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1. About this guide

We are continually improving the BREEAM In-Use self assessment tool, and
therefore, some of the screens in this manual may not reflect the latest changes.

Any comments or suggested improvements regarding this user guide can be emailed
to the BREEAM In-Use mailbox at biu@bre.co.uk

2. Introduction to our new automated asset management system

This User Manual provides BREEAM In-Use users with a step by step guide on how
to use the new self assessment system.

Historically, all BREEAM assessments were completed using a paper based system
supported by a spreadsheet tool.

This new system is a web based software tool, which can be accessed from any
internet enabled computer platform, making it possible to rate existing buildings that
are currently in use.

The system will enable portfolio owners and managers to monitor all of their
BREEAM In-Use assessments from the registration stage, all the way through to the
issuing of the final certificate.

Portfolio owners can register a portfolio, complete and submit assets using the
system. After the asset has been registered an electronic copy of the self
assessment tool can be downloaded.
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2.1 The BREEAM In-Use Process for registration to certification

ASSESSOR (CLIENT) GAINS
ENTRY TO ONLINE
REGISTRATION PAGES &
PAYMENT SYSTEM via

www.breeam.org/inuse

i

ASSESSOR MAKES ONLINE
PAYMENT FOR
REGISTERING (<30
ASSETS) OR RECEIVES AN
INVOICE (>30 ASSETS)

i

ASSESSOR REGISTERS
EACH ASSET

l

ASSESSOR DOWNLOADS
THE BREEAM IN-USE
QUESTIONNAIRE

ASSESSOR ANSWERS
QUESTIONS AND ENTERS
DATA ONTO THE BREEAM

IN-USE QUESTIONNAIRE
ABOUT THEIR ASSET,
BUILDING MANAGEMENT
AND ORGANISATION

ASSESSOR CAN SUBMIT THE
COMPLETED BREEAM IN-USE
QUESTIONNAIRE TO BRE
GLOBAL (MAXIMUM OF 2
TIMES) TO OBTAIN AN
UNVERIFIED SCORE.

BlU/UnverifiedScore@bre.co.uk

Note. This is an unverified score
only, not a Certificate. More than
2 submissions of Calculation Tool
will be charged at £100 per
submission

!

|

<
<

ASSESSOR CONTRACTS A
LICENSED BREEAM IN USE

BRE GLOBAL CONFIRMS
UNVERIFIED SCORE TO
ASSESSOR

A

AUDITOR TO VERIFY THE
DATA AND PROVIDE
CERTIFICATE

A

AUDITOR SUBMITS
VERIFIED DATA TO BRE
GLOBAL
BlU/VerifiedScore@bre.co.uk

A

BRE GLOBAL CONDUCTS
QUALITY ASSURANCE

AUDITING OF AUDITOR AS PER

SCHEME DOCUMENT SD096

BRE GLOBAL REVIEWS DATA
AND FOR SATISFACTORY
CASES WILL PROVIDE
AUDITOR WITH CERTIFICATE

TO GIVE TO ASSESSOR
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2.2 Who can use the system

The main users of the BREEAM In-Use system will be portfolio owners, portfolio
managers and asset managers.

The system will allow portfolio owners to begin the assessment process by
registering themselves, followed by the details of their portfolio.

In addition, portfolio owners will also be able to enter the details of other users, and
assign them a particular access level.

There are 3 types of user access level;
Portfolio Owner
Portfolio Manager

Asset Manager

2.3 Overview of system features
This new system will enable portfolio owners to:
Register a portfolio.
Billing/Payment
Create portfolio manager & asset manager accounts.
Register assets.

Download & Submit Questionnaire.

2.4 System queries and support

For support with the BREEAM In-Use System, please refer to this guide in the
first instance.

2.5 Technical guidance

For technical guidance and general queries relating to BREEAM In-Use please
email the BREEAM In-Use inbox at biu@bre.co.uk.

2.6 Help with the automated system

For help and support using the BREEAM In-Use system email the BREEAM In-
Use inbox at biu@bre.co.uk.

2.7 Email
Emails should be sent to the BREEAM In-Use inbox at biu@bre.co.uk.
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2.8 System time out

After approximately 10 minutes of system inactivity the system will automatically
log you out. You will be required to log in again to access your records.
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3. Registering an account

Before the system can be used, you must create a user account. Below is a
description of what is involved in this process:

3.1 The account registration form

Open your internet browser and go to the following address:

www.breaminuse.org.uk

Complete the registration form on the home page:

Register here to use the Online System

Your Email: *

Company ..
Name:

Business
Sector: | ----- Select Qne----- W |

Approx No
Assets:

Town/City: ©

County: * | ----- Select One---- w |

Post Code: ©

Country: *| --—-Select One---— ¥ |

Title: |Mr »

X

First Name:

X

Surmame:;

#%

Job Title:

Phone No: =

| Regizter How

Fields with red stars against them are mandatory for completion.
Once you have completed all mandatory fields, click Register Now to continue.

BREEAM in Use User Manual — V1.0 Page 7 of 28 © BRE Global Ltd 2008


http://www.breaminuse.org.uk

PLEASE NOTE: The number of assets you wish to register (and pay for in this
transaction) should be entered in the field titled Approx no assets. Additional
payments to register more assets can be made within the system at any time.

3.2 Register your details — further information

Once the initial registration form is completed, you will be asked to complete
additional information about yourself.

This will include entering a password, which you will then have to confirm.

REGISTER: Your Details

O rganisation
Addressline 1
Addressline 2
Addressline =
Addressline 4

Town [ City

County

Post Code
Country
Tite

First Hame
Surname
Jobtitle
Job Role
Department
Diwision
Contact No - Office
Contact No - Mobile
Username{Email)
Password
Confirm Password

Business Sector

Approx No Assers:

2nd Contact Name

|BREGb M= llzd

[ —

| Garston

Watford

| Hestfordshirs |

WD 25 |90

| L |

[par |

Jo=

| Bixgas

Portfoio Chner

'B.. iding Cwner

[nee

|o1523 650000
|07EMG 123456

;pe,: apgrEbre.co.uk
.1-1-1- L]

;1-1 L

C-:ﬂ"r n

(2

2nd Contact Email

2nd Contact No

"o WL

Once you have completed the form, please click Continue to advance past the log

in process.
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PLEASE NOTE: Not all of the information requested on this form is mandatory for
completion. Also, this form can be updated at any time after this step in the process.

3.3 Accepting the BREEAM in-use terms and conditions

Once the additional registration form has been completed, a new screen will
appear detailing terms and conditions associated with various aspects of
BREEAM In-Use. All terms and conditions must be accepted if you wish to
continue with your registration.

In order to show that you agree with the terms and conditions, check the box
marked ‘I agree’, then click ‘Next’, as shown in the screen shot below:

breeamlin-use]

REGISTRATION

BREEAM-IN-USE S
Terms and conditions of business
1. About these Terms and Conditions N
In these terms and conditions “we” and "us” means Building Research Establishment Ltd, and “you” means you the
customer. In these terms and conditions words spelt with initial capital letters are defined terms. For your ease of
reference these defined terms are listed together at the end of the terms and conditions, These terms and conditions
together with your Order constitute the Contract between us and you faor the supply of Products. Mo other terms and
conditions shall apply. The Contract cannot be varied unless we agree to vary it in writing or by email.
2. Placing Your Order
2.1To place an Order you must be 18 years of age or over.
2.2fou may place an Order by following the ordering process on the BREEAM-IN-USE website and clicking on the
"Check Out” button, or by sending an Order with payment {including payment for post and packing) by post to BREEAM-
IM-USE, BRE Ltd, Garston, Watford, Herts, WD25 9XX United Kingdom.
T 2 Wham wni mlzre wm e Ciedar s il ieenie s e 2 Toetaeeae Ciedar Boresbee 2md 2. Ciedar Canfernstine koo seesil iF i

C’]Agree @IDoNotAgree ﬁ

Your account will then be made live automatically, and you will be able to log into
the BREEAM In-Use online system.

Please Note! Your username is the e-mail address you used to register your
portfolio. Please ensure you keep your password secure. Do not allow any other
person to know your password or to use your BREEAM In-Use System account.
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4.  Billing/ payment

A billing summary screen will open

On this screen you will see the approximate number of assets that you specified
upon registering your portfolio.

If this number of assets still applies then check the amount.
The Registration of assets is charged at £100 per asset registered.

If the number of assets you require to register has changed since registering your
portfolio click in the ‘quantity’ box and increase/reduce the number of assets.

breeamin-use

About Terms BRE Website Privacy BREEAM Website Help

BILLING SUMMARY

No. Description Price Quantity Total

1 Registration of individual assets £100.00 10 £1000.00

Total excluding VAT : £1000.00

To change, enter new quantity(gty) and dick on ‘Update’ Update

Once you have changed the number of assets, click the update button to refresh
the total amount to pay.

Then click the ‘Continue’ button.
You can either pay by invoice or online using your credit or debit card.

The method of payment will default to invoice if you require registering over 30
assessments.

Any submissions of 30 assets or less you will need to pay for online using your
debit or credit card.

The system will generate a statement. (This is hot an invoice.)
Check all the amounts on the statement thoroughly.

If you are happy with all the details shown on the statement click ‘Complete
Transaction’. If you notice anything incorrect on the statement click ‘Amend above
Details’ to go back a step and re-enter the information on the pervious screen. If
you have decided against registering your portfolio at this time click ‘Cancel’.
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BREEAM In-Use

STATEMENT

BREEAM In-Use,
BRE Global Ltd,

To,
Date : 05/06/2009
Mr.Jo Bloggs
BRE,
Bucknalls Lane, Garston, - WD25 9CC,
Watford, Hertfordshire, UK.

I . Net Total
SiNo. Description Price Oty Amount VAT Amount
1 Registration of individual assets £100.00 29 £2900.00|£435.00(£3335.00
Statement Total : £3335.00

Complete Transaction | Amend Above Details Cancel Transaction

4.1 Credit/ debit card payments

This option is only available for the registration of portfolios with less than 30
units.

ellence and innovation in the built environment

r Please check these details
. carefully — this is your last
Credit card payment for BREEAM In Use opportunity to correct them. If
you need to alter the billing ar
Flease check the detzils below then click the 'Go to checkout' button to make your payment. dE|IUEw,addrE55’ select the 'adit
address’ button.
Biling address [=dit 2ddrez= ] Delivery to [=dit addre== ] S E e e L
Mr.Jo Bloggs Mr.Jo Bloggs you will move onto 3 128-hit
BRE BRE encrypted secure server, run and
Bucknzalls Lane Bucknalls Lane manzged by Netbamx.
Garston Garston
Watford Watford ; :
Hertfordshire Hertfordshire Ta confirm that you are using 2
WD25 30 WD25 3CC sacure link and that your credit
United Kingdem United Kingdem card details will be safe in transit,
look for the 'padlock’ icon at the
bottom left of the screen, and for
the secure address starting https
Order details in the sddress bar.
Description Qty Price
EIUSEcredit 25 £100.00
Totals Sub-total : £2900.00
VAT @ E433.00
Total : £3335.00
I Go to checkout I
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Please check one final time that all of the information on the Credit card payment
screen is correct before clicking ‘Go to checkout’.

Another new window will open asking you to enter your card details.

BRE  who we are what we do | what's new | a—=z of services | contact us search BRE ..

Credit card payment

This transaction is being carried out over & secure link. NetBanx transactions are encoded
for your security.

NetBanx will carry out an online authorisation of your card and will debit £3325.00 from |E|
your account if it is cleared.

Y¥our transaction will be approved in a few seconds.

Please complete the form below

wie sccept the following

Cardholder's name: |r|l_||| cards
Cardholder's e-mail address: |job|oggs@bre.co.uk | —

VISA

Mastr

Card issue number (if applicable): |
Card start date: |.Janua|"_,.r V! I 1398 » a
Card expiry date: | January Vl |28’D1 V| @

Transmit] [ Clear form ]

Card number; |

|
|
Cardholder's post/zipcode: |‘|'”."D25 SCC |
|
|

se click 'Transmit' once, then wait for a response from the server.

Flea

Complete the information required then click ‘Transmit’ to complete the
transaction.

4.2 Invoicing

This method of payment is mandatory for any portfolios with more than 30
assets.

A window will open requesting you to enter you preferred invoicing address.

Complete all the fields in this form.
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PREFERRED BILLING/INVOICE ADDRESS

Company Registered Country

Company registration number

Company's Purchase Order number

Address line 1

Address line 2

Address line 3

Address line 4

Town [City

County

Post Code

Country

| ----Select Oneg----- v |
| |
| |
| |
| |
| |
| |
| |
—---Gelect One---- v

[ 11

-—-Select One----- v

Name of the Person Invoice to be addressed |

Contact No of the Person invoice to be sent |

Fax No of the Person invoice to be sent

Email-id of the Person invoice to be sent |

Once you have completed all of the required information, click ‘Continue’.

A statement will show, and an invoice will be sent out in the post.

Tao,

BRE,

UK.

BREEAM In-Use

Jo bloggs
Bucknalls Lane,

Garston, ,
, Watford, Hertfordshire- WD25 93¢,

Purchase Order Number :

STATEMENT

BREEAM In-Use,
BRE Global Ltd,

Buckn:

United King

m WD25 90,

Date : 05/05/2009

BREEAM in Use User Manual — V1.0
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1 Registration of individual assets £100.00 31 £3100.00 [£465.00|£3565.00
Statement Total : £3565.00
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5. Logging onto the system

Open your internet browser and go to www.breeaminuse.org.uk

Enter your Username.
Enter your Password.
Click the Login button.

Your user login panel will then be displayed:

Please Note! Please ensure you keep your password secure. Do not allow any other

person to know your password or to use BREEAM In-Use System account.

5.2 User — login panel

A link titled Control Panel exists at the top of all pages within the system. Once on
the Control Panel main page, the user can perform a number of functions. Below
is the control panel view available to the portfolio owner:

MName: MrForo

# Register a

a Yiew [ updats por
w Morrtor portfolic

Assel Manager

= Upload questonnaire

Access How

Log Off

Portfolio Owner

« Monitar certifed asset performance

USER - LOGIN PANEL

CACCEEE Now

User Logon Maintenance
« Crigate user logons,
» Lndmte user detals

JAccess Now

Please Note! This screen will differ slightly depending on what level of access you
have to the system i.e. Portfolio Owner, Portfolio Manager or Asset Manager.

a. Portfolio Owner

This allows the portfolio owner to register a new portfolio, view and update portfolio
details and monitor their portfolio performance.

BREEAM in Use User Manual — V1.0
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b. Portfolio manager

This option available to both portfolio owners and portfolio managers can be used to
register a new asset in a portfolio, view and amend asset details, download
guestionnaires and monitor certified assets performance.

C. Asset manager

Here the asset manager can upload questionnaires and monitor certified asset
performance.

d. User logon maintenance

This link opens a window listing all users and their logon details and can be used by
portfolio owners to create portfolio manager accounts or portfolio managers to create
or amend new asset manager’s login id.

e. Log off
Securely exit the system.

5.3 Logging out

It is important for data security that you do not remain logged in to the system if
leaving your personal computer unattended. (The system will automatically log
you out after 10 minutes system inactivity).

Click on the Log Off text at the top right hand corner of the page:

Control Panel

breeam T
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6. Portfolio owner

The initial user of the system is the Portfolio Owner. From this screen the portfolio
owner can;

0 Register a new portfolio.

View / update portfolio details.
Monitor portfolio status.

Register a new asset in a portfolio.
View / update asset details.
Download questionnaire.

Monitor certified asset performance.
Create user logons.

O O O O o o o o

Update user details.

6.1 Registering a new portfolio — option only available to portfolio owners

To register a new portfolio, click ‘enter’ in the ‘portfolio owner’ box.

E Lew OFF
re E I I I I n = u se Logged Tm o Pordollo Oemer Pocto 7
Ao lerma URL Fimbate Crecmny DR LLAM Vimbaits "
USCR - LOGIN PANCL
MaimeE: & fan T
Portfolio Dwner Partfolio Manager
» Register & rew portiols o Raguey § e awmst ne portole
fupdate posi o detal ®
« orroe portale sk srarined Quesic 3
o i Bl alaert v foriinias
Asset Manager User Logon Mainteénance
# Ugoed questonnane el s ogom
Wt cerifer aiset serfmance » Uit s cmend
[

Then click where it says ‘Register new portfolio’.
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breeamiin-use ,,

Aoout Terms

| Portfolin Summary Portiolio Registration P1:|rl:l1:-t|a Details
Portfolo List for Joe Bloggs |

Reqistration Referenoa o Amsets Parc(%a) AST HEM [IRG
oot Tate number fscets  Certifled  Complste  Store  Store  Srore  CRndS
Pages 1 Fapa: 1

| Register fiaw Portfolio |

A new screen will open called ‘Portfolio registration’ here the Portfolio owner
should enter some basic information for the creation of their portfolio.

- Log Off
b re e G m I n u Se Logged in as Portfolio Owner Joegfoggs

| Portfolio Summary | | Portfolio Registration | | Portfolio Details

Portfolio Registration
Registered On: 03 June 2009

PORTFOLIO DETAILS:
Organisation: BREG
Division (if applicable): | T |

Portfolio Name: |Toot b pifgli 1

Portfolio Manager: |joeBloggs + | =

RECRNN | TEST 1 |

Registration Complete: ||

[
| cancel || Submit I
—_—

Once all the necessary portfolio information has been completed, click submit to
create the portfolio.

6.2 Viewing/ editing an existing portfolio

To view an existing portfolio, from the Login Panel click on the portfolio owner
button.
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Control Panel

Log Off
Logged in as Portfolio Owner Joe Bloggs

| Portfolio Summary | | Portfolio Registration | | Portfolio Details

Portfolio List for Joe Blogags |

Portioo ame Registation _ Reference  NoOf _ Assete Pera%)  AST_ mDn
Test Portfolio 1 03/06/2009 i] 1} o 1} i} ] InComplete
Test Portfolio 2 03/06/2009 i i} i} i} ] o InComplete
Pages: 1 Page : 1

Register New Portfolio

The Portfolio Summary page (above) displays a table detailing all portfolio’s that
are currently assigned to you.

Click on the portfolio name.

A tab called ‘Update portfolio details’ will open; here you can view or amend the
portfolio title and manager.

Please Note! The Portfolio manager drop down list will only display the names of
users that have had accounts created and activated with the user access level of
portfolio manager.

— off
b re e G m I n u S e Logged in as Portfolio Owner Jo;;Foggs

| Portfolio Summary | | Portfolio Registration | | Portfolio Details

Portfolio Contents
| Update Portfolio Details | | Assets | | Questionnaire |
Update Portfolio details of Test Portfolio 1

Registered On: 03 June 2009

PORTFOLIO DETAILS:

‘Organisation: EBREG

Division (if applicable): | |

Portfolio Manager: | joc Bloggs [w| =

Portfolio Name: Tost Porifglio 1

Description: |TEST 9 |

Registration Complete:

| Cancel | | Update |

When you have completed making amendments click ‘Update’.

6.3 Search for a portfolio

To search for a portfolio click in the search box provided, then type in the name of
the portfolio.
BREEAM in Use User Manual — V1.0 Page 18 of 28 © BRE Global Ltd 2008




Control Panel

Log Off
Logged in as Portfolio Owner Joe Bloggs

| Portfolio Summary | | Portfolio Registration | | Portfolio Details

Portfolio List for Joe Bloggs | |Test Fortfalio 2 | m

Portfoli Registration Reference Mo Of Assets Perc(%4) AST BDM  ORG .
fane Date ) Number Assets  Certified Complete Score Score  Score

Test Portfolio 1 03/06/2002 1} ] 0 1] 0 0 InComplete

Test Portfolio 2 03/06/2009 i} 1] 0 1] 0 0 InComplete

Test Portfolio 3 03/06/2009 1} 1] 0 1] 1] 0 InComplete

Pages: 1 Page: 1

Register New Portfolio

Now click the ‘Search’ button.

Provided that the portfolio you searched for exists, the screen will refresh and will
now show only that portfolio.

— Log Off
b re e U m I n u S e Logged in as Portfolio Owner Jor‘:gl?)ggs

| Portfolio Summary | | Portfolio Registration | | Portfolio Details

Portfolio List for Joe Bloggs Test Portfolio 2 | m
Registration Reference No Of Assets Perc(%) AST BDM ORG i

HLALE AR Date Number Assets Certified Complete  Score Score Score —otuS

Test Portfolio 2 03/06/2009 i} 1] o (1] 0 0 InComplete

Pages: 1 Page:1

Register New Portfolio
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6. Creating user login ID’s

To create a user profile and login ID for other BREEAM In-Use users, click the

‘Enter’ button in the User Logon Maintenance box.

USER - LOGIN PANEL

Name: Mrjzs

Portfolio Owner

RegEer

ortfolio

A new window will open listing all users.

REGISTERED USERS - ADMIN
SlNo. First Hame Surname Userllame PM AM g€ Aud Activate
Back | [ Add lew User_ || Update Users

BREEAM in Use User Manual — V1.0 Page 20 of 28
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7.1 Adding a hew user

To add a new user account, first click the ‘Add New User’ button.

The user registration form will appear:

Tithe

First Name

Surname

Responsibility

Depariment

Contact number - Office
Contact Number - Mobile
Usarname({Email)

Password

JobTitle |.

~ USER REGISTRATION FORM
Mrs

b

Jane

Bl 0005

jane bloggs@bre co uk

test |¢

Confirm Password

1esl

= BT

Enteral *mndicated fields

Enter the required fields then click Register Now.

You can now see the newly created user on the registered users list, shown in
the screen shot below.

REGISTERED USERS - ADMIN

Userfame PH AM @€ Awd Activate

il O

Surname

Bloggs

SLKo. First Name

Jans jane. bloggs Bbre.co.uk

7.2 Granting user access levels
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You must now decide what level of access to give the new user. At present there
are two choices:

o Portfolio Manager

0 Asset Manager

To do this click in the appropriate tick box, under PM for portfolio manager, or AM
for asset manager.
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8. The portfolio manager

Portfolio managers can only be created by the portfolio owner.

A portfolio owner may assign a portfolio manager to each of his/her portfolios.

The portfolio manager is then responsible for adding assets.

To add an asset to a portfolio, first you must assign the portfolio to one of your

portfolio managers.
To do this you must be logged

in as the portfolio owner.

Once logged in as the portfolio owner, access the portfolio owner menu from the
user login panel to view a list of your portfolios.

MName: M Jo= Eloogs

Portfolio Owne

s Upidad Quesaonneare

Z Rod e :
& Marctar certified aecat perfo

| Acoess ow |

# Register & new portfolio,
a Y2y fupZate porticio de
» Monitor portfolo status,

Asset Manager

fMance,

USER - LOGIN PANEL

i Portfolio Manager

i Register & new assetin

= parfholio

tils

User Logon Maintenance
» Create uger loQons

« Update uger detaik,

Open appropriate the portfolio by clicking on its name, under the portfolio name
column on the left hand side of the table.
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Control Panel

H Logged in as Portfolio Owner J-JEL;!;;;:
IN-LSE

Terms BRE Website Privacy BREEAM Website Help

| Portfolio Summary | | Portfolio Registration | | Portfolio Details

Portfolio List for Joe Bloggs |

Registration Reference No OF Assets Perc{%) AST BDM ORG
Far inho N Date Humber Assets  Certified Complete Score  Score  Score i
Test Portfolio 1 03/06/2004 a [i} [1] 1} 0 o InComplete
Test Portiolio 2 03/06/2009 o] 0 0 0 0 0 InComplete
Test Portfolio 3 03/06/2009 0 0 0 0 0 0 InComplete
Pages: 1 Page : 1

Register New Portfolio

Now you will see the details associated with that portfolio, on the portfolio details
form. There is a field within the portfolio details form that allows you to assign a
portfolio manager.

Click in the dropdown box called portfolio manager.
This will show a list of all users with portfolio manager status.

Control Panel
Log OFf
Logged in as Portfolio Owner Joa Bloggs

About Terms BRE Website Privacy BREEAM Website Help

Portfolio Summary | | Portfolio Registration | | Portfolio Details
Portfolio Contents

Update Portfolio Details | | Assets |

Update Portfolio details of Test Portfolio 1

Registered On: 03 June 2009

PORTFOLIO DETAILS:
Organisation: BREG

Division (if applicable): [_ |

Portfolio Manager: | jane Bloggs v

"

. UnAssigned
Portfolio Name: |15c Blogas 1

Jane Bloggs

Description: |TEST 9 |

Registration Complete:

From the dropdown, select a portfolio manager, then click the “Update” button.

You have now assigned the portfolio to the selected portfolio manager.
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9. Adding an asset

Adding assets is carried out by the portfolio manager only.

In order to add an asset to a portfolio, first ensure that you are logged into the
system as the portfolio manager.

From the portfolio summary screen, click on the name of the portfolio to which
you would like to add assets.

Control Panel

b re e G m i n o u Se Logged in as Portfolio Owner JanEL;I?J:gF:

Tarms BRE Website Privacy BREEAM Website Halp

| Portfolic Summary | | Portfolio Details |

Portfolio List for Jane Bloggs | m

Registration Reference No Of Assets Perc{%) AST BDM ORG tat
EOtHivho fmie Date Number Assets  Certified Complete Score Score  Score sl
Test Portfolio 1 03/06/2003 a i} 0 0 0 [1] InComplete
Pages: 1 Page: 1

You will then see the portfolio details screen, as shown below. From here, click
on the ‘Add New Asset’ button.

Control Panel

. Log OFf
re e I I I I n e u Se Logged in as Portfolic Manager Jane Bloggs

About Terms BRE Website Privacy BREEAM Website Help

| Portfolio Summary | | Portfolio Details |
Portfolio Contents

| Update Portfolio Details | Assets
Portfolio details of Test Portfolio 1

Registered On: 03 June 2009

PORTFOLIO DETAILS:
Organisation: BREG
Division (if applicable): -
Porfolio Manager:

Description: |TE ST 1

Registration Complete;

m "~ AddNew Asset

This will open the Asset summary screen for the selected portfolio, as shown on
the next page:
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Control Panel
Log OFf
Logged in as Portfolio Owner Porto 7

BRE Website Privacy BREEAM Website

| Portfolio Summary | | Portfolio Details |
Portfolio Contents

| Update Portfolio Details | | Assets

Add New Asset to Porfolio Test 01/06/09 @ 1620

Asset Working Name

A s Date AST BDM ORG  Perc(%)
Met iy Registered Score Score Score Complete

Test Asset 10 - 03/06/03 @ 1316 Porto 7 03/06/2009 0 0 0 0 Assigned

Status Questionnaire

Pages: 1 Page: 1

Add New Asset to Portfolio

Now click where it says Add New Asset to Portfolio

Once clicked, this will open the asset registration form

| Portfolio Summary | | Portfolio Details |
Portfolio Contents

| Update Portfolio Details | | Assets |

Asseats Deatails for Test Portfolio 1 Credit left in your account to register 'S’ assets,
Registered On: 04 June 2009
ASSET DETAILS
Portfolio Owner: BREG

Portfolio Manager: Jane Bloggs

Asset Working Name:

Asset Manager: | |nassigned w

Asset Description: |

FULL ASSET ADDRESS

Unit Mo(s):

Floor(s):

Building MNo:

Building Name:

Business park/Industrial
estate:

Streetl:

Street2:

Local Area Name: | |

Town: | |

The asset registration form has to be completed in order to register an asset.
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Once all details are entered, tick the Registration Complete tick box and click the
Save button in order to register the assessment.

You will now see this asset listed under the portfolio.

‘Control Panel

breeamin-u: -- —

About Terms BRE Website Privacy BREEAM Website

| Portfolio Summary | | Portfolio Details |
Portfolio Contents

Update Portfolio Details | Assets |

Add New Asset to Porfolio Test Portfolio 1

= Date AST BDM ORG Perc(%) 5 -

Asset Working Name Asset Ref Asset Manager Fetorst heiell Sconc Bl Seenll Compate Status (Questionnaire
TestAsset 1 Jane Bloggs 04/06/2003 © o (1] 0 Assigned
Pages: 1

Page : 1

Add New Asset to Portfolio
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10.Downloading a questionnaire

Once a portfolio and an asset have been registered, the user can download a
guestionnaire to assess the asset.

From the asset summary screen, a ‘Download’ link can be found next to each
registered asset.

Control Panel
Log OFfFf
Logged in as Portfolic Owner Porto 7

About Terms BRE Website Privacy EREEAM Website

Portfolio Summary | | Portfolio Details |

Portfolio Contents
| Update Portfolio Details | | Assets
Add New Asset to Porfolio Test 01/06/09 @ 1620

) Date AST BDM ORG  Perc{%) ; .

Asset Working Name Asset Ref Asset Manager Registered Score Score Score € lote Status Questionnaire

Test Asset 10 -03/06/09 @ 1316 Porto 7 03f06/2009 O 0 0 ] Assigned
Pages: 1

Page: 1
Add New Asset to Portfolio

Once clicked, the system will download an excel version of the BREEAM In-
Use questionnaire to the users machine.

BREEAM in Use User Manual — V1.0 Page 28 of 28 © BRE Global Ltd 2008



