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1. From your building’s Facility Summary page on the ENERGY STAR website select the “Add user to 

share this Facility” link toward the bottom right-hand side of the screen. 
 
 Sample view: 

    
Please note that if you log on to ENERGY STAR with an individual user ID but your building rolls up 
under your company’s ENERGY STAR Portfolio Manager, you may not see the option to “Add user to 
share this Facility.”  In this case, you will need to contact your company’s assigned Portfolio Manager 
administrator to ask that they share your building data.  

 
 
2. The Select User and Master Account page will open.  Select the Portfolio Manager Master Account 
 dropdown menu.  Scroll down to BOMA Dallas.  Then select "Continue." 

     

 
 



 
 

3. The Select Access Rights page will open.  Select only the following as indicated and then choose Save 
at the bottom of the screen. 
 Read Only 
 Can this user set a baseline for the shared facility? - NO 
 Can this user provide access to the shared facilities with other users? - NO 
 Can this user delete the shared facilities from your account? - NO 

   

 
 
4. Finally, the Notification page will open.  You will be notified that an e-mail has been sent on your behalf 

to the user you have just shared facilities with.  Select Return and you will be returned to the My 
Portfolio page. 


