
Portfolio Manager
A How-To Guide for Applicants
A step-by-step process for connecting your account with Tacoma Public Utilities.



Let’s get 
started! 
Connect 
Your Account 
with TPU
Once logged in, you will need 
to do at least three activities:

1)	 Create an ESPM account.

2)	� Connect your 
account with TPU My 
Consumption to allow 
TPU to share meter data.

3)	� Add a building and at 
least 1 power meter to 
your Portfolio Manager 
account.

Connect to:

MyAccount

Portfolio Manager

www.mytpu.org/portfolio

Click the “Contacts” link in the upper right-hand 
corner and click add contact.➊

click
here

click here

Type “Tacoma Public Utilities” in the Organization field.

type here

➋

click
here

Connect with TPU

https://www.mytpu.org/myaccount
https://www.mytpu.org/ways-to-save/energy-efficiency-tools-resources/portfolio-manager/
www.mytpu.org/portfolio


In the “TPU BP” field, add your TPU utility Business Partner Number.
Important: You must put in the correct Business Partner Number as this cannot be changed later.  
Portfolio Manager can only handle one utility Business Partner Number per login. If you don’t know 
your Business Partner Number, log in to MyTPU.org to view your account information.

type here

click
here

agree
here

In the search results, look for “TPU MyConsumption” and click “Connect.” 

click
here

look here

➌

➍
Have your 9 digit 
business partner 
number handy

This is your TPU 
utility account you 

want to link to 
Portfolio Manager.



You will receive on on-screen confirmation message once the connection 
request has been sent.

It will take 24-48 hours for the connection request to finalize, 
at which time you will receive a notification.

Confirmation

➎

➏



To add a building, click on the “MyPortfolio” tab.

Select “Add a Property” or “Set up your first property.”

Create a PropertyNext step:
Add a Building 
to your portfolio
While you are waiting for the 
connection request to activate, 
you can set up one or more 
buildings within your account. 
Remember all buildings must 
be affiliated with the same 
Business Partner Number 
in order for the automatic 
sharing requests to function.

click
here

click here

or here

1
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Enter basic information about your building and select “Get Started.”

answer

answer

answer

click here
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Enter specific details about your property.

Enter information about how the building is used and select 
“Add Property.”

You should receive an on-screen confirmation message.

click
here

fill out 
form

include 
detail

4
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Make sure you’re on the “MyPortfolio” tab.

Click on the property name. 

Click on the “Energy” tab in the middle of the page.  

Click on the “Add a Meter” button.

check 
tab

click here

click here

Add a meterNext step:
Share a Meter 
in Portfolio 
Manager
Note: Some accounts, such as 
ones with multiple meters per 
building or multiple buildings 
per meter, are too complicated 
for the automated data exchange 
process.

Please contact: 
myconsumption@cityoftacoma.org 
for assistance.

click 
here
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Enter details about your power meter. For the source of your property’s 
energy, select “Electric” from the menu.

Select the style of electric energy. In most cases, it should be “purchased 
from the grid.” Click “Get Started!”

click here click 
here

click 
here
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Click the table to add additional data about your meters.

Select the checkbox at the beginning of the table. For units, select kWh 
for kilowatt hours (used to measure the electric power that you use). 
Enter the date your power meter became active.

7
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In the Meter ID 1 Name and the Meter ID 1 Value, enter your power meter 
number. Select “Create Meters.”

Enter your power usage. 
Select “Click to add an entry” and fill in the applicable information.”

type here
click 
here

9
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You will be on the meter and energy tab. At the top of the page, 
click the “Sharing” tab.

This screen may only be present if you have more than one meter. 
Select what your power meter represents and click “Apply Selections.”

1111

12

select

Click “Set Up Web Services/Data Exchange.”13

click 
here

click 
here



Under “Share properties for Exchanging Data:”
1)	� Select Web Services Provider: 

choose “TPU MyConsumption (TPUadmin)” 
2)	� Select Properties: 

choose which properties you’d like to share.
3)	� Choose Permissions: 

choose “I want to provide different levels of access for each 
property or to each individual meter within a property.” 

Click “Authorize Exchange”

select

select

select
click here
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Under “Share Your Property (ies), select “Exchange Data” radio button.

click here
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Enter your TPU “Contract Account” number at the top of the pop-up screen. 
Select all three “Full Access” Radio buttons.
In the open “Meter Number” boxes, enter your meter number.
For “HistoricalCons2,” enter “Y.” It must be a capital “Y” or else the program 
will not pull in historical data.

Scroll down and select the “Share forward” permissions you 
would like TPU to have. Either option is valid.
Select “Apply Selections & Authorize Exchange.”

click 
here

type type 
Y

select

click 
here

type here

click here
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Under “View All Notifications,” you will see confirmation the 
sharing request has been sent. It takes 24-48 hours for the share 
request to complete.

19

On the next screen, select “Share Property(ies)”18

click here

Need help?
Email: myconsumption@cityoftacoma.org | Call: 253-502-8891

Energy Star 
score
After the share request is 
complete, you receive an 
Energy Star score for your 
building and can view metrics 
if it meets the Portfolio 
Manager guidelines.

Add a water 
meter
To add a water meter, follow 
similar steps starting on the 
“Water” tab. The automatic 
sharing with TPU will only 
work if both the power and 
the water meters have the 
same business partner 
number.


