Uploading an Aggregated Consumption Request
Form using Project Center



Contents

Preparing an Application.......
Registering for the First Time
Uploading an Application......

Reviewing Results .................

Page 2



Preparing an Application

1. The Aggregated Consumption Request form must be completed and uploaded into Project Center. The

Request form is available on our website: https://www.coned.com/en/commercial-industrial/aggregated-
building-energy-consumption-data.

The Request form contains eight total fields: five that must be manually populated and three with drop
down selections. All fields must be completed (Except Westchester Properties — There is no Block,
Lot, or BINs for Westchester Properties - Please leave these fields blank for Westchester properties).

5325300
737485
52983 58208 9834235

S

*Please Note: You may not leave any blank rows between requests on the application form. Project
Center will review the content up to the first blank row. If a blank row is included, Project center will

not review any content below the blank row. Therefore, Con Edison will not be responsible for any
request information below a blank row.

**The request form must be saved as a 97-2003 excel workbook.

2. The “Application Overview” tab provides the instructions on how to complete the request form. Also, the link to
the DOB website is available within this tab.

2 (& conEdison

s Benchmarking ication Instruction
5 Please fill out the form by following the i i listed below:

B |

EFEEIe
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Registering for the First Time

1. Go to https://www.coned.com/en/small-medium-size-businesses/building-project-center.

2. Select: Project Center The first box on the left

] Buiting & RemoceingPrject. %\

- Account & Services & Save Energy & Our Energy
(& conEdison e o e e

Building & Remodeling
Project Center

Find all the information you need to add, upgrade, or shut off
services in your new building or remodeling projects.

Jd0gpasy

Project Center

Get convenient, 24/7

access to apply for and Opportunities for
I'ra-ck your gas ‘".'d Contractors to Work on
CEEL I SEN E [ Con Edison Efficiency Contractor Resources
Programs Download applications, requirements,
@ Login Build your business by participating in checklists, and forms for your project.
efficiency programs designed to help your SEE RESOURCE LIST

customers save energy and money.

@ Project Center User Guide APPLY NOW

3. You will need to register the first time to Login. Select Register Now on the lower right of the screen.
See step 4 for the next step before proceeding. If you have already registered continue to Uploading
an Application (Page 9).

Login

Why Should | Register?

Con Ediscn Employees: Enter your usemsme

F Registered Users Can
Email Address:
1. e-file all work reguests.

¥

(l Password: 2. quickly review status of current cases

(1 3. receive email alerts when key miestones are reached
i T T

f Eorgot vour password? New User?

i

i
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4. Select: Energy Efficiency/Demand Response/Benchmarking Contractor, the third to last bullet from
the bottom. Then select Next.

r —— —— = S |
2 Con Edison: Energy Services Project Center - Windows Intenet Explarer -—— - — - — . ce (;_EM
@conEdIsnn Energy Services Project Center [ I
User Registration
Select your role from the options below to get started with your one-time registration.
Please indicate the role that best describes you:
) Customer
@ Licensed Electrician
) Licensed Plumber
&) Consulting Engineer
() Architect
@) General Contractor |

 Local Municipal Government or Agency

& Solar PV Installer

[B)eneray ErficiencyiDemand Respanse/Benchmarking Contractol]
&) other

@) RMS Contractor

[ cancer ]Il vext>_|

5. Be sure to complete all required (*) fields and the company field. Create only one account per user.
Please Note: Project Center will not allow the same email address to be used twice. The email address
that is registered will be where the invoice and aggregated consumption data is sent.

= = :
2 Con Edmm Services Project Cenfer - st Internet Explorer

@conEdisnn |.Energy Services Project Center >

User Registration
Fill in the information below and click "Submit™ to complete your registration.

* indicates required fisld
Contact Information Email

Registrant Type: Energy Efficiency/Demand Response Contractor * Email Address: éﬁiiﬂ‘encﬁmar‘b&iné@rgmai'\_cum
= it Bt b e Mote: Your email sddress is your username:
Hame: - Ciy Benchmarking hd and method of notificatio

Confin Emas -2614-E-ench.mar;:ing‘égméi\‘.cum

a Address:
Company: City Benchmarking Company
+ EITHER a primary phone or cell phone numbe is required Password
Primary Phone: ( 555 |} 363 . 2468 ext.
Cell Phone:( )
Fax Humber: G )
For exampla: ‘password 1’ is valid
(Ex: 240 £ 141h 5t OR 240 Central Park W) Padewond: |Sednasvie
House # Pre-Dir Street Name Arery. Post-Dir

* Confirm Password: sesssssesl
* Mailing Address Line 1: 4 ~ Irving Place Select - &

Mailing Address Line 2:

* City: New York

* State: NY -

o003

B
=}
]

(_<Previous || Cancel ||” Submit_]
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6. A notification will appear advising of one additional step needed to complete your registration.

Services Project Center - stl

onEdison | Energy Services Project Center

@ Thank you for registering!
Important Next Steps:
1. Check your email and click on the confirmation link in order to complete your registration.

2. Please add us - ESWebProjeciCenter.noreply@coned.com, to your address book of trusted senders. Otherwise, emails that are sent from us may be
t placed in your Spami/Bulk/Junk folder.

User Registration

Contact Information
Registrant Type: Energy Efficiency/Demand Respense Contractor
Title:
First Name: City
Middie Hame:

m

Last Mame: Benchmarking
Suffic
Company: City Benchmarking Company
Primary Phone: (555) 359—1234@
Cell Phone:
Fax Number:
Mailing Address Line 1: 4 Irving Place
Mailing Address Line 2:
City: Mew York
State: NY'
Zip: 10003
Email Address: 2014benchmarking@gmall.com

7. A verification email will be sent to the email address that was registered within Project Center. You
will be required to select the link to complete your registration.

Fle Edit View Favorites Iook Help

B~ B O & v Pager Safetyr Took~ @+ (3 @

Google [ a |

2014benchmarking@gmai.com +

Gmail - “ a 0 L} RO & more - 1ofd ¢ ) Q-
Q Lumosity com - Challenge Your Brain - Challenge your brain with Lumosity, the personal trainer designed by neuroscientists. | Why this ad? "
| nbox4) ) ) o . )
Stariéi Con Edison Project Center: Registration and Email Verification Inbox
Important . K . .
‘ Con Edison Project Center <ESWebProjectCenter.noreply@coned.com> 11:05 PM (5 minutes ago)
Sent Mail ‘o me fe
Drafts

Thank you for signing up for Con Edison Project Center.

More = To activate your registration and verify your e-mail address, please click on the following link. Once completed, you will have online access to essential servic
hitps /apps?.coned comESWeb' login aspxPq=2BFE702303E7T1DBACCD2D207BEF CEATF32491FC1A4TCAC2TDECEACT 1BOSBTFBIFO3 T2656759D5974646 1273EBE91DCBINABAAECE
8 2014 -
= If elicking the link above does not work, copy and paste the URL in a new browser window instead. If you have received this email in error, you do not need to take any action to cancel. Registrati
not be activated, and you will not receive any further emails
Mew Hangout L
Please note: This e-mail was auto-generated from a notification-only email address that cannot accept or reply to incoming e-mail, including Energy Services inquiries. Please do not reply to this
Find friends to chat with message.
L= fi
2 Click here to Reply or Forward
& .
Q
@ Lumosity.com - Challenge Your Brain Ads—W
Challenge your brain with Lumosity, the personal frainer designed by neuroscientists. v
@ < >
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8. Once you select the link, you will have completed your registration. You may now Login to Project
Center.

A Edison Project Center: Re... | (& Con Edison: Energy Senvices... ¥ [
Fle Edit View Favorites ool Help

B B v & v Pager Safeyr Tooks~ @v (f @

Account Activated Successfully

‘a Your account has been successfully activated. Please click the button below to continue.

[__cotoLoginrage ]
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Uploading an Application

1. To Login to Project Center, go to www.coned.com/es (For best viewing results please use Internet
Explorer when logging into Project Center)

2. Select: Launch Project Center under e-filing Through the Project Center (Upper Left Box)

3. Enter your Email Address and Password.

& Con Edison: Energy Services PYO;EE&EH|H:‘W“¥’O“W’WDKET_ &

e

Login

‘Why Should | Register?

Caon Edison Employees: Enter your usermame
P e Registered Users Can
Email Address: Benchmarking2014@gmail.com
1. &-fie all work requests

Password; 2, quickly review status of current cases

3. receive emai aleris when key milestones are reached

Forgut vour passwiord? LENIEL]  Register Now! |

4. Select: Upload Excel File... to upload an aggregated consumption request.

@C&m Edison: Energy Services Project Center - Windows Internet Explorer - @@m

(& conEdison | Energy Services Project Center
gy ]

Back
benchmarking2014@a

J"E'nergy Efficiency ||

RequestiD Date Uploaded File Name File Comments Status l

No records to display
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5. To upload a file; select: Benchmarking (Last Bullet). If you do not select Benchmarking you will be

unable to upload your file. After you select Benchmarking, click: Select under Attachment Type.
Locate the file you would like to upload and select: Open. Click: Submit.

Energy Efficiency Account Verification Attachment

Please select an excel file you wish to upload. The file must conform to the ConEdison standard format in order for
the system to parse it correctly, please click Submit button

* Program Type
) Demand Response
D DLe
7' Residential Energy Efficiency Programs
() Targeted DSM
@ Benchmarking

______________________________ Maximum allowed file size is 10MB. Uploaded files will be scanned for viruses

Attachment Type| =neroy Eficiens

The file will take seconds to load. Once loaded, the file name can be changed and comments may be
entered about the file (only the customer will be able to see the comments). Cancel may be selected
at any time while on this screen. Click Submit to complete the upload. Once uploaded, you will
receive two email notifications. The first notification will acknowledge the submission of the
application. The second email notification will state whether the request was “Accepted” or
“Unsuccessful”. You will not be able to delete or cancel requests after you click submit.

Energy Efficiency - Additional Info

Depending on the number of records, the data load process can take a longer amount of ime and may cause the

browser to become unresponsive attimes. When the loading process is complete, you will be redirected to the
report page.

* indicstes required field
Uploaded File Name: 123 Company 2014 Benchmarking Request.xls
= Attachment Typs| =r ey, Erricienc
* SaveFile Name: 133 Company 2014 Benchmarking Request

File Notes. Additional Information (400 characters or less}
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Reviewing Results

1. The results of the upload will display in roughly the same format as the application form submitted.
There will be three columns populated in the front displaying; Request ID (Unique ID# applied to each
request uploaded), Requestor Name (Name associated to your Profile), and Requestor Email Address.
The request form information will be displayed in the next several columns.

%Con Edison: Energy Services Project Center - Windows Internet Explorer - ==

Energy Efficiency Report
Mote: This report can be bestviewed using Internat Explorer version 6 or higher.
RequestID |Requestor Name Requestor Email Account Number |Customer Service Borough
185390 City Benchmarking benchmarking2014@gm:326541656940000 123 South Street Westchester
185390 City Benchmarking benchmarking2014@gm:32672703608109 555 Montague Ave Manhattan
1185390 City Benchmarking benchmarking2014 @ gme32673313210004 4 John Doe Blvd Queens
185390 City Benchmarking i g 122095 Fave A Brooklyn |
i
] it ] .
Ready. | Loadedd of 4| #+ [

2. After the application information, a Date/Timestamp and an Error column will be displayed. Any error
messages pertaining to the application will be displayed in the Error column and will specifically
reference the column where the error occurs.

i _ _ _ _ __
© Con tons nerySeices Prjec Conter Mindons e xre L ————— = |

Energy Efficiency Report

Note: This report can be bestviewed using Internet Explorer version 6 or higher.
1l Bin Letter Of Authorization |Benchmarking Calendar Date [Error
| YES 2013 2/5/2014 9:30:28 AM
il
9349300 YES 2013 2/5/2014 9:30:28 AM
3732489 YES 2013 2/5/2014 9:30:28 AM
9834235 YES 2013 2/5/2014 9:30:28 AM
i
[ il Ih
Ready. | Loaded 4 of 4| #+ 5




3. Close the Energy Efficiency Report screen by selecting the “X” on the upper right or clicking Close
Window at the bottom of the window. This will take you back to your Project Center homepage where
you can view a summary of your submitted application(s). Within the Status column, you will see if
your application was “Accepted” or “Unsuccessful”. If your recent application does not appear, you
may have to refresh the page.

g Con Edison: Energy Services Project Center - Windows Intemet Explorer

I

@wnEdIson Energy Services Profect Center

) | kK
190302 | Feb 52014 :302m | 123 company 2014 Benchmarking Request | | Acceptea )

4. |If your request is “Unsuccessful”, select the Request ID number (Highlighted in Blue) to take you back
to the Energy Efficiency Report screen to review the error messages. Make the appropriate corrections
on your original file, and resubmit your entire request. The application must have a status of
“Accepted” for further processing. Con Ed will not process an “Unsuccessful” application.

5. Once Con Edison receives your Letter of Authorization (LOA) we will continue processing your request.
However, the status on this page will not change. Please do not upload the same application after it
has been “Accepted”.

6. If you do not receive an invoice within 5 business days, please send an email with your Request ID and
“Invoice not yet received” in the subject line to CityBenchmarking@coned.com.

See below for an Example of an “Unsuccessful” upload
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Example of uploading an “Unsuccessful” Request

7. Inthis example the customer uploaded the following application. Please Note: The fields with errors
are highlighted

Page Layout Formulas Data Review  View Developer a @ o
o e e Faml | EE 1 EEEh X AutoSum v
i AL i Wrep Text General - }é ﬁ l@ cmm Eﬁ B H ﬂ [A?E
T — s = [ Fiti -
z s S Merge & Center=  § = % s | %0 .00 Conditional Format Cell | Insert Delete Format Sort & Find &
= &-A g =8 Eormatting * as Table * Styles - - - <2 Clear = Filter~ Select ™
| Allgnment 5| Humber il Styles | Cells | Editing
Al x '._" e ‘ 14 or 15 Digit Common Area Account # A
i B c ) . e F G H O [ =
1) L. i e L =
2 32654166340000 123 South Street Manhattan 26586 3131 2546239 YES 2013
3 326727036081 555 Montague Ave Manhattan 74338 8348 9349300 YES 2013
4 32673313210004 4 John Doe Blvd Queens 23290 0090 373248 YES 2013
5 40212209550000 9 Ave A Brooklyn 32983 9820 9834235 YES 2013
6
7
8
9
10
11 2]
W 4% M| Requester Information | Application ~ Application Overview %3 [I41 10 | Gl
| Reacy | | T S —

8. Upon review of the homepage, the application status is “Unsuccessful”. Select the Request ID number
(Highlighted in Blue) of the Unsuccessful request. This will take you back to the Energy Efficiency
Report screen where you may view the error message(s).

2014Benchmarking@amail.com | Logout | Edit Profie
D b
190804 Feb 52014 9:41AM 456 Corp Reguest First time submitting Req Unsuccessful
[l 190802 Feb 52014 9:30AM 123 Company 2014 Benchmarking Reguest Accepted i
L E—— —
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9. Scroll to the right to review the Error message(s). You will notice there are comments in the Error

Column. Place your cursor over the error message to display the entire error message.

ﬁg Con Edrsnm Services Project Center - Windows Interet Explorer,

Energy Efficiency Report

Note: This report can be bestviewed using Internet Explorer version 6 or higher.

i Bin Letter Of Authorization |Benchmarking Calendar Date Error
2545239 YES 2013 2/5/2014 9:41:47 AM

B 9349300 YES 2013 2/5/2014 9:41:47 AM (Column A} You must pro:

0 373248 YES 2013 2/5/20149:41:47 AM (Column Fi Building Iden

0 9834735 YES 2013 14 §:41:47 AM

f el (Column F) Building Identification Num
digits, Please go to the Department of B
Wehsite to obtain the Building Identifice

| |

L [ n Lol |

| Ready. | Loaded 4 af 4§ 5 [

10. To review the error notifications completely and in detail you may want to export the file by selecting
the “Export Grid” link at the bottom right of the Energy Efficiency Report (Circled Above). Choose the
appropriate configuration (Excel or Html, Portrait or Landscape) and then select “Export Now”.

- — —
& Con Edison: Energy Services Project Gmﬂindows Internet Explorer

|
|
Enerqy Efficiency Report
Hote: This report can be bestviewed using Internet Explorer version & or higher.
| t Bin Letter Of Authorization Benchmarking Calendar Date [Error | |
i 3 2546238 YES 2013 2/5/2014 9:41:47 AM i i
9349300 YES 2013 2/5/2014 %:41:47 AM (Column A} You must pro
i 0 373248 YES 2013 2/5/2014 94147 AM  (Column F) Building Iden
0 9834235 YES 2013 2/5/2014 9:41:47 AM
I
# Exportroottable
Expart selacted child table
1] Exce
11 HrmL
|4
i - @ Portrait
Ready.
dy Landscape
Export now
E— — —
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11. The information within Project Center will display based on the preferences you decide. In this
example we chose Excel and Landscape. You may want to adjust the cell formatting and alignment in

Excel to view all the information at once.

i A (r: [n Faqe@yuu( Fur@\ai wa Dzvﬂper : o Q = el e

B it o A N [F= = o Siweptet Seneral S I ol ol e Rl
Pt B Com [B] o= = 9 08 | o a:) | F t‘c \c 0] G T nsert pelet r it gea- Sort& Find &

aste Bl U~ - FilMergedCenter = | § + % o+ | %3 ;% | Conditional Forma omma omma urrenc: _ | Insert Delete Format o ind &

- Format painter == lies b EHECLESRE 9 >2 | Formatting - asTabler L~ | L ¥ = |l - > 20dert  Fiterr Selet~

Clipboard ) Font " Alignment * MNumber * Styles Cells Editing
AL - f< | RequestID v
A B c D E F c I w [ 1 J K 1 L =

1 [RequestD_IRequesiorName  Requestor Email Address Account Number  Customer Service Address Borough  Block Lot Bin Letter Of Authorization  Benchmarking Calendar Year Date Error =
2 90604 2014 201 com  32854188940000 123 South Strest Manhattan 26566 331 2548230 VES 2013 2052014 9:41:47 All I
3 190804 2014 20 com 326727036081 555 Montague Ave Manhattan 74338 8348 9348300 YES 2013 2152014 94147 A (Golumn &) You |
3 190804 2014 20 com 3267331321004 4 John Do Bhd Quesns 23200 0090 373248 YES 2013 252014 94147 Al (Column F) Builq
5 190804 2014 20 com 40 A A Broskiyn 32083 9820 9824235 YES 2013 2052014 3:41:47 Al
5 L
7
8
9
10
&
I 4 ¥ Sheetl “%J <l [
Ready | 23 | [EOm % - L

To adjust the screen, either zoom out (bottom right) or resize/reformat your columns to see all the
request information on the screen. To resize/reformat; select column M, select wrap text (as seen

below) then shorten the width of column M.

File Isart  Pagelgyout  Formulas Develgper o @ o elss
i e S S— :
DA Taw o S| o O dE @ e R
“— Eacopy - = i ‘7‘ 7| | ) & Fin -
Paste B|r u-| = 4 Merge & Center - § ~ % » | %) % Conditional Format | Comma Comma [0] Currenc: _ | Insert Delete Format Sort & Find &
S5 Fomat e || b b EMegea center 9 >2 | Formatting - asTabler L~ | L ¥ =Ty - @2deart  Fiterr Select~
Clipboard * Fant " Alignment £ Number “ Styles Cells Editing
ML - £ | Error v
H | J K L W =
ot  Bin Letter O Authorization  Benchmarking Calendar Year Date [Error =
3131 2546239 YES 2013 21512014 9:41:47 AM |
8348 9349300 YES 2013 21512014 9:41:47 AW |(Column A) You must provide atleastthe first 14 digits ofthe Common Area Account Number.; L
0090 373248 YES 2013 2/5/2014 9:41.47 AWl [(Column F) Building Identification Number must be 7 digits. Please go to the Department of Buildings Website to obtain the Building Identification Number.; =
9820 9834235 YES 2013 2512014 9:41:47 AW
[« <% ¥ Sheet1 %3 1R [ I
Ready | & | Count3 |[EIDIE s0% (o) 9]

To resize the rows to display all the information in column M, highlight all the rows that are populated
with information in Column M by selecting within the grey area (Row 3 and drag down to Row 4).
Once you have highlighted each row, double click on the grid line that separates row 3-4. The rows

should automatically adjust.

£ 4067 831 96386 Caaitb [Read-Only] (Compatibilty Mode) = Micr y 7

Home [ IIETAILEWOIAONY Vi Deveioper o @ = ]
¥ i e AN P Fwete Houmber | B HE =l
) g copy - Gorme | W k B~
Paste B I U~ Hiv &rA- SHmegeacenters §$ v % » % Condtiona Fomat | Comma Comma [0 Currenc: " Insent Delete Farmat Sort & Find &
= Format Painter Sl b H et i R AR e e e L | o ] 3 i v | @Ceare Fiers seacte
Ciipboard 3 Font 3 Alignment = Number = Styles Calis Editing
. A3 - Jx | 190804 B ) . ]
a7 B [ (i | D | E | | P I K T L T [ \l‘f"
1 RequestiD RequestorName  Requestor Email Address Account Number Customer Service Address Borough Block Lot Bin Letter Of Authorization Benchmarking Calendar Year Date Error
2 |__190804 2014 201 com 3654166940000 123 South Street Janhattan 26586 3131 2546239 YES 2013 2512014 9:41.47 AU /]
780802 20714 20 T com 326727036081 555 Montague Ave anhatlan 74338 8348 0349300 YES 3013 21512014 0.41.47 AUl (Column A) You must provide al least e frst | _
14 digits of the Commeon Area Account =
3 Number;
190804 2014 201 com 32673313210004 4 John Doe Bivd. Queens 23290 0090 373248 YES 2013 21512014 9:41:47 AM_(Celumn F) Building Identification Number
mustbe 7 digits. Please go to the
Department of Buildings Website to obtain
4 ihe Building |dentification Number;
5 " 190804 2074 20 com  40212209550000 9 Ave A Brookyn 32082 0820 0834235 YES 2013 21512014 9.41.47 AW
[ v
i« 4% | sheett ‘%3 jagdl m ] il
Reagy | 3 | Average; 2750004205028 Counti26  Sum:33000050460333 |[EIEI 1 90% (=) L) (+)
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Reviewing the Error Messages:

Row 3 states: “(Column A) You must provide at least the first 14 digits of the Common Area Account
Number.”

*Issue: The file uploaded contained an invalid 13 digit account number. Project Center recognized
this was not a valid Con Edison account.

*Solution: The uploader will be required to review the utility bill they have on record or contact the
Building Owner/Property Management Group to obtain the valid account number. Once they obtain
the account number they need to update their original request for. If the uploader is unable to
obtain a valid account number they may want to remove the individual row from their request file.
Once the file has been modified, it needs to be re-submitted into Project Center.

Row 4 states: “(Column F) Building Identification Number must be 7 digits. Please go to the

Department of Buildings Website to obtain the Building Identification Number.

*Issue: The BIN field was not populated with a valid 7 Digit BIN.

*Solution: The uploader will be required to go to the DOB website and retrieve the BIN and update
their original application form.
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