template, from the My Portfolio page, click on Import Facility
Data Using Templates then follow the link to the information for federal
facilities. The template can also be accessed at
www.energystar.gov/federal or by contacting Katy Hatcher at
hatcher.caterina@epa.gov. Follow the instructions included in the template.
EPA and FEMP staff will work with personnel at the agency, program office,
campus, or site level to ensure that facility information is successfully
uploaded and will also assist with tailoring and creating optimal Portfolio
Manager account structures so that uploaded facilities can be accessed by
users as necessary at each level. Once data is uploaded, go to step four
(4).

Add individual federal properties to
Portfolio Manager manually

3c

Designate a property that already
exists in Portfolio Manager as federal

4

Access the Guiding Principles
Checklist

5

Choose a sustainability path

www.energystar.gov/benchmark

.

3b

From the My Portfolio page, click Add a Property. Select a property type
and Continue. Add General Facility Information and select Yes to the
question, “Is this facility owned, operated or leased by the Federal
government?” Fill in all required information and select Save. Click on the
newly created facility to access the Facility Summary page. Go to step four
(4).
Click on the desired building from the My Portfolio page. From the Facility
Summary Page, click Edit General Information. Select Yes to the
question, “Is this facility owned, operated or leased by the Federal
government?” Fill in all required information and select Save. Go to step
four (4).
From the Facility Summary page, click on High Performance Sustainable
Buildings Checklist .
Choose a sustainability path option from the Sustainability Checklist page
and select Continue. This page will only appear the first time the Guiding
Principles Checklist is accessed for a particular building. To change the
sustainability path in the future, select edit sustainability path from within
the Guiding Principles Checklist.

2

4
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HOW TO USE THE GUIDING PRINCIPLES CHECKLIST The Guiding Principles Checklist is
pre-populated with individual building information in the upper left portion of the screen next to a pie-chart representation of the
guiding principles completion status. The pie-chart categories (Yes, No, In Process, and Not Assessed) correspond to the radio
buttons underneath the action required in each Guiding Principle tab. To populate the pie-chart, select the appropriate radio
buttons underneath the action
required and select Save.
Selecting Exit without first
saving will result in lost
information. When a “Yes”
response to each required
action under each Guiding
Principle tab has been selected
and saved, a green checkmark
appears on the Guiding
Principle tab as an additional
indicator that the actions
required for a Guiding Principle
have been met. When “Yes” is
selected for a required action,
check the appropriate
compliance verification
document. The documents
listed are common examples
used by other sites to
demonstrate compliance with
the Guiding Principles. If the
document you are using to
verify compliance is not listed,
enter it as Other and use the
free-text field to describe the
document.

Document Repository

Step

6

Activity

1

Upload a document to the document
repository

2

Delete a document from the
repository

Action
Click on the Upload and Review Compliance Documents on File link
located in the upper-middle portion of the Guiding Principles Checklist
screen under the general building information. Use the Browse button to
locate the documents and select Upload. Once uploaded, a checkbox
appears next to the document.
Select the Checkbox and then Delete.
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The document repository is a central record-keeping location for all compliance documents associated with the various required
Guiding Principle actions. Compliance documents uploaded to the repository are not listed according to which required action they
are associated with. Therefore, for the purpose of identifying documents in the repository, the suggested naming convention is
[name of action required] + underscore + [text from compliance checkbox]. Adobe PDF documents are preferred, for example,
“Renewable1_statement of work.pdf” or “Biobased1_purchasing policy.pdf.”

Federal High Performance Sustainable Buildings Checklist Report

All documents uploaded to the repository are listed at the bottom of the Federal High Performance Sustainable Buildings Checklist
Report. This report is a PDF version of the interactive checklist and when generated will represent the most current data entered
and saved. In some cases this report can be uploaded to the document repository to assist with demonstrating Guiding Principle
compliance. For example, to demonstrate compliance with the Guiding Principle “Employ Integrated Design” users may decide to
complete the Responsible Team Member fields, select the associated compliance verification document, and then generate, save,
and upload the PDF report to the document repository with the suggested file name “Integrated1_FHPSBChecklist.pdf.” The PDF
report can also be generated and printed for use as a checklist for conducting building walkthrough assessments.

Step
1

Activity
Create the Federal High Performance
Sustainable Buildings Checklist
Report

Action
Click on Generate Report located in the upper-right section of the screen.

The Federal Sustainability Portfolio Report

Step
1

8

Activity
Create the Federal Sustainability
Portfolio Report

Action
Select Federal Portfolio Report under Reporting and Analysis from the
Portfolio Manager My Portfolio page.
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The Federal Sustainability Portfolio Report is a roll-up report that can be used to review portfolio-wide compliance with the Guiding
Principles. Each building designated as a federal building appears along with the status of each Guiding Principle action required.
The roll-up report also includes a Checklist Completion Percentage for each building. The Federal Sustainability Portfolio Report
can be used to assist with reporting on the sustainability data element of the Federal Real Property Profile (FRPP).

UNDERSTANDING PORTFOLIO MANAGER METRICS IN THE GUIDING
PRINCIPLES CHECKLIST

Portfolio Manager metrics for the Guiding
Principles related to energy and water will
populate within the Guiding Principles Checklist
if adequate data has been entered into Portfolio
Manager’s energy and water tracking function
(see Portfolio Manager Quick Reference Guide
for instructions on how to track energy and water
use). At any point after a building has been
designated as federal within Portfolio Manager,
users may choose to enter space, energy, and
water use data for their buildings. Portfolio
Manager metrics can be used to demonstrate
compliance by checking the appropriate box
underneath Compliance Verification
Documents On File. It is very important to note
that the Portfolio Manager metrics are dynamic.
The metrics will change as new energy and
water consumption data is entered in the energy
and water tracking modules. Therefore,
Portfolio Manager metric users who have
checked a corresponding compliance verification
box should periodically verify that the checked box is accurate. To solidify compliance at a specific point in time, Portfolio Manager
metric users can generate the Federal High Performance Sustainable Building Checklist Report using the Generate Report
button in the top upper-right section of the screen and then upload the PDF report to the document repository. When 100% of the
Guiding Principles have been achieved, Portfolio Manager metric users can also generate and upload the report to capture
compliance at a single point in time. At any point users may access Portfolio Manager metric definitions by selecting Help in the
upper-right sections of the My Portfolio or Facility Summary page, and then Glossary.

