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This guidance is to assist you with the steps to sync a Property from ENERGY STAR® Portfolio Manager® to 
Arc platform. 

Before a Property and its meter can be synced with Arc, it has to be shared with existing Arc account in 
ENERGY STAR® Portfolio Manager®. 

To get started with Property and meter sharing, follow the below steps.

1. Go to ENERGY STAR® Portfolio Manager®, login to your account and select the ‘Sharing’ Tab.

2. Click on ‘Share a Property’ button.

3. Select the number of Properties from the ‘Select Properties’ dropdown.
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4. Select people accounts ‘USGBC LEED(LEEDPERFORMANCEREPORTING). You can add this from 
your contact book.

5. In the choose Permissions section select appropriate Sharing option. We recommend 
Personalized Sharing.

6. Click on Continue button

7. Click on ‘Edit’ Under ‘Exchange data’ Column, to set the permissions for your Property(ies).
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8. Allow access for all the meters, we recommend ‘Full Access’.

9. Once the permissions are set, click on ‘Apply Selections & Authorize Exchange’ button.

10. Click on ‘Share Property(ies)’ button.
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11. You will receive a success message for successful sharing.

12. Once the share request is accepted by the USGBC team, you will get the notifications in the 
‘Sharing Notifications’ tab.
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Once the Property is shared successfully, please use the below steps to sync your Arc Project ID into 
ENERGY STAR® Portfolio Manager®. These steps can also be performed before sharing your Property.

The below guidance is to assist you with the steps to configure an Arc Project ID into ENERGY STAR® 
Portfolio Manager® 

1. Copy the Project ID from Arc platform

2. Under ENERGY STAR® Portfolio Manager® Property, Go to Details tab and select ‘Edit’:
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3. Select option ‘LEED US Project ID’ from the Standard Id dropdown and add your Arc Project ID and 
click ‘Save’ Button to sync the data between ENERGY STAR® Portfolio Manager® and Arc platform.
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4. To check if your ID is successfully added, go to Details → Unique Identifiers → Click the link ‘view’ 
and check if your Arc Project ID is added, Click Save button.

Please note, for the first-time sync, the user will have to wait for 24-48 hours after the Property share 
request is accepted by USGBC account or Standard ID is updated whichever is later.
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Created new Arc Project ID that needs to be configured into existing 
ENERGY STAR® Portfolio Manager® Property?
In Case, the project team creates a new Arc Project ID, and if they wish to sync the data from ENERGY 
STAR® Portfolio Manager® Property ID to newly created Arc Project ID, they need to go and update the 
Arc Project ID by following the below mentioned steps- 

1. In the Details tab → Edit button. 

2. Under Standard Id section, Replace the existing Arc Project ID with the newly created Arc 
Project ID and click Save button.

3. New Arc Project ID will overwrite the old Arc Project ID.
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