
 
 

How to Create a Report in 
ENERGY STARⓇ Portfolio ManagerⓇ  

 

 
Use these instructions to create the ENERGY STARⓇ Portfolio ManagerⓇ report requested (including for 
the Magna Awards application) and download it as an Excel file for upload. 

Start here: ENERGY STARⓇ Portfolio ManagerⓇ login. Make sure the properties you want to include 
already have complete energy data in Portfolio Managerⓒ. 

STEP 1 Get Started 

1.  Sign in to ENERGY STARⓇ Portfolio ManagerⓇ: portfoliomanager.energystar.gov/pm/login 

2.  From the main dashboard, click the Reporting tab. 

3.  On the Reporting tab, click Create a New Template. 

 

After sign-in, open the Reporting tab. 
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On the Reporting tab, select Create a New Template. 

STEP 2  Create a report template 

Use the Create a Report Template screen to name the report, choose the timeframe, select the properties, and 
open the information and metrics selector. 

1.​ Give the report a clear name, such as “2027 Magna Awards_X School District.” 
2.​ Under Select Timeframe, choose Baseline Year for Energy. 
3.​ Under Select Properties, choose the district properties or schools you want included in the report. 
4.​ Then select Select Information & Metrics to choose the data fields required for the Magna Awards 

report. 

 

 
Portfolio ManagerⓇ: Create a Report Template 

Important: For the timeframe, select Baseline Year for Energy. Then select the properties you want included before 
choosing the required information and metrics. 
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STEP 3  Select the required information and metrics 

In the Select Information & Metrics window, include the following fields. The four property identification fields will 
be selected automatically. 

Select Information & Metrics Where to find it: 

✓ ENERGY STAR Score Energy Performance Metrics 

✓ Energy Cost Intensity ($/ft²) Cost Performance Metrics 

✓ Direct GHG Emissions (Metric Tons CO2e) Greenhouse Gas Emissions 

✓ Indirect (Location-Based) GHG Emissions (Metric Tons CO2e) Greenhouse Gas Emissions 

✓ Total (Location-Based) GHG Emissions Intensity (kgCO2e/ft²) Greenhouse Gas Emissions 

 
Select the nine fields shown above, then click Apply Selection. 

Finish this step: Click Apply Selection, return to the report template page, and click Save Template. 
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STEP 4  Generate and review the report 
•  From the Reporting tab, open the report template you just created. 

•  Choose Generate New Report to pull the current data for the selected properties. 

•  Review the report and confirm that the expected properties appear. 

•  Use the horizontal scroll bar at the bottom of the report table to review all selected metrics. 

 
Report view: property information, ENERGY STARⓇ Score, Energy Cost Intensity, and Direct GHG Emissions 
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STEP 5  Download the Excel file and upload it with your Magna 
application 

•  Scroll across the report to confirm that the indirect GHG emissions and total GHG emissions intensity fields 
are included. 

•  Click Download Excel at the bottom of the report page. 

•  Save the Excel file in a location you can easily find. A useful file name is 
“DistrictName_2027_Magna_Energy_Report.xlsx.” 

•  Upload that Excel file where requested in the Magna Awards application. 

 
Report view: use the horizontal scroll bar to review the remaining emissions fields, then select Download Excel. 

Before you upload: Confirm the Excel report includes the correct district properties and all nine required 
fields. 
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