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1 Glossary of terms

BREEAM In-Use Online

Account credit — Used by Clients to make payment for registering pre-assessments on the
BREEAM In-Use online system and by Auditors to certify pre-assessments. Please refer to
the BREEAM In-Use fee sheet for current charges.

Asset — An asset defines the boundaries for which a pre-assessment can be carried out,
these boundaries being decided by the Client. For example:

* An entire building
» Afloor of a building
» The leased area of a building
» The common areas of a building
*  Room of a building
*  Wing of a building
» Separately managed tenanted areas
Note: An asset cannot include more than one building.

Asset log — The action of logging basic asset details to the online system, creating a record
against which pre-assessments can be registered. Completed by a Client user classified as
either a Portfolio Manager or Portfolio Owner. Unless purposefully deleted, logged portfolios
and assets remain within the Client’s online system account indefinitely.

Asset Manager - Those identified by the Portfolio Manager as responsible for the pre-
assessment of an asset. Portfolio Managers can also operate as Asset Managers. Typical
business practice is for the Asset Manager to report to the Portfolio Manager.

Note: Auditors may act on behalf of the Clients when conducting pre-assessments.

Asset Manager — Those identified by the Portfolio Manager as responsible for the pre-
assessment of an asset. Portfolio Managers can also operate as Asset Managers. Typical
business practice is for the Asset Manager to report to the Portfolio Manager.

Note: At present, Asset Managers are classified as ‘Assessors’ on the BREEAM In-Use
online system.

Auditor - A BRE Global licensed practitioner qualified to assist Clients in the completion of
their pre-assessment and/or to verify the pre-assessment within the terms of the Scheme in
order to provide certification.

Audit — A independent assessment of a clients building or the organisation within it.

BREEAM In-Use — A BREEAM certification scheme used for quantifying the environmental
performance of buildings during operational stages against the BRE Environmental and
Sustainability Standard (BES) 5058 (the BREEAM In-Use Standard). The BREEAM In-Use
Standard has been produced to enable provision of information about the environmental
performance of:

» the building (Asset Rating);

» the operation of the building (Building Management Rating);
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* How clients are managing their activities within the building (Organisational rating).
BREEAM In-Use online system — A web based software system used by:

» Clients (and Auditors acting on behalf of Clients) to conduct BREEAM In-Use pre-
assessments and KPI measurements, and;

» Auditors to verify the accuracy of their Client’s pre-assessment.

BREEAM In-Use online system account — Once registered and purchased account credit,
organisations can begin to use their private BREEAM In-Use online system account to
register, pre-assess and submit their assets for BREEAM In-Use certification and verified KPI
reports.

Certification - A certificate output confirming the performance of the clients building,
produced by the online system against Parts 1, 2 or 3 of the BES 5058 Standard, released by
licensed BREEAM In-Use Auditors on behalf of BRE Global.

Certification/Report Renewal - Auditors reissuing certificates or reports on the basis of
either Client confirmation that there has been no significant changes to the asset, or full
renewal of the pre-assessment.

Client - A person, business or organisation using the BREEAM In-Use online system to pre-
assess the assets they represent.

Credit - Awarded for meeting a specific environmental performance target within the
BREEAM In-Use questionnaire.

International Sustainability Alliance (ISA) — ISA, in partnership with the BRE Trust, is
bringing together a global network of leading real estate organisations dedicated to achieving
a more sustainable built environment by creating a benchmarking club to measure the
performance and environmental impact of existing commercial buildings. ISA Members use
the same online platform as BREEAM In-Use Clients. For more information see
www.internationalsustainabilityalliance.org.

KPI report — A set of 10 Key Performance Indicators formed by the International
Sustainability Alliance and used by organisations assessing the performance of their real-
estate in the BREEAM In-Use online system. Key environmental performance data spanning
Transport, Energy, Water and Waste is entered into the BREEAM In-Use online system to
generate KPI Reports. This does not constitute certification against any part of the BREEAM
In-Use Standard.

Asset measurement registration — Registering new measurements against the asset log to
provide access to the KPI dashboard, for a period of up to twelve months, or until a verified
KPI report is issued by a licensed Auditor, whichever is sooner. To upgrade the measurement
to a ‘pre-assessment’, clients must first undertake an online exam designed to test for a basis
understanding of BREEAM In-Use. By entering their Exam Pass ID to their online system
account details, Client users are then able to unlock the BREEAM In-Use section of the online
system within all asset measurements they have access to, providing access to the online
questionnaire and unlimited pre-assessment scoring using the dynamic BREEAM In-Use
dashboard. It is important to note the difference between a measurement (as having access
to KPIs only) and a pre-assessment (with access to both KPIs and BREEAM In-Use) due to
the degree of interpretation and qualitative decision making required for BREEAM In-Use.
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Point - The weighted value of a credit expressed as a percentage point.

Portfolio - A collection of assets owned or rented by an individual, group or company,
represented by the Client.

Portfolio log - The action of logging basic portfolio details to the online system, creating a
record within which assets can be logged.

Portfolio Manager - Person or persons responsible for control of the BREEAM In-Use online
system pre-assessment as applied to designated portfolios of the Client's real estate. Portfolio
Managers:

» Log portfolios and assets for the Client organisation.
» Perform BREEAM In-Use pre-assessments and KPI measurements.

»  Submit pre-assessments and measurements to Auditors for verification and
certification.

» Typical business practice is for the Portfolio Manager(s) to report to the Portfolio
Owner.

Portfolio Owner - Typically a Chief CSR or Sustainability Officer for the Client organisation,
Portfolio Owners have unlimited privileges within the BREEAM In-Use online system, which in
addition to those held by Portfolio Managers (see above), will include creating a online system
account for their organisation, purchasing credit and allocating Portfolio Managers and Asset
Managers. Portfolio Owners are the Client’s main point of contact for BRE Global

Note: There can only be one Portfolio Owner within an organisation.

Pre-assessment - The process of producing dynamic scores against any, or all of the three
sections of the BREEAM In-Use standard, generated by answering a series of questions
falling under to the BREEAM In-Use Standard. Pre-assessments are produced by either any
qualified Client (designated as such after passing a basic exam) or licensed Auditors for use
in internal sustainability reporting and ongoing performance management. From start to finish
the online pre-assessment process should typically take no longer than 4 hours for each
asset.

Quality Assurance Audit — An audit conducted by BRE Global to ensure auditors follow the
quality procedures outlined in the BREEAM In-Use Standard and maintain an acceptable
level of professional and technical competence.

Rating - An overall classification resulting from pre-assessment questionnaire answers. The
rating expresses the performance of an asset against the BREEAM In-Use criteria and ranges
from Unclassified, Acceptable, Pass, Good, Very Good, Excellent and Outstanding,
depending on the number of points scored. The same ratings can also be expressed from one
star to six stars, acceptable being one star and Outstanding, six.

User Hierarchy — The BREEAM In-Use online system unlocks user privileges according to
that user’s position in a user hierarchy set out below:

1. Portfolio Owners (register their organisation with BREEAM In-Use) — the ‘super user’,
Portfolio Owners have unlimited privileges

2. Portfolio Managers (activated by Portfolio Owners) — mostly unlimited privileges,
Portfolio Managers cannot activate other Portfolio Managers
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3. Asset Managers (activated by Portfolio Owners or Portfolio Managers) — privileges
mostly limited to pre-assessment work

Verification - The process of ensuring that there is evidence to show that the client’s
buildings achieve the performance claimed conducted by a licensed auditor.

Verified KPI Reports - A report output produced by the online system, depicting the asset’s
performance against set of 10 Key Performance Indicators in areas of transport, energy,
water and waste, corroborated by evidence reviewed by a licensed BREEAM In-Use Auditor.

Weighting - A percentage factor used to control the contribution of credits towards the
asset’s final BREEAM In-Use rating. Raw credit scores are multiplied by the category
weighting factor assigned, resulting in an overall points score used to determine the asset’s
final rating.
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2 About this guide

We are continually improving the BREEAM In-Use online system, and therefore it is possible
that 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 technical mailbox - BreeamTechnicalCS@bre.co.uk.
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3 Introduction to BREEAM In-Use online

This User Manual provides guidance to Portfolio Owners, Portfolio Managers and Asset
Managers using the BREEAM In-Use online system.

A further supplement will be released for licensed auditors once the BREEAM In-Use online
system is launched users outside of the International Sustainability Alliance (ISA).

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

The BREEAM In-Use online system is a web based software tool which can be accessed
from any internet enabled computer. It has been designed to substantially reduce the time
taken for issuing BREEAM In-Use certificates.

The system will enable client organisations to manage their real estate, inputting portfolio and
asset details alongside associated environmental performance data to measure performance
against a Key Performance Indicator set or more detailed BREEAM In-Use pre-assessment.

The same system is used by Auditors to verify the performance of the clients assets, pre-
assessments submitted to them by Clients wishing to verify KPI measurements or certify
BREEAM In-Use pre-assessments and to produce reports and recommendations.

Note: BREEAM In-Use criteria are currently based on UK building regulations codes of
practice, climatic conditions and energy methodology. Assets pre-assessed outside of
the UK achieve ‘indicative’ ratings.

After the measurement or pre-assessment has been certified, electronic copies of BREEAM
In-Use certificates and verified KPI Reports can be downloaded by the client from their online
system account.

3.1 Who can use the system

311 Clients

Portfolio Owners can register their organisation for a BREEAM In-Use online system account
via the Register button, located on the BREEAM In-Use online system home page, at
www.assetinuse.org.uk.

An invoice for the cost of purchasing the BREEAM In-Use account credit necessary to
register measurements for the Client’s total number of assets is generated, and payment
obtained using a secure online credit card process.

Payment equivalent to registering measurements for every Client asset does not have to be
made at this stage (account credit maybe ‘topped-up’ at any point after initial account
creation) although a minimum of one asset measurement registration must be purchased).

Subject to payment of these fees, Portfolio Manager’s identified by the Portfolio Owner can
log assets within virtual property portfolios and then use credit to register asset
measurements enabling KPl measurement and BREEAM In-Use pre-assessment.

The online system can then by used by Client users including Portfolio Owners, Portfolio

Managers or Asset Managers to measure the performance of their assets against KPIs or to
pre-assess against BREEAM In-Use.
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3.2 Overview of system features

BREEAM In-Use Online

This system enables Clients to:

» Pre-assess and evaluate the environmental performance of an asset against the
BREEAM In-Use criteria, controlled by BRE Environmental & Sustainability standard BES
5058.

* Measure and evaluate the environmental performance of an asset against 10 Key
Performance Indicators covering Transport, Energy, Water and Waste.

This system enables BRE Global licensed BREEAM In-Use Auditors to:

» Conduct an audit of a clients building or organisation, Record helpful comments and
produce an audit report.

» Perform KPI measurements or BREEAM In-Use pre-assessments on behalf of
Clients,

* Verify KPI measurements,
* Certify BREEAM In-Use

Note: Note: Provided they do not work directly for the Client organisation, Auditors can
register accounts and pre-assess assets on behalf of the Client (customer).

3.3 System queries and support

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

Note: ‘i’ guidance icons can be found throughout the system to supplement the user
manual and provide a quick way for users to gain guidance

34 Technical guidance

» For technical guidance and general queries relating to BREEAM In-Use (including help
and support using the BREEAM In-Use online system) please call;

+01144 923 664462

» Telephone lines open Monday to Friday, 9am to 5pm.

3.5 Email

 Emails should be sent to BreeamTechnical CS@bre.co.uk.

3.6 Related documents (all available for download from the BREEAM
website)

e BES 5058 - BREEAM In-Use Standard

*»  BREEAM In-Use Scoring Methodology — To be released
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* SD096 - BREEAM In-Use Scheme Document

*  FS021 - BREEAM In-Use fee sheet

* GDO061 - Auditor Guidance Notes for BREEAM In-Use
» BREEAM In-Use Client Presentation

www.breeam.org/inuse
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4 Creating a BREEAM In-Use online system account

Portfolio Owners will typically register their organisation for a BREEAM In-Use online
system account via the “Register” button, located on the system home page, at
www.assetinuse.org.uk.

EEAM IN-USE

— ; f [/ F

- “ A 4 / /- =

< ’ ( ’“I}“ ""‘--:
> 4. o /( v 4% I““—I.

* Registration requires details of the Portfolio Owner, their company and the number of
assets occupied by the Client organisation, or as many as they would like to initially
measure.

Home
Login
Register

About BREEAM In-Use

lhalewoogj@bre.co.uk |
BRE Glgbal |
Science & Technology s
sets 18 9009

UK v
atford |
[Ferffordshie ]
D25 8306 [
Wr -

Hustin

Halewood

Project Manager

01523 664747

our Email.

BRE Global Approved listings Also from the BRE Group The BRE Trust

breeam sretoskshopcom %9 sMARTWaste pure” | bretrust

Terms of Use | Copyright BRE Global Ltd 2010

» Details are split between two pages, with a simple first page partially populating the
second more comprehensive page.

* As many fields as possible should be completed subject to information available to the
user.

Note: A “*” indicates that the field is mandatory and must be completed in order to
submit the form.
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BREEAM In-Use Online

REGISTER: Your Details
[BREEAM n-Use Team

BRE Campus
|Garston

|watforg

Wr )
Hustin
Halewood

Project lanager

IBRE Global

01923 884747

*  The Portfolio Owner must then agree to the downloadable terms of use including:
o Terms and Conditions for Licensing,
o License Agreement: BREEAM In-Use membership,
o Use of the Certification Marks.

» Once reviewed, the | Agree option must be selected before the Next button will take the
Portfolio Owner to the following page.

* A Billing Summary gives the cost (excluding Value Added Tax) of purchasing credit to
register measurements for number of assets identified.

» An Update button allows for the number of asset measurements to be changed before
moving to the next page (by pressing Continue).

» Press Back to return to the terms of use.

Note: Users should never use the browser navigation options ( e.g.\@ ) to move
backwards and forwards through the BREEM In-Use system. Next, Previous and Home
buttons are always available for use.

» The Portfolio Owner then enters their preferred billing/invoice address details, including:
Company registration number — If applicable, insert the company’s registration number.
VAT registration number — If applicable, insert the company’s VAT/tax number.
Company’s Purchase Order number — This is completed by the Portfolio Owner in

reference to their organisation’s financial documentation and is included on the invoice
issued by BRE Global.
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BREEAM In-Use Online

Address — The company address the invoice will be sent to. This can be automatically

populated using details previously entered during account setup.

Name, email-id, contact telephone and fax number or the person to which the

invoice is to be sent.

PREFERRED BILLING/INVOICE ADDRESS

ertfordzhire. -

t jha‘_l‘e".j.:ocif

» After pressing Continue, an electronic copy of the invoice/statement is displayed and the

following options displayed:

Amend Above Details - Displaying the Billing Summary page

Cancel Transaction — Cancelling the transaction

Complete Transaction — See below

PN506 Rev 0 BREEAM In-Use online system User Manual Page 13 of 73
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BREEAM In-Use Online

[BREEAM In-Use

BREEAM In-Use,

Statement Total £1762.50
fcomplete Transaction] [amend Above Detail [cancel Transaction
BRE Global Approved listings Also from the BRE Group The BRE Trust
breeam eseookshopcom U9 sHARTWaste  p brefrust

* Pressing Complete Transaction will take the Portfolio Owners to an online payment
facility, where credit/debit card details are used to complete the transaction. An invoice for
this amount is mailed to the company address provided previously.

United Kingdom United Kingdom %

x| MetBarx
Order details

Description Qty Price
BIUSEcredit 1 £100.00
Totals Sub-total £100.00

VAT £17.50

Total : £117.50
Your registration has been successful.
You can procesd with the use of this system in the role of Portfolio Owner.
Please note vou can nominate another person to assume this role instead.

To return to the Home Page, CLICK HERE

VAT Registration No GB 689 0480 27

Note: Payment can only be accepted by credit/debit card. If your card has a transaction
limit, please top-up your account credit using separate payments. .
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User Maintenance Change My Password

Edit My User Profile Log Off

Your payment request has been successful.

& this 1

To return to the Home Page, CLICK HERE

BRE Global Approved listings Also from the BRE Group The BRE Trust

breeam essbooshopcon 9 sMaRTWaste  pure” bretrust

Terms of Use | Capyright BRE Global Ltd 2010

* Press CLICK HERE to return to the BREAM In-Use online system login page
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5 Logging onto the system

BREEAM In-Use Online

 Go to www.assetinuse.org.uk and

» Enter the E-mail address used to register

your account.
E-mail address :

» Enter your Password (chosen at account Fassword:
registration) [ Remember my username on this computer

» Click the Login button

» The BREEAM In-Use online system home screen is then displayed, showing all property
portfolios logged within the Client account.

Note: Keep your password secure.

5.1 BREEAM In-Use online system home screen

 The BREEAM In-Use online system home screen displays all portfolios entered to the
system under the Client's BREEAM In-Use online system account

Hems Certificates/Reports User Maintenance
Purchaze Creditz Organizaticnal Reports Leg Off
()
in &s: Justin Halewood - Portfolio Owner
.
View all Portfolios l
Filter by Sub Company: E;Show All v_
- % Modified Reference No Of Assets Perc(%}
Portfolio Name Portfolio anager e i Details
- Date Number Aszsets Certified Complete

Pages: 1 Page: 1

Company List Register New Portfolio Redister New Sub Portfolio

Terms of Use | Copyright BRE Global Ltd 2010

» Details of the Client user's name and role are given at the top of the screen above the
Client organisation’s name.

» A search box allows you to search for portfolios by name. Clearing the search box and
pressing the find icon or hitting return will return you to the BREEAM In-Use online
system home screen with all portfolios displayed.

Note: ‘#’ guidance icons can be found throughout the system to provide a quick way
for users to gain guidance.

511 The Control Panel
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» A Control Panel can be found at the top of each screen

This includes links to:

» Certificates/Report — Opens a page where system generated verified KPI reports
BREEAM In-Use certificates can be viewed and downloaded (see instructions given
below).

* User Maintenance — Displays the User Account Management Page.

Log Off

REGISTERED PORTFOLIO USERS (ADMIN)
No. _First liame Sumame User

(263 New Use] [odate Userd) (594 Preferred Audto]

» The User Account Management Page is used to add and edit Client users, unlocking
privileges as well as adding preferred Auditors.

» Press the Add New User button to add new Client users and activate them as Portfolio
Managers, Asset Managers or both.

» Enter profile information to the User Registration Form.
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BREEAM In-Use Online

Preferred Auditor Change My Password User Maintenance

Home Edit My User Profile Log Off

Y'ou are here: Portfolio

USER REGISTRATION FORM

Username(Email

Pas

ord

Confirm Password

EPID [eooonod
Begister Now
Terms of Use | Copyright BRE Global Lid 2010

» After all fields possible have been completed, press Register Now to return to the User
Account Management Page.

Note: An Exam Pass ID (EPID) must be entered to allow access to the BREEAM In-Use
dashboard. To obtain an EPID, Client users must first undertake and pass a basic
online exam — for more information please visit http://www.breeam.org/inuse.

» The new user has now been added to the list of registered account users.

Home Change My Password Edit My User Profie

Log Off Purchase Credits

Logged in &= Justin Halewood - Portfolie Owner

‘ou are here: List of Registered Portfolio Users I

REGISTERED PORTFOLIO USERS (ADRIN)

R ——— o -
Thorpe thorppem@bre.co.uk 1] [ |

Previous b’ dd New Useq |Update Users) bdd Preferred Auditor

Tarms of Use | Copyright BRE Glotal Ltd 2010

PN506 Rev 0 BREEAM In-Use online system User Manual Page 18 of 73 © BRE Global Ltd 2010



QIObGl BREEAM In-Use Online

» Tick boxes allow the Portfolio Owner to activate the new user’s privileges (PM as a
Portfolio Manager and AM as an Asset Manager).

» Tick Activate to automatically unlock privileges.
» Un-tick boxes and press Update Users to remove privileges.

Note: User permissions give Portfolio Managers the ability to add new users, but only
to activate them as Asset Managers.

Note: Asset Managers do not have the option to add new account users.

» The Add Preferred auditor button allows Portfolio Owners or Portfolio Managers to
select their preferred auditors from a list of those licensed, providing an easy reference
when releasing pre-assessments for verification.

Home Change Password User Maintenance

Purchase Credits Log Off Edit Profile

a5° Justin Halewood - Portfolio Owner
BREEAM in-Use Team

Certified BREEAM In-Use Auditors

Kit Brown
rred | Kit Brown

Add

Your Preferred BREEAM In-Use Auditors

click ‘Remove’ button.

Terms of Use | Copyright BRE Globsl Lid 2010

» Add an auditor to the preferred list by selecting the auditor's name from the first list and
pressing Add.

» The auditors name is now displayed in the preferred list.
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BREEAM In-Use Online

Home Change Password User Maintenance

Purchase Credits Log Off Edit Profile

in &s: Justin Halewood - Portfolio Owner
n - BREEAM in-Use Team

Certified BREEAM In-Use Auditars

in-Use Kit Brown
ur preferred |Kit Brovin
e

Your Preferred BREEAN In-Use Auditors
This is a list of your chosen Preferred Simon Beveridge

Certified BREEA!
an Auditor from
click ‘Remove' button.

ditors. To remov
select the Auditor anf

Terms of Us= | Gopyright BRE Globsl Ltd 2010

* Remove the auditor from the preferred list by selecting the auditor's name from the
second list and pressing Remove.

Note: Asset Managers do not have this privilege.

» Pressing Organisational Reports on the Control Panel will take users to a page
providing a top-level overview of the client’s real estate by a range of sorting options.

Home Certificates/Reports User Maintenance

Organisational Reports Log Off

‘ou are here: » Organisational Reports l

*
o

Organisational Reports View
Distribution of Assets by Business Unit

Gross Internal Area(GIA) of Assets by Business Unit
Distribution of Assets by Asset Type

Gross Internal Area(GIA) of Assets by Asset Type
Distribution of Assets by Country

Gross Internal Area (GIA) of Assets by Country

Portfolio by Country and Asset Type

(cIcdclelelelele

L

Partfolio by Country and Asset Type — GIA m?

pyright BRE Globsl Ltd 2010

» At the early stages of the online system’s introduction, these Reports will remain as
prototypes and cannot be downloaded or verified. Only Portfolio Owners have access to
these reports.

* Press Home on the Control Panel to return to the home screen (this works wherever
you are in the system).

» Pressing Log Off will return users to the login page.
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5.2 Navigation

BREEAM In-Use Online

» Use navigational buttons provided within the system (next, back, etc) to move from page
to page.

» The ‘You are here’ trails also provide shortcuts back to previously accessed pages.
Note: Users should never use the browser navigation options ( e.g.\'@ *) to move

backwards and forwards through the BREEM In-Use system. Next, Previous and Home
buttons are always available for use.

5.3 System time out
» After approximately 90 minutes of system inactivity (i.e. no button clicks) the system will

automatically log you out. You will be required to log back in to regain access to your pre-
assessment.

54 Logging out

» |tis important for data security that you do not remain logged into the system if leaving
your computer unattended.

» Click on the Log Off text on the control panel to leave the system
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6 Log a Sub Company

BREEAM In-Use Online

» The creation of Sub Companies allows assets to be logged into a hierarchical structure of four
reporting levels (Company, Sub Company, Portfolio and Sub Portfolio), as depicted below.

| | Group Of Companies | :

i ! |

| ! ! v |

| Company 1 Company 2 Commpany n |

— # e
S Sy
| Fartfalio & Partfolic B Fortfolio n
' ¢ |
| v v v |

i Sub Partfolio | Sub Partfolio i S Povtfollo n [
|| Fixed Data {Asset | v v v
|| Type, Courntry, Site, | _ 5 Azzet g Azzet h Assetn
I

Definition etc ]|

» This ensures Asset performance can be allocated to a particular subset of a Client organisation
and enables focused performance interrogation (for instance, a Sub-Portfolio can be created for a
particular City within a Portfolio representing a Country).

» To create a Sub Company, select the Company List link on the home screen.

Homs Certificatez/Reports User Maintenance
Purchaze Creditz Organizational Reports Log Off
-
n &s: Justin Halewood - Portfolio Owner
EEAM in-Use Team
.
ou are here: List of Portfolios View all Portfolios l
Filter by Sub Company: :_Sho_'.'_._'__,ﬁ_.ll v
= " Maodified Reference No Of Assets Perc(%}
Portfolio Name Portfolio Manager B SR S Detailz
- Date Number Assets Certified Complete
Pages: 1 Page : 1

Company List eqister New Portfolio Register New Sub Portiolio

Terms of Use | Copyright BRE Global Ltd 2010
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» This takes Users to the Company Management Page, listing all Companies and Sub Companies
logged to the Client account.

Home Certificates/Reportz User Maintenance

Purchase Credits QOrganisational Repeorts Log Off
¥ in gz’ Justin Hafewood - Portfolic Gwner
o BREEAM in-Use Team

|
fou are here: Home » List of Companies View all I
Company Name Address City 1SA Member
BREEAM in-Use Team Test, WD25 8XX Watford
Page .1

Register New Sub Company

Terms of Use | Copyright BRE Global Ltd 2010

* The Register New Sub Company link is used to log new Sub Companies to the Client account.

Home Certificates/Reports User Maintenance

Purchase Credits Organizational Reports Log Off

REGISTER: Your Details

Save

» As many fields as possible should be completed subject to information available to the user.

Note: A “*” indicates that a field is mandatory and must be completed in order to submit the
form.

* Input fields are detailed below:
o Organisation — The name given to the Sub Company, entered using a free text field.

o Address line 1 to Town/City — The address where the Sub Company is registered.
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After all fields possible have been completed, press Save to return to the Company Management
Page.

The new Sub Company has now been added to the list of logged Companies.

Homs Certificates/Reports User Maintenance
Purchase Credits Organizational Reports Log Off
=
.
‘ou are here: Home » List of Companies Wiew: all !
Company Name Address City ISA Member
BREEAM in-Use Team Test, WD25 8XX VWatford
BRE England Store Strest, WC1E 7BT London ISA Member
Pages: 1 Page: 1
Register New Sub Company

Tesmns of Use | Copyright BRE Global Ltd 2010

7 Log a Portfolio

Select the Register New Portfolio link on the home screen.

Note: Only Portfolio Owners or Portfolio Managers have access to this functionality

Home

Certificates/Reports User Maintenance
Purchaze Creditz Organizaticnal Reports Leg Off

! in a5: Justin Halewood - Portfolio Owner
BREEAM in-Use Team

()
You are here: List of Portfolios

View all Portfolios i
Filter by Sub Company: E_Ehow All v_
- % Modified Reference No Of Assets Perc(%} "
e e Forigle Wandger
Portfolio Name Portfolio anager Daie ] RS Cotified e Details
Pages: 1 Page: 1
Company List] Reagister New Portfolio JRedister New Sub Portfolio
Terms of Use | Copyright BRE Global Ltd 2010

Use the Portfolio Registration Form to add portfolio details into the system.
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Home Certificates/Reports Uszer Maintenance
Purchase Creditz Crganizational Reports Log Off
goed in az: Justin Halewood - Portfolio Owner
BREEAM in-Use Team
.
‘You are here: List Of Portfolios » Add New Portfolio I
Registered Om:05 December 2010
Portfolio Details: o o
Organisation: | BREEAM in-Use Team (v
Division (if applicable): [UK )
Portfolio Name: * U1 o
Portfolio Manager: * | Matthew Thorpe 3|
Description: | |
Registration complete:

Terms of Use | Copyright BRE Global Ltd 2010

* As many fields as possible should be completed subject to information available to the user.

Note: A “*” indicates that a field is mandatory and must be completed in order to submit the
form.

* Input fields are detailed below:

o Organisation — Select the Company or Sub Company the Asset is allocated to from the
drop down list..

o Division (if applicable) — The sub-set of the Company or Sub-Company the Asset is
allocated to, entered using a free text field.

o Portfolio Name — The name given to the portfolio, entered using a free text field.

o Portfolio Manager — The Portfolio Manager assigned to that portfolio. The Portfolio
Manager is selected from a drop-down list of all portfolio managers registered to the Client
account.

o Description — Any further details useful to describe the portfolio.

o Registration complete — This check box must be ticked before pressing Submit.

» Once registered, the portfolio is shown on the BREEAM In-Use online system home page
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Home Certificatez/Reports User Maintenance
Purchaze Crediz Organizaticnal Reports Log Off
oo . [~
d in 8= Justin Halewood - Portfolio Owner
BREEAM in-Use Team
e: Ligt of Portfolios View all Portfolios i
Filter by Sub Company: |Show Al ~|
Iodifi eference A orci%) :
Portiolic Name Portfolio r‘1anaﬁer ‘aﬁﬂ A wls L E Detailz
UKt Matthew Thorpe 05M2/2010 PORTOO000178 o i} 0

Page : 1

Note: It is free to log Portfolios and Assets. Account credit is used to register asset
measurements against logged assets. See Section 9 below for more information on
registering asset measurements.

Portfolios names are listed on the basis of the date they were last modified (see below for further

sorting options) alongside 7 columns:

o

Portfolio Manager - Client user responsible for control of all pre-assessment activities
related to that portfolio.

Modified Date — The point at which the data attributed to the portfolio was last modified.

Reference Number — An automatically generated unique reference number for
identification of the portfolio within the online system.

No. of assets — The number of assets within the portfolio.

Assets Certified — The number of assets within the portfolio with pre-assessments
certified by an Auditor.

Perc (%) Complete — The percentage of assets within the portfolio with pre-assessments
certified by an Auditor.

Details — Link to editable portfolio details including organisation name, division (if
applicable), portfolio name, Portfolio Manager and general description.

Note: Clicking underlined column headings will sort all portfolios displayed on the home
screen by the column’s context.

» Users can view Portfolios assigned to particular subsidiary companies of the Client organisation
by Filtering by sub-company.

PN506 Rev 0 BREEAM In-Use online system User Manual Page 26 of 73 © BRE Global Ltd 2010



global

182 Justin Halewood - Portfolio Owner
: BREEAM in-Use Team

¥ou are here: Lizt of Portfolios

Portfolio-Name Portfolio anager

K1 Watthew Thorpe

P 1

ages:

Company List Reqgister Hew Portfolio

BREEAM In-Use Online

Home Certificates/Reports User Maintenance

Purchase Credit Organizational Reports Log Off

View all Portfolios

Filter by Sub Company

| BREEAM in-Uze Team

Modified Reference
Date Number
051272010 PORTOOOCOT7E (1] 0 o b

Register New Sub Portfolio

Use | Copyright BRE Global Lid 2010

71 Log a Sub Portfolio
Note: Only Portfolio Owners or Portf

in &z Justin Halewood - Portfolio Owner

1° BREEAM in-Use Team

You are here: List of Portfolios

Portfolio Name Portfolip Manager

Matthew Thorpe

olio Managers have access to this functionality

Home Certificate=/Reportz User Maintenance

Purchase Credite Qrganizaticnal Reports Log Off

View all Portfolios i
Filter by Sub Company: !Shc'.'.' Al vi
HModified Reference Ho ©f Assels Perc(% Details
Date Number Assets Certified Complete
05M2/2010 PORTO0000178 0 5} 0

Page : 1

Company List Register New Porifolio | Register New Sub Portfoli

o

Terms of Us= | Copyright BRE Global Ltd 2010

The creation of Sub Portfolios allows assets to be logged into a hierarchical structure of four

reporting levels (Company, Sub Company, Portfolio and Sub Portfolio), as depicted below.

Group Of Companies

v v

| Company 1 |

| Company 2 |

| Carmpany n | |

T

Partfalio A

i | PortoioB | | Portraiian | |

| ¢ |

l v v v |

i | Sub Porttalio i | | Sub Portfolio i | | Sub Portiolio n | |
——————————— e e e - e T -
|'|" Ficed Data {Asset | ! ¥ } i
I : Type, Courtry, Ste, [ _, :~| Azset & | | Azzeth | | Asset b | i

Definition st
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» Assets can be moved between portfolios and Sub Portfolios after being logged.

Home: Certificates/Reports Useraintenance
Purchase Credts Organisational Reports Log Off
Justin Halewood - Portfolio Owner
EAN
1
Registered On:05 December 2010
Portfolio Details:
Organisation: |BREEAN in-Use Team ~
Division (if applicable): [0k |
Portlolio Name: * | v
Sub Portfolio Hame: — |
Portfolio Manager: w Thorpe
Descriptior in England
Registration complete:

Terms of Use | Copyright BRE Glotal Ltd 2010

* As many fields as possible should be completed subject to information available to the user.

Note: A “*” indicates that a field is mandatory and must be completed in order to submit the
form.

* Input fields are detailed below:

o Organisation — Automatically populated using account details, this could include
subsidiary companies previously registered to the Client account.

o Division (if applicable) — The subset of the organisation making use of the assets within
the portfolio.

o Portfolio Name — The Portfolio containing the Sub Portfolio, selected from a drop-down
list.

o Sub Portfolio name - The name given to the Sub Portfolio, entered using a free text
field.

o Portfolio Manager — The Portfolio Manager assigned to containing Portfolio,
automatically populated by the online system.

o Description — Any further details useful to describe the Sub Portfolio.

o Registration complete — This check box must be ticked before pressing Submit.

* Once logged, the Sub Portfolio is shown within and alongside the containing Portfolio.

Home Certificates/Reporte User Maintenance
Purchase Credits Organizational Reports Log Off
s L=
=: Justin Halewood - Portfolio Quner
BREEAM in-Use Team
'ou are here: List of Portfolios » UK1 i
Modified Reference Mo Of Assets Perci%)
s G +
Sub) 0 Manag g % etails
(Sub) Portfolio Name Portfolio klanager Date e Cerlificd Comoes il
UK1 0 PORTOD 8 0 0 0
England 05122010 PORTOO0000178 {i] o ]
Pages: 1 Page: 1

Register New Sub Portiolio

Terms of Us= | Copyright BRE Global Lid 2010
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8 Log an Asset

» Enter the Portfolio in which the Asset is to be logged by clicking the Portfolio name at the home
screen.

» Select the Sub Portfolio if applicable.

» The takes users to the Asset Management Menu, used to store and maintain logged Asset
records.

Home Certificates/Reports Uszer Maintenance
Purchase Creditz Organizational Reportz Log Off
: . (M
d in &s. Justin Halewood - Portfolio Owner
BREEAM in-Use Team
*'ou are here: List of Portfolios » UK1 » England i
Aszset Hef Clignt Reference Portfolic Name Portfolio Manager I1G:Iﬂ|tf::| Details
Pages: 1 Page: 1

Register New Asset| Jransfer Assets | Upload Asset/Environmental Data From Template

Terms of Use | Copyright BRE Glokal Ltd 2010

* Click the Register New Asset.
» This opens the Asset Logging Form.

* The Asset Logging Form allows new assets to be logged in a Portfolio/Sub Portfolio and is
typically completed by the Portfolio Manager (although the Portfolio Owner also has this privilege).

* The form is split between three tabs

8.1 Asset details tab

* Thefirst requires the following Asset details to be inserted.
Note: As many fields as possible should be completed, subject to information available to the

user. A red asterisk indicates that the field is mandatory and must be completed in order to
submit the form.
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as Justin Halewood - Portfolio Owner
'EEAM in-Use Team

BREEAM In-Use Online

*ou are here: List of Portfolios » UK1 » Enaland » Register Asset I

General Details
Registered On:05 December 2010
Organisation: BREEAM in-Use Team
Division: UK
Portfolio Owner:Justin Halewood
Portfolio Manager: Justin Halewood
Asset Details

jClient Reference:Environmental Building
jAsselDescl‘ipticn:" B

iYear built{1550
Full Asset Address

iAsset/Unit Reference:B

iAddress Line1:BRE
iAddress LineZ:|
iAddress Line3:|
iAddress Lined:|

iLocal area name:|

{County/Regio s ~|
iPost Code/Zip Code:WD2E §XX
Basic Asset Details "
fAsset Type:|Office ~|
iAsset Sub Type:|Ofice ¥ B
{is this asset a whole building or part of the building:|Whole buiging ~|

iPlanning Restrictions:| o P
Areg

Copyright BRE Globel Lid 2010

* Input fields are detailed below:

General Details

o Registered On — Populated automatically by the system, this is the date when the asset
was first logged.

o Organisation — The Company/Sub Company to which the Asset is allocated by the
Client.

o Division — The subset of the Company/Sub Company.
o Portfolio Owner — Populated automatically by the system.
o Portfolio Manager — Populated automatically by the system.
Asset Details
Note: Asset details entered here are used to populate report and certificate outputs.
o Client reference — Enter a unique identifier for the Asset using the free text field provided.
o Asset Description — Enter a brief description of the asset’s defining characteristics.

o Year built — Enter the year in which construction of the asset was completed. This must
be a four digit number.
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Full Asset Address

BREEAM In-Use Online

o Asset/Unit Reference — Enter the Asset’s name as used within the address (this may be
the same as the Client Reference).

o Address Line 1 — Enter the first line of the asset’s address. If the asset only comprises
part of a building, asset-specific details must be entered first, with generic building
address details following after, for example:

Address Line 1: BRE Office
Address Line 2: Third Floor
Address Line 3: City Office Block
o Address Line 2 — Address Line 4 — As above.
o Local area name — Enter the local area name where applicable.

o Country — Select the country the asset is located in from the drop down list. This updates
the form to provide nationally-specific County/Region options below.

o Town/City — Enter the City in which the asset is located.

o County/Region — Determined by selection made at Country, select the county or region
in which the asset is located from a drop down list.

Note: An Other County/Region field will appear for countries with regions outside of the
system’s stored options

o Post Code / Zip Code — Enter to postal/zip code for the Asset.

Basic Asset Details

o Asset Type — Select the Asset’s use from the drop down list.
o Asset sub type — Select the sub type of the Asset’s use (e.g. Retail, Supermarket).

o Is This asset a whole building or part of the building — Select option from the drop
down list.

o Planning restrictions — Select any planning restrictions that apply to the asset at the time
of logging from a drop down list:

o No Planning Restrictions

o No Changes Permitted e.g., preservation order

o No External changes and Internal Changes Restricted e.g., Grade 1 listed
building

o External and Internal Changes Restricted e.g., Grade 1 listed building

Restrictions on External, but not Internal Changes e.g., Grade 2 listed building

o Cosmetic and other local requirements e.g., Grade 3 listed building/conservation
areas

o Don’t know

@)

Note: Users outside England (to which the examples apply) should select the most comparable
option to their area’s own planning regime.
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» Once the tab has been completed, select either:
o Cancel — Clearing all fields and taking users back to the Asset Management Menu.

o Undo changes - If clicked before finalising the logging process, this will clear the tab of
entered details.

o Submit and Exit — Saves changes and displays the Asset description tab where
mandatory fields will need to be completed before logging is finalised.

o Next — Saves entries and moves users to the next tab.

Note: Users should never use the browser navigation options ( e.g.\'@ .._.“‘) to move backwards
and forwards through the BREEM In-Use system. Next, Previous and Home buttons are always
available for use.

8.2 Building details tab

» This captures the address of any containing building or if the Asset is a whole building in itself,
allows quick replication of address details previously entered for the Asset.

Home Certificates/Reports User Maintenance
Organizational Reportz Log Off
Yo n &5 Justin Halewood - Portfolio Owner
I BREEAM in-Use Team
= >
ou are here: List of Portfolios » UK1 » England » Register Azszet I

| Full Building Address

. Do you wish to use the asset address
for the address of the entire building?:

iBuilding/Unit Reference:[Buiding 16
jAddress Line1 :;B- Watford
jAddress Linel:|
jAddress Line3:|
ifddress Lined:)

iLocal area namer:'Garatcr:

jCountry:| UK ) )

iTowni/C i )
iCounty/Region:

iPost Code/Zip Code:y,

Undo changes Submit & Exit Next

Terms of Use | Copyright BRE Global Ltd 2010

Note: The top of the form gives a summary of the BREEAM In-Use Account credit.

Note: As many fields as possible should be completed, subject to information available to the
user.
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* Input fields are detailed below:

Full building address

o Do you wish to use the asset address for the address of the entire building? - If the
Asset is a whole building, click the box to automatically populate the Building address with the
Asset address previously entered.

o Building/unit reference — Enter a unique identifier for the Building using the free text field
provided (if the Asset constitutes the entire building, this will be the same as previously
entered for Asset address).

o Address line 1 to Post Code/Zip Code — Enter the Building’s address.

» Once the tab has been completed, select the appropriate finalising button as detailed for the Asset
details tab.
8.3 Ownership details tab

» This captures management, ownership and occupation details as applicable to the Asset and
containing Building.

Home Certificates/Reporta User Maintenance
QOrganizational Reports Log Off
Yo 2s. Justin Halewood - Portfolio Owner
Al in-Use Team
. L = &
V'ou are here: List of Portfolios » UK1 » England » Register Asset l
Credit left in your account to register 15" assets.

Asset Ownership

iStart date of occupancy (DDAMMYYYY): 121121
iEnd date of occupancy (DD/MMAYYYY):|

i0wner/Investor n
iStart date of occupancy (DD/MMAYYYY): 12/ i
{End date of occupancy (DD/MM/YYYY)[0S/12/2010

iTenant/Occupier name:BREEAM In-Use Team

iStart date of occupancy (DDMMAYYYY): 1211211 2 :‘

iEnd date of occupancy (DD/MMIYY YY)
Building Ownership
iLandlord/Managing Agent name:
iStart date of involvement (DD/MM/YYYY):|
iEnd date of involvement (DD/MM/YY YY)
reh Estabishment Lid |

i0wnerfinvestor name:[Buil
iStart date of occupancy (DD/MMAYYYY):
fEnd date of occupancy (DDAMMIYYYY)H05/12/

iTenant/Occupier name;:BRE
iStart date of occcupancy (DD/MMAYYYY):|
fEnd date of occupancy (DD/MMAYYY Y0

:
-

Subiil & Exl
Terms of Use | Copyri

Note: As many fields as possible should be completed, subject to information available to the
user.

* Input fields are detailed below:
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Asset Ownership

BREEAM In-Use Online

o Landlord/Managing agent’s name — Enter the named lessor of the asset.

o Start date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the first
day of management for the named Landlord/Managing Agent.

o End date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the last
day of management for the named Landlord/Managing Agent.

o Owner/Investor name — Enter the individual with freehold ownership rights to the asset.

o Start date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the first
day of ownership for the named owner/investor.

o End date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the last
day of ownership for the named owner/investor.

o Tenant/Occupier name — Enter the named lessee or occupier of the asset.

o Start date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the first
day of occupation for the named tenant/occupier.

o End date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the last
day of ownership for the named tenant/occupier.

Building Ownership

o Landlord/Managing agent’s name — Enter the named lessor of the Building.

o Start date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the first
day of management for the named Landlord/Managing Agent.

o End date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the last
day of management for the named Landlord/Managing Agent.

o Owner/Investor name — Enter the individual with freehold ownership rights to the
Building.

o Start date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the first
day of ownership for the named owner/investor.

o End date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the last
day of ownership for the named owner/investor.

o Tenant/Occupier name — Enter the named lessee or occupier of the Building.

o Start date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the first
day of occupation for the named tenant/occupier.

o End date of occupancy (DD/MM/YYYY) — Use the calendar icon to insert the last
day of ownership for the named tenant/occupier.

» Once the tab has been completed, select the appropriate finalising button as detailed for the Asset
details tab. Completing the tab will take users back Asset Management Menu.

Note: Mandatory fields will need to be completed before logging is finalised.
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* Once logged, the Asset is shown on the Asset Management Menu.

BREEAM In-Use Online

Home Certificates/Reports User Maintenance
Purchaze Creditz QOrganizsaticnal Reports Log Off
=
Y as: Justin Halewood - Portfolio Owner
O tion : BREEAM in-Use Team
.
fou are here: List of Portfolios » UK » England 1
. . . Medified ;
Lsset Bef Client Reference Paortfolic Name Portfolio Managsr Detailz
— —— — -
ASTO0000645 Environmental Building UK1 Matthew Thorpe 051212010
Pages: 1 Page : 1

Register New Asset | Transfer Assets | Upload Asset'Environmental Data From Template

Terms of Use | Capyright BRE Global Ltd 2010

9 Register an Asset Measurement

» Using the Asset Management Menu, select the Asset for which measurement against KPls
and/or pre-assessment against BREEAM In-Use is desired by clicking the Asset Reference
number.

Home Certificates/Reports
Purchaze Creditz QOrganizsaticnal Reports
as: Justin Halewood - Portfolio Owner
Client Reference Portfolic Name Portfolio Manager e
Date
Environmental Building UK1 Matthew Thorpe 051212010

Register New Asset | Transfer Assets | Upload Asset'Environmental Data From Template

User Maintsnance

Log Off

~

Detailz

Page : 1

Terms of Use | Capyright BRE Global Ltd 2010

» This opens the Measurement Management Menu , listing the measurements registered for the
Asset (with each measurement representing a specific reporting period) and providing access to

the Measurement Registration Form .
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Home Certificates/Reporiz Uszer Maintenance
Purchase Creditz Organizaticnal Reports Log OFf
2 : -
in 8z: Justin Halewood - Portfolio Owner
BREEAM in-Use Team
.
‘'ou are here: List of Portfolios » UK1 » England » Environmental Building I
Asszet Hef Client Reference Assessment Portfolic Name Portfolio Date ‘“erzion Date Assessor Auditor Status
Ret Wanager Modified Submitted
Pagesz: 1 Page : 1

Start New Assessment

lcon Definition

-
- Detailz | _-.ﬂ- Aszsign AssessorAuditor | - Re-Certify

Terms of Use | Copwight BRE Global Ltd 2010

» Live and historic measurements are listed on the basis of date registered (see below for further
sorting options) alongside 11 columns:

o Asset Ref — As logged for the Asset.

o Client Reference — As logged for the Asset.

o Assessment Ref — A unique, system generated identifier attached to the
measurement record. Clicking on this number allows users to view the measurement

itself (see instructions below).

o Portfolio Name — The name given to the Portfolio/Sub Portfolio the Asset is
contained within.

o Portfolio Manager - As logged for the containing Portfolio.
o Date Modified — The point at which the Asset’s system data was last modified

o Version — Version of BREEAM In-Use the measurement is registered against. The
current version is 2009.

o Date Submitted — Date at which the asset assessment was submitted to an auditor
for formal verification.

o Assessor — As registered for the measurement.

o Auditor — Once assigned for verification/certification, the name of the Auditor is
provided here.

o User lcon — Shown if no Asset Manager has been allocated to the Asset and provides

a shortcut to the User Account Management page where an Asset Manager can be
assigned. For instance:
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Home Certificates'Reports User Maintenancs
Log Off
You are logged in 520 Marcus Bridot - Portfolio Manager
Crgsnization . Bordeaux Vineyards
»
You are here: List of Postfolios » Saint Julien l
Asset Working Mame  Porifolio Name Asset Ref Portfolic Date Wession Auvditor Status
Mansges Modifisd
Office at Chatesunauf :
Saint Julien ASTO0001024 210710 2009 UnAssigned
du paps
Pages: 1 Fage
Register New Asset | Transfer Assets | Uplead Asset/Environmental Data From Template
lcon Definition
wodll- Detsils I-h- Aszzign Assessor'fuditor | - Re-Certify
Home Certificates/Reports User Maintenance
Log Off
You are logged in 527 Joe Bloggs - Portfolio Owner
Crgsni ri - Monopoly Asset Management
.
You are here: List of Portfolios » Porifolic London Heldings » Edgwsre Road 2 I

Assign Assessor

Version Selection

Ged

o Status — The Status column gives the measurement’s progress towards certification,
using the following labels.

Status Description

UnAssigned The Asset has not been assigned to an Asset
Manager.

With Assessor The Asset has been assigned to an Asset Manager

responsible for uploading environmental performance
data to the Asset.

With auditor The measurement has been submitted to an Auditor
for verification and/or formal certification.
Certified The measurement has been verified by an Auditor

and reports/certificates have been awarded.
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o Envelope Icon — Link to edit the Measurement Registration Form.

o Circular Arrow Icon — Allows Assets to renew previously awarded certifications, by
replicating the measurement records. Pressing the renew button will create a copy of
the previous measurement record, including all environmental performance data
entered for that reporting period.

Note: Clicking underlined column headings will sort the assets by the column’s context

» To start a new measurement against the Asset, click the Start New Assessment link. .

Note: Registering Measurements will lead to the Client account being debited of one credit so

only click when ready.

» This opens the Measurement Registration Form, split between three tabs.

Asset details tab

Home Cerii I User

Purchase Credis Organisational Reperts Log Off

s: Justin Halewood - Portfolio Owner

ou are here: List of

n - BREEAM in-Use Team

Registered On:05 December 2010

Asset Details

Full Asset Address

Portfolio Owner:ustin Halewood
Portfolio Manager: Justin Halewood
iClient Asset/Unit Reference:Environmental Buiding
{Asset Description:|

iYear built1350

fAsset working name:[Buid
iAddress Line 15!
iAddress Line2
iAddress Line3:
iAddress Lined:_
iLocal area name:{Garston

iCountry
iTown/City:atford

iCounty/Region:
iPost Code/Zip Code:fVD25 XX

iAsset Type:

iAsset Sub Type:

Submit & Exil Next

=rms of Uss | Copyright BRE Global Lid 2010
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The Asset details tab includes ‘fixed’ data previously logged to the Asset.

To edit these details return to the Asset Management Menu by selecting the Portfolio/Sub
Portfolio name on the “You are here’ trail. Click the Envelope Icon.
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BREEAM In-Use Online

Home Certificates/Reports User Maintenance
. | I Purchasze Credits Crganizational Reports Log Off
: Q
You are logged in as: Justin Halewood - Portfolio Owner
Qg 7. BREEAM in-Use Team
“ou are here: List of Portfolios » UK1 » England i
Modified
Azset Ref Client Reference Portfolio Name Portfolic Manager ﬁ
ASTOO000: Environmental Building UKA1 Matthew Thorpe 0SM2ZI2010 e

Pages: 1
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Fixed data can then be altered.

Return to the Measurement Registration Form and press Next.

Home Certificates/Reports

Furchaze Credits Organizational Reports

n &s: Justin Halewood - Portfolio Owner
BREEAM in-Use Team

User Maintenance

Log Off

Registered On:05 December 2010

Portfolio Owner:Justin Halewood

Portfolio Manager:Justin Halewood
iClient Asset/Unit Reference:Environmental Building
iAsset Description:

iYear built:1530
Full Asset Address

{Asset working name:[Buiding 16
iAddress Line1:BRE Watford
iAddress LineZ:
iAddress Line3:
iAddress Lined:

iLocal area name: Garsion
iCountry:
iTown/Cityz[iatiord :
iCounty/Region: Herifordzhire
iPost Code/Zip Code:{WD35 85X
iAsset Type: =
iAsset Sub Type:

m Undo changes Submit & Exit

Tems of Uss | Copyright BRE Glotal Ltd 2010
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9.2 Assessment details tab

BREEAM In-Use Online

iPlanning Restri
Reparting Period
iStart date for reporting period (DDVMM/YYYY,
iEnd data for reporting period (DD/MM/YYY |
Asset Dimensions
width (external)im):
iLength (external)(
iHeight (floor to floor height)(
iBasic building sha
iNo of floors above gro
Mo of floors below grou
iGross lettable area of building(m
iGross Internal Area (m
iHard landscaping area(m?)
iSoft landscaping area(m?):[50
Activity Details
Net Floor Area in m”
iData centre:|
jCar park:|
iChanging facilities with shower:|
iCirculation:{20

iToilet:20 -
ADDITIONAL INFORMATION

: FIELD NAME : FIELD VALUE
il
iz.|
ia.|
i4. |
g
ie- |
i7.[
is. |
is.[

jto.

Note: As many fields as possible should be completed, subject to information available to the
user. A red asterisk indicates that the field is mandatory and must be completed in order to
submit the form.

* Input fields are detailed below:

o Assign assessment — Select the Asset Manager to be assigned to the measurement.

o Planning restrictions — Select any planning restrictions that apply to the asset at the time
of measurement from a drop down list.

Reporting period

o Start date for reporting period (DD/MM/YYYY) — Use the calendar icon to insert the first
day of the reporting period, usually taken as the start date in the year of measurement for
which data is provided.

Note: Failure to complete this field will prevent users from finalising the measurement
registration.

o End data for reporting period (DD/MM/YYYY) — The last date represented by
operational data provided for the asset.

Note: Failure to complete this field will prevent users from finalising the measurement
registration.
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Asset Dimensions

BREEAM In-Use Online

o Width (external)(m) — Enter the maximum external measurement in metres from front to
rear walls of the asset (or portion of the building taken up by the asset) at ground level or
whichever floor is lowest to ground level.

o Length (external)(m) — Enter the overall external measurement in metres of a straight
line across the front of the asset (or portion of building taken up by the asset), from the
outside of external walls, or the centre line of party walls, at ground level or whichever
floor is lowest to ground level.

o Height (floor to floor height)(m) — Enter the height in metres between the structural floor
surface and the underside of the highest point of the structural ceiling or roof. If a false
ceiling is installed, the ceiling height to the underside of the structural ceiling should be
used. Where a range of heights are present, the maximum should be used.

o Basic building shape — Use the drop down list to select the shape which best represents
the floor plan of the asset (if plan shape varies between floors choose the shape that
represents the majority of the total asset floor area).

o No of floors above ground — Enter total number of floors in the asset that sit above
ground level (i.e. an asset taking up an entire 3 storey building with no basement would
have 2 floors above ground). Mezzanine floor areas with permanent access must be
included in this number.

o No of floors below ground — Enter the total number of floors in the asset that sit below
ground level. Circumstances vary, but the extent of natural light or restricted internal
height are examples of the kind of tests which can be applied to determine whether areas
should be classified as ‘below ground’.

o Gross lettable area of building(m?) — TBC but generally the total floor space in square
metres contained within an asset at each floor level measured from the outside of main
faces of external walls and, where applicable, the centre lines of internal inter-tenancy,
partition and common area walls.

o Net Internal Area (m?) —Generally Net Internal Area is the usable area (measured in
metres squared) within the asset measured to the internal face of the perimeter walls at
each floor level.

o Hard landscaping area(m?) — Enter the net area, in metres squared, of all external hard
standing or other hard-surfaced area to which the asset’s users have exclusive ownership
rights, either in perpetuity or for a fixed period, within the boundary of the property
(normally taken as the curtilage of the building containing the asset). This shall include
upper surfaces of secure all-weather access routes to the asset for both pedestrians and
vehicular traffic; external open-sided balconies; covered ways and fire escapes; open
vehicle parking areas; roof terraces; but does not include loading bays or covered garages
(these should be included in the measurement of GLA).

o Soft landscaping area(m?) — Enter the net area, in metres squared, of all external soft
landscaping to which the asset’s users have exclusive ownership rights, either in
perpetuity or for a fixed period, within the boundary of the property (normally taken as the
curtilage of the building containing the asset). Soft landscape elements includes all
external areas left without artificial surface finishes such as garden areas and amenity
land immediately surrounding the building. It does not include highway verges; agricultural
or horticultural applications, nor are sports surfaces included.

PN506 Rev 0 BREEAM In-Use online system User Manual Page 41 of 73 © BRE Global Ltd 2010



global

BREEAM In-Use Online

Activity details (optional floor area information that may in future be used in normalisation

and benchmarking services provided to Clients).

o

o

o

Data Centre — Typically any space containing banks of data storage equipment (i.e.
servers), plus any associated support spaces (e.g. switch rooms, UPS rooms, battery
rooms).Data halls with associated function areas (where present).

o Car park — A covered space dedicated to car parking within the perimeter of the
building’s foundations.

Changing facilities with shower — Space dedicated to changing clothes, containing
showers. This includes the shower area and all associated changing areas

Circulation — Circulation space such as corridors and stairs to which asset occupants
have exclusive ownership rights. Corridors and other circulation areas where used in
common with other leases can be excluded. Similarly, permanent circulation areas,
corridors and thresholds/recesses associated with access, but not those parts that are
usable areas may also be disregarded.

Fitness studio — A space dedicated to exercising/dance, usually with high user density
but with no machines

o Fitness suite — A space dedicated to exercise containing machines

o Office area — A space dedicated to perform office work including workstations
and meeting rooms. The space can include internal corridors providing access to
the office spaces, tea-making facilities or kitchenettes within the office space;
areas for photocopiers and fax machines; and staff lounges/sleeping areas.

o Lounge — A space dedicated to occupant’s walking/sitting which is not covered by
other activity types (e.g. departure lounges, corridors, stairways and gate lounges)

Plant Room — Lift rooms, plant rooms, tank rooms, fuel stores and the like
o Reception — A space dedicated to the entry and welcoming of occupants/guests
o Server room — Computer server spaces with 24hr low-medium internal gains
from equipment and transient occupancy. For an area with 24hr high gain from
equipment, use the Data Centre activity
Storage area (ambient) — Un-chilled storage with low transient occupancy

o Toilet — Toilets

o Additional Info 1 — 10 — Enter any other information felt necessary to adequately
describe the asset

» Once the tab has been completed, select the appropriate finalising button.
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9.3 Occupancy Details

BREEAM In-Use Online

» Pressing Next will take users to the Occupancy Details tab.

» This allows optional information detailing the intensity of use experienced by the Asset during the
reporting period.

Occupancy Details

iMumber of days per year under normal full operation:200
iNumber of hours per day under normal full operatios
iFull time equivalent staf

iOccupancy start date of tenant/ occupier (DD/MMS
i0ccupancy end date of tenant/ accupier (DD/MMAYYYY
iTotal number of day bed:

iTotal number of full time bed

iPercentage floor area occupied over the yeal
iNumber of studen!

iNumber of workstation

(Unde changed) [Ssve snd Exit)

* Input fields are detailed below:

o Number of day per year under normal full operation — Enter the number of
calendar days per year that the asset is operated at normal capacity. The typical
number of working days in a full reporting year is 250.

o Number of hours per day under full operation — Enter the typical number of
hours the asset is operated at normal capacity per day throughout the reporting
period.

o Full time equivalent staff — Total hours worked by contracted asset occupants
during the reporting period divided by the total number of contracted asset
occupants, divided by the typical number of hours within the period, assuming that
a typical working day is 8 hours and the typical number of working days in a full
reporting year is 250.

o Occupancy start date of tenant/occupier (DD/MM/YYYY) — Use the calendar
icon to insert the date the organisation took over ownership/occupancy or
management of the asset

o Occupancy end date of tenant/occupier (DD/MM/YYYY) — Use the calendar
icon to insert the date the organisation vacated the building. If still in residency,
leave blank.

o Total number of day beds — Enter the total number of day beds in the asset

o Total number of full time beds — Enter the total number of full time beds in the
asset
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o Percentage floor area occupied over the year — Enter the percentage of floor
area fully occupied throughout the reporting period

o Number of students — Enter the number of students occupying the asset on a
typical working day during the reporting period

o Number of workstations — Enter the total number of work spaces typically found
in the asset during the reporting period. Workstations would typically comprise an
area ouffitted with equipment and furnishings for one worker, usually including a
computer.
» Once the tab has been completed, select the appropriate finalising button.

Note: Mandatory fields will need to be completed before measurement registration is finalised

» The Measurement is displayed on the Measurement Management Menu.

Home Certificates/Reports ntensnoe
Furchass Credits Organisational Reports Log Off
)
ou gged in 52 Justin Halewood - Portfolio Owner
Orgs on - BREEAM in-Use Team
H S s
You are here: List of Portfolios » UK1 » England » Environmental Building I
Assat Bef Clisnt Reference Assessment  Portfolic Mame Portiolic Date Version Date Agsessor Auditor Status
Ref I'\‘.snsﬁa Modified Submitted
— S—
ASTO0000848 Environmental Building BILOD000E18 LT M Thorpe 0512010 2009 J Halewood

Fagss: Fags

lzon Definition

-
- Details |«n- Assign Assessor/Auditor | (- Re-Certify
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10 Transfer an Asset between portfolios

BREEAM In-Use Online

» Use the ‘You are Here’ trail to access the Asset Management Menu.

» Click on the Transfer Assets link to the bottom of the page.

Homs Certificates'Reports User Maintenancs

Purchase Credits Crganisations| Reports Log Off

You sre iogged in sz Justin Halewood - Portfolio Owmer
Organizstion . BREEAM in-Use Team

-
You are here: List of Podfolios » UK1 » England I
Meodified
Assat Ref Client Reference Portiolio Name Postfolio Manager D—Ihla Details
g
ASTO0000848 Environmental Building (1 54) Matthaw Thorpe 05/12/2010
Fagss: 1 Fage : 1
Register I-le').r!-‘.ss{i Transfer Assets | Pplead Asset/Environmental Data From Template
Terms of Use | Copynight BRE Global Ltd 201

» The Asset Transfer Menu is displayed and provides a quick way of moving Assets between

Portfolios.
Home Certificatzs/Reports User Maintenance
Purchase Credits Orgsnisstionsl Reports Log Off
Lo = Justin Halewood - Portfolio Owner
o 7 - BREEAM in-Use Team
-
You are here: List of Portfolios » UK1 » England » Transfer Assets to Another Porifolio 1
Client Reference Numbser Posticlic Neme Asset Raf Portfolio Mansger Date Modified Transfer

Enviranmental Building LKA ASTO0000848 W Thorpe 0512201

Frevious

te: |dentical Client Reference Numbers will not be transfered

Terms of Use | Copyright BRE Global Ltd 2040

» Select the tick boxes of all assets to be moved in the Transfer column
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Home Certificates’Reports User Maintenance
Purchass Credits Ovrgsnissticnsl Reports Leog Off
.
Logged in 52 Justin Halewood - Portfoiio Owmer
Crgsnizstion .| BREEAM in-Use Team
-
You are here; List of Portfolios » UK1 » England » Transfer Assets to Another Portfolio I
Client Reference Number Puodtfolio Name Asset Raf Portfolio Mansger Date Modified Transfer
Envirenmental Building LK1 ASTODODDS48 M Thompe 05/12/2010

Transfer 4

Previous

Maote: Identical Client Reference Mumbers will not be transfered

Terms of Copyright BRE Global Ltd 2010

» Use the Transfer to drop down list to select the Portfolio where the Asset(s) are to be moved.

e Click the 0 button to confirm the move.

» Users are then taken back to the Asset Management Menu for the Portfolio where the asset was
previously contained.

Home Certificates/'Reports User Maintenancs

Furchass Cradits Crganisastionzl Reports Log Off

| in &2 Justin Halewood - Poertfelic Owner
n . BREEAM in-Use Team

~,

You are here: List of Portfolios » UK1 » England

Modified

Diate Details

Asset Raf Client Refersnce Puostfolio Name Postfolic Manager

» Use the “You are here’ trail access the home screen, where the Portfolio the Asset is now held
within is displayed.
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Home Certificates/Reports User Maintenance
Purchase Credits Organisaticnsl Reports Log Off
You sre logged in sz Justin Halewood - Portfolio Owner
Crgsnization - BREEAM in-Use Team
.
‘fou are here: List of Porifolics » UK1 » UK1 ‘!
Assat Ref Client Reference Partfolio Name Portfolio Manager Daic Details
AST0O0000848 Enviranmental Building (815} Matthaw Thorpe 05/12/2010 e
Page : 1

Fagss: 1

Register New Asset | Transfer Assets | Upload Asset’'Envirenmental Data From Template

Terms of Use | Copynght BRE Global Ltd 2010

Repeating the process will move the asset back to its original Portfolio.

The user can transfer the assets between Portfolios and Sub Portfolios.
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11 Importing Asset and environmental data.

Coming Soon !
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12 Using the Asset Pre-assessment Dashboard

» Clicking the Assessment Ref on the Measurement Management Menu, to display the

Scores Dashboard.

=d in a2 Justin Halewood - Portfolic Owner
on - BREEAM in-Use Team

You

Orgs

Home

Furchase Credits

You are here: List of Portfolios » UK1 » England » Environmental Building

Assat Bef Clisnt Reference

et

ASTO0000E48 Environmental Buildi LOD000ETE LT

Fages: 1

lzon Definition

Assocsment  Portfolic Name

Bortfolic Date  Version
Manager Modified
M Thorpe 0512010 2009

Certificates/Reports

Organisational Reports

Date Asgsessor

Submitted

User Msintenance

Log Off

=)

by

» The Scores Dashboard is used to manage the measurement of the asset against KPIs
and pre-assessment against BREEAM In-Use.

Home

Purchasse Credits

in a5 Justin Halewood - Porfoiio Owner
EAM in-Use Team

UK1 » Englend » Environments! Building » Scoring

Cantifizates Raparts User Mzintznance

Grganisstional Reparts Log off

ronmental Building
: Office

o UK

Building reference number 1 ASTO0000646
Year : 1990

KF1 Description
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» The dashboard is split between three tabs:

121 KPI Scores

» The KPI Scores tab provides a summary of the asset’s performance against 10 KPls
(shown above).

o Performance is determined by data either:
o Uploaded to the system using the Environmental Data Template,
completed offline - coming soon!
o Uploaded to the system using an Intelligent PDF questionnaire,
completed offline.
o Inserted to the system using the online questionnaire.

12.2 BMD

» Using information provided at the Asset Log and Measurement Registration, the BMD
(Building Master Data) tab provides a an easy to access summary of the Asset’s
characteristics in a set of expandable sections.

Homse Certificates/Reports Usar Maintenance
Purchase Credits Organisaticnal Reports Log Cff
logged in sz Justin Halewood - Fortfolie Owner
n - BREEAM in-Use Team
.
UK1 » England » Environmentsl Building » BDM I
= i Activities
KPS = BREEAM Scores
Asset : Environmental Building a
Asset Type - Office g Vi Soors
Country TUK
Building reference number  ASTOO000646 i ) )
Year - 1990 Cnline Quastionnaire
Download Questionnaire
Asset Details +
H Upleoad Questicnnair
&l ror File
Occupancy Details +
@ Submit Assessmen
Asset Dimensions +
Edit Aszet Da
Building Details " Edit Assessment Diata
Ten Uss | T RE G Ltd 2

12.3 BREEAM Scores
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The BREEAM Scores tab provides a dynamic update of the Asset’s pre-assessed
performance against the three Parts of BREEAM In-Use.

Note: An Exam Pass ID (EPID) must be entered to allow access to the BREEAM In-Use
dashboard. To obtain an EPID, Client users must first undertake and pass a basic

online exam — for more information please visit http://www.breeam.org/inuse.

Hame Certificates/Reports User Maintenance
Purchase Credits Organisationsl Reports Log Off
¥ logged in 5= Justin Halewood - Portfolio Owner
o sticr - BREEAM in-Use Team
.
‘You are here: List of Portfolics » UK1 » England » Environmental Building » Breeam :
Activities
KF) Soores o R [ view Sco
| Asset
| Asset
[z Cnline Questionnai
| Country
| Building reference number - ASTOODODE4E
| ¥ear - 1990 Download Questi i
FOF Fil
1. Asset Score - - <o oy H,:I:sc CQuestionnairs
2. Building Management Score &) suomita
3. Organisation Score it .
Edit A= Da

12.4 Tasks List

» The Tasks list to the right of the Asset Measurement Dashboard (in the red box
above)provide access to the functions outlined below:

o View Score — Takes users to the Scores Dashboard.

o Pre-assessment reports detailing the unverified performance of the asset
against KPIs and BREEAM In-Use can be viewed.
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Home Certificates Reports User Maintenance

Furchase Credits Organisationsl Reports Log Off

f'ou are here: List of Porfolios » UK1 » England » Environments| Building » Scores Da

ey

Ha Certificate/Report type Wiew

o Asset Rating Scores

2. Building Management Rating Scores

4, KPl Report
5. BREEAM In Use Rating and KPl Summary

o
A4
3. COrganisational Rating Scores u
V4
L4

T
a0
m
o

o The following reports and score sheets are available:

Note: Reports and score sheets can be viewed at any time while a measurement’s
status is With Assessor. Once a KPl measurement and/or BREEAM In-Use pre-
assessment has been submitted for verification (With auditor) the Scores Dashboard
cannot be used again until the measurement’s status is certified.

Note: Only unverified KPI Reports are available to Users without a valid EPID.

Report Description

1. Asset Rating Scores Based upon the pre-assessment, a visual and textual
summary of the Asset’s unverified performance
against Part 1 of the BREEAM In-Use Standard (BRE
Environmental & Sustainability standard BES 5058).
This quantifies Asset performance — the inherent
characteristics of the building based on its built form,
construction and services.

2. Building Management Rating Based upon the pre-assessment, a visual and textual
Scores summary of the Asset’s unverified performance
against Part 2 of the BREEAM In-Use Standard (BRE
Environmental & Sustainability standard BES 5058).
This quantifies Building management performance
— the management policies, procedures and practices
related to the operation of the building; the
consumption of key resources such as energy, water
and other consumables; and environmental impacts
such as carbon and waste generation.

3. Organisational Rating Scores Based upon the pre-assessment, a visual and textual
summary of the Asset’s unverified performance
against Part 3 of the BREEAM In-Use Standard (BRE
Environmental & Sustainability standard BES 5058).
This quantifies Organisational effectiveness — the
understanding and implementation of management
policies, procedures and practices; staff engagement;
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and delivery of key outputs.

4. KPI Report Based upon the measurement, a textual summary of
the Asset’s unverified performance against 10 KPIs of
environmental performance.

5. BREEAM In-Use Rating and Based upon the measurement and pre-assessment, a
KPI Summary summary rating of the asset’s unverified performance
in all sections of BREEAM In-Use, in terms of 1 star
(Acceptable), 2 stars (Pass), 3 stars (Good), 4 stars
(Very Good), 5 stars (Excellent) or 6 stars
(Outstanding)

AND

Textual summary of the asset’s performance against
10 KPIs of environmental performance

Note: This is an unverified score. To download verified Reports or Certificates, you
must have your KPl measurement or BREEAM In-Use pre-assessment verified by a
licensed Auditor.

o Press Previous to return to the Scores Dashboard

o Once verified by an Auditor, in addition to reports above, users can also
download verified KPI reports or BREEAM In-Use certificates. All reports and
certificates are generated in PDF format, and can be saved locally and/or printed.

» The Online Questionnaire allows environmental data to be uploaded to the KPI

measurement as well as providing access to questionnaire that drives pre-assessed
scores against BREEAM In-Use.
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Home Certificates/'Reports User Meintensnoe

Furchass Credits Crganisationsl Reports Log Off

gged in se Justin Halewood - Portfolic Owner
ion . BREEAM in-Use Team

‘fou are here: List of Portfolios » UK1 » Envitonments| Building » Online Questicnnaire

Answers Assessor Comments Auditer Comments

g e~y L )

o~y

by

* The questionnaire is split between four tabs:

o The KPI tab (shown above) provides an option to upload operational
consumption data in areas covering Transport, Waste, Water and Energy and
results in a KPI measurement.

Note: Please see the BREEAM In-Use scoring methodology document to understand
how KPIs are calculated.

o Insert required consumption data to questions using the Answers column (not all
questions will be applicable to your asset).

o Insert any other comments to free text fields within the Assessor Comments
column. Clicking these fields will bring up a free text typing window. Once
complete, users should click the Add to form button; text will then be added to
the field — this can be edited by following the same process. This is a free text
area for users to insert references to documents (possibly stored at a shared-
access info portal site) and other evidence that confirms compliance with the
question and answer given. Completing this information as thoroughly as possible
will help an Auditor verify the measurement/pre-assessment.
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User Maintznance

Log Off

21 Untitled Page -- Webpage Dialog

IElease see policy held on infoportal

Add to form

htkp: fibetatesting, breeaminuse . 0 Internet

Haoms Certificates/Reports
Purchase Cradits Orgsnisstionsl Reports
You sre logged in a2 Justin Halewood - Portfolio Owner
Qrgsnizstion . BREEAM in-Use Team
You ars hers: List of Portfolics » UK1 » Envirgnmentsl Building » Online Questionnaire |zite wwww.breeam.org/inuse
KF| ASSET
Material Transport Enengy Land
HNo Question Answers
i ut to redlify the . =
WMAT020002] i =ntified by the condition [ All ~1 L
sunvsy
- .
MATOZ20004 ! Is there 5 maintenance pelicy in place? |st vl ! r
® Has .
MaT020007 [res ¥ 7 | |
MATO20008F o e <7 |
= Vi, L I 1
IMATOZ000 [res vq | |
-
MATOZ0015 [res v 1 | |

Free text fields within the Auditor Comments column allow auditors to feedback

recommendations to the Client after a measurement or pre-assessment is

Temns of Use'| Copyright BRE Global Ltd 2010
(@]
released for verification.
(@]

At any stage pressing the Save button will ensure inputted data is stored in the

questionnaire should users need to navigate away from page or complete the

questionnaire at a later point.
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What iz the total businessideliveries

BREEAM In-Use Online

= [ransport burden of your operations inthis | 1. 1
HiE S0 I buildingizite =mall bulk carrier (deadweight - b | I L 1
1720 tonmes)?
what iz the total businessideliveries
* transport burden of your operstions in this -
TRANSOO03 o
I building/=ite large bulk carrier (desdweight - © | I l

14201 tonnez)?

What iz the total businessideliveries

transport burden of your operations inthis | -4
buildingisite very larae bulk carrier 2 | I |
[deadweight - 70000 tonnes)?

wWhat iz the total businessideliveries

transport burden of your operstions in this o 1 = 1
buildingzite small cortainer vessel L . I L |
(deadweight - 2500 tonnes)?

What iz the total businessideliveries

tranzport burden of your operations in this o | i |
building/site large container vessel -

(deadweight - 20000 tonnes)?

What iz the total businessideliveries

transport burden of your operations inthis | -
building/=ite air freight long haul fonne km o | I |
FEr Annum)?

What iz the total buzines sideliveries

transport burden of your operations in this o ] i I |
building/site air freight short haul (tonne km © '

fEr annum)’?

what iz the total businessideliveries

.
TRADZO00S I

TR&030009 F

TRAGZO00S i

TRADI000S F

TRANI000S F

* transport burden of your operstions in this -
et I buildingf=ite air freight domestic (tonne km o | 1 |
PEr annum)’?
Sawve & Exit Mext

o The Save & Exit button saves all inputted data and takes users to the Asset
Assessment Dashboard

o The Undo changes button will clear the questionnaire of unsaved data

o Pressing Next will take users to the next category tab

o Pressing Back will take users to the previous category tab

o The same functionality can be found within BREEAM In-Use ASSET, BUILDING
MANAGEMENT and ORGANISATION tabs although it is important to note that

Answers are typically given by selecting from a drop down list of pre-defined
options
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| Home Certificates/Reports User Maintenance
] 1 r i Furchase Cradits Crganissticnzsl Repor Log Off
- \ 11
You are logged in 52 Justin Halewood - Portfolic Owner
Crgsnizafion . BREEAM in-Use Team
-
You are here: List of Porffolies » UK1 |k Environmental Building » Online Questionnaire l
KPR ORGANISATION
Material Transport Mats Health Follution Land Uss
No Question Answers Assessor Comments Auditor Comments

o

i orks camied out to rectify the
t-,1ATIJED:I:TEI issuesidefects identified by the condition

survey?
-

t-.!ATGEIJCI!]‘-I Is there & maintenance policy in place?
= Has sl| advice provided by the sscurity

MATO20007 1 i

sof, been addressed?

Has an intr

ef alarm system been fitted,
®* and if so was the intruder alarm system
MATO0Z0008 ] | SN
1 instslled and maintained oy 8 company
by NS| or SSAIB?
intruder alarm system connected to
e manned centre?

-
MAT CIE’JCI!]BI

alarm system connected to 2

MATO20015

iy

remote manned centr

- Szlzct Anzwer —

e Salact Answar e

Don't know : |
Mg I
An action plan is in place whi i |
Cnly key issues identified hav |

Hey issues have been addressed |
All |
Cther Kev issues have been addressed and an action plan
confirms when the remaining issues will be addressed
.
|—- Selact Answer —— vlt |
[ — IF [
— Selact Answer —— | ‘!

Save & Exit Undo changes

o Once the Online Questionnaire has been completed users return to the Asset
Assessment Dashboard using the ‘You are here’ trail

o Summary performance within both Scoring and BREEAM Scores tabs are

updated dynamically

gged in a2 Justin Halewood - Portfolic Owner
1. BREEAM in-Use Team

Home Certificates/Reports

Purchass Cradits Orgenizstionzl Reports Log Off

Adtivities

Aszet : Environmental Building
Asset Type : Office

Country UK

Building reference number - ASTODOO064G

Year - 1990

1. Asset Score

2_ Building Management Score

3. Organization Score

/' Edit Asset Data

¥ Edit Assessment Data

User Maintenanos
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12.4.1 Download Questionnaire

o The BREEAM In-Use questionnaire allows BREEAM In-Use pre-assessment
questions to be remotely answered offline.

Home Certificates/Reports User Maintenance

Purchsss Cradits Orgsnissticnsl Regerts Leg OF

i Aszet : Environmental Building
| Aszet Type - Office
Country UK
IEuiIaing reference number - ASTODOO064G
i‘.’ear - 1990
1. Asset Score s 7 7 A r2em) ﬁ Upload Questionnairs
2. Building Management Score fe el 63y @ Submit
o A A
3. Organisation Score she o o Ao A
Edit Assessment Data

o This task downloads an intelligent PDF questionnaire for users to save to into the
specific folder or directory created in relation to BREEAM In-Use.
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Home Certificates/Reports User Maintenanoce
Furchess Cradits Owganisationsl Reports Log Off
logged in 527 Justin Halewood - Portfolic Owner
7. BREEAM in-Use Team
=
You are here; List of Portfolios » UK1 » England » Environmental Building » Scoring l

ivities

— = 3
RSl == File Download
Azzet =
Aszet Type - Off S View Scors
? jod
Country UK Do you want to save this file?
Building reference number : AS]
Year S 19 = Mame: BIUQuestionnaire, pdf
i k| Type: Adobe Acrobat Document, 528KE
KP1 Description
From: betatesting.breeaminuse.org.uk Download Questionnaire
KPI 1 Building 04 (kgCO22q pa per * [FDF File)
Save | Carcel |
KPI 2 uilding €07 (hgC0zeq pa pe = J | | 1 Upload Questicnnaire
WPt 3 Business transport (02 (keCOx P
a et . 2 )E;:’ri:_-h EEEmE
i ] *while files from the Intemet can be useful, some files can potentially
S N harm your computer. |f you do not trust the source, do not save this
s: = file. Wwhat's the rizk?
laoods Edit Asset Data
Pl 4 Staff commute CO2 (kegC022g pa per i GlA) © Inzufficient Data
Edit Assessment Data
KPI 5 Total {07 (kglloeg pa per m* GlA) : Inzufficient Data

Note: The BREEAM In-Use questionnaire covers only the Asset and Building
Management Parts of BREEAM In-Use although as some questions are shared between

Parts, an Organisational rating may be generated.

o Once complete, the BREEAM In-Use questionnaire is uploaded to the system
using the Upload Questionnaire task on the Asset Assessment Dashboard
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Home CertificatesReparts User Maintenanos
Purchase Credits Crganisational Reparts Log Off
You are logged in sz Justin Halewood - Portfolio Owner
Or EBREEAM in-Use Team
-
e: List of Portfolics » UK1 » England » Environmental Building » Sooring l

RE

Ea—

Asset < Environmental Building
Asset Type = Office [ view Score
Country S UK
Building reference number - ASTODOODE4S
Year - 1990
KP1 Description Score
KPI1 Building CO2 (k2C0q2q pa per m™ GIA) = nsufficient Data
KP12 nsufficient Data
KP13 nsufficient Data

ent Data

=nt Data Edit Asset Data
KP4 ent Data

Edit Azzessmant Dsta

KPS ent Data
Pl &
KP17 Water consumption (cubic meters pa per m~ GIA) -
KP1 8 Total Waste (tonnes waste pa per m~ GlA) - Insufficient Data
P19 Proportion to landfill (%) Insufficient Data
KP1 10 Proportion recycled (%) - Insufficient Data

Note: Uploading the BREEAM In-Use questionnaire will overwrite all data previously
entered for the KPl Measurement or BREEAM In-Use pre-assessment. Once replaced,
this data cannot be retrieved.

o Summary performance within both Scoring and BREEAM Scores tabs are
updated dynamically
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Certificstzs Raports User Maintenance

Crgenizstionsl Reparis Log OFf
- = 7 = i >
You are here: List of Portfolics » UK1 » England » Environmental Building » Bresam 1
Activities
KP| Scorss BMD [} view Score
Aszet - Envirenmental Building
Aszset Type : Office iy o
Country UK j Online Luestionnaire
Building reference number : ASTOODDODG46
Year £ 1990

1. Asset Score

3 usicad Questionnaire
Ao (428 ) & suomit Assessment

2. Building Management Score

3. Organisation Score

Edit Asset Data

Edit Assessment Data

Previous

12.4.2 Edit Asset Data

o Takes users to an editable version of the Asset Logging Registration Form,

enables users to quickly amend fixed asset details.
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in &z Justin Halewood - Portfolie Owner
r : BREEAM in-Use Team

; List of Portfolics » LK1 » England » Modify Asset

Py

BREEAM In-Use Online

Divizion: UK
Portfolio Owner: Justin Halewood
Portfolio Manager:Matthew Thorpe

Aszet Details

Asset Reference:ASTOD

64t

Registered On:05 December 2010
Organization:BREEAM in-Use Team

jClient Reference: cnmental Building

iAsset Description:|

Full Asset Address

iYear built:1320

iAsset/Unit Reference:|Building 15

iAddress Line1:[BRE Watford

iAddress Line2:

iAddress Line3:

iAddress Lined:

iLocal area name:{Garston

i Country:{ UK

|

1 Town/City:[Watford

i County/Region:| Hertfordshire

jother County/Region:

iPost Code/Zip Code:WD25 93X
Basic Asset Details

FAsset Type:| Cffice

~|

iAsset Sub Type:| Cffics [ *
fls this ass=t a whole building or part of the building:|Whale building

iPlanning Restrictions:| No Flenning Restrictions

Submit & Exit

Terms of Use | Copyright BRE Globsl Ltd 2010

12.4.3 Assessment Submission Menu

* The Assessment Submission Menu allows users to close the reporting period the

measurement or pre-assessment has been used for by applying for either

o Anunverified KPI Reports,

o Verified KPI Report and/or BREEAM In-Use certification.

» The Menu includes options to:
o Apply for Self Assessment or

o Certification
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Home Certificates/Reports User Maintenanos Crgsnizstiznsl Raports
Purchase Cradits

ged in &= Justin Halewood - Portfolio Ownmer
EREEAM in-Use Team

You are here: List of Portfolios » UK1 » England »

Environmentsl Building » Submit Assessment

~.

APPLY FOR

0 Self Assessment @ Certification

CERTIFICATE/REPCORT OPTION
No Certificate/Report type
Asszet Certification

Building Certification

Organisation Certification

Apply for KP| Report

EIIEIEE

o M

ASSIGHN TO AUDITOR

iEiE‘-IE.qIBEE Simen [ Asset Services [/ 8 »

Confirm

Selecting Self Assessment will mean users are able to apply for an unverified KPI
Report only.

Note: Pressing Yes will mean the measurement is locked and cannot be altered. A new

measurement must be registered to continue monitoring the performance of the asset
during a subsequent reporting period.

Cerificates/Reparts Usar Maintznance Organisstionsl Reports

You sre logged in s2; Justin Halewood - Portfolio Owner
Crgsnizstion - BREEAM in-Use Team

You are hese: List of Portfolios » UK1 » England » Envircnmental Building

» Submit Assessment

~,

APPLY FOR

@ Self Assessment O Certification

CERTIFICATE/REPORT OPTICHN

No Certificate/Report type

Select
1. Asset Certification

I VBScript

9

. ou have applied for Self Assessment. Only a KPI report will be generated. Would vou like ko continue?

Cancel Confirm

Pressing Yes in the pop up window will take users to the Measurement Management
Menu.
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BREEAM In-Use Online

Home Certificates'Reports User Maintenance
Purchase Credits Organisational Reports Log Off
sz Justin Halewood - Porifolic Owner
n : BREEAM in-Use Team
.
You are here: List of Porfolios » UK1 » England » Envircnmentsl Building I
Asset Ref Client Reference Assecsment - Podfolio Mame Portfolic Date Vermion Date Azzzssor Auditor Status
Ref [Mensgsr Maodified Submitted
cnmental Building BILD0000518 LK M Thorps 2009 P Brown Ce b

lcon Definition

- Details |.h- Assign Assessor'Auditor | - Re-Cartify

e The measurement is now locked.

» By clicking the measurement reference number users are automatically taken to the
Scores Dashboard where all reports can be downloaded (but not BREEAM In-Use
certificates) in PDF format.

Home Certificates/Reports User Msintenance

Furchazs Cradits Orgenissticnal Reports

.. E[EX

ged in 52 Justin Halewood - Portfolio Owner File Edit View Document Tools Window Help
BREEAM in-Use Team

B 9 eell oo

You are here: List of Portfolios » UK1 » England » Environmentsl Building » View Soores
Ho Certificate/Report type View Dthamioad 'a C*j - R
1. KPI Report [+ ]
2. Asset Rating Scores 0 | =}
2. Building Management Rating Scores ® [ ]
4. Organisstional Rating Scores [v] ]
5. BREEAM In Use Rating and KPI Summary (é) [ <]

Note: Once a measurement has been submitted for either Certification or Self
Assessment, the Scores Dashboard can no longer be accessed.

» Pressing the Re-Measure button will create a new measurement record for the Asset.

Note: Registering a new measurement for you asset will lead to your account being
debited 1 Credit, so make sure you only press this button when ready. Measurements
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remain live for 12 months or until the point an unverified KPI report or Auditor
verification is applied for, whichever is sooner.

s Certificates/Reports User Maintenancs

Purchass Cradits Crganisstionsl Reports

b
gged in s2 Justin Halewood - Portfolio Qwner
BREEAM in-Use Team
-
You are here: List of Porifolios « WK1 » England » Environmentsl Building l
Aszet Raf Cliznt Rsfersnce Azssessmant  Pordfolio Name Poitfolic Date \ersion Dsis Azssssor Audiper Status
Ref IManager Modified Submitted | A

ASTO0D00E48 Enviranmental Building BIL00000818 UK1 M Thorpe  OE/12/10 2009 F Brown [certified| [
Pages: 1 Page: 1

Icon Definition

i- Dtails |.21- Assign Assessor/Auditor | g Re-Certify

=

I
3

in

i
l

2 | Copyright BRE Global Ltd 2010

» If insufficient account credit is available, when clicking on the Re-Measure button, users
will need to first top-up their account by clicking the Purchase Credit link on the Control
Panel.

SHOPPING CART

You hawve 12 remaining in your account

Total
—

|e190.000
£150.000

Feies

e Select the number of credits you wish to purchase and proceed to the online payment
using a secure online credit card process.

* Return to the Measurement Management Menu and press the Re-Measurement button.
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BREEAM In-Use Online

Home

Furchese Credits

Certificates’Reports

User Maintenance

Log Off

breeam

You are logged in se Justin Halewood - Pertfolio Qwner

Crganissticnal Reports

Crganizstion . BREEAM in-Use Team
3
You are here; List of Portfolios » UK1 » England » Envircnmental Building l
Aszet Ref Client Refersnce Assessment  Perdfolic Mame Portfolic Date  Version Daste Azzessor Auvditor Status
= e e
With y
ASTO0000648 Enviranmental Building BILKO0000520 K M Thorpe 081210 2009 P Brown " el
e T A Assessor
— — - m—
ASTO0000%48 Environmentsl Building BILD0000618 UK M Thorpe 06M2M10 2009 P Brown Re-Certify g
Pages: 1 Page : 1
lcon Definition
gl- Detsils |%-A55igr. Aszessor/Auditor | Re-Certify

Tems of Use | Copyright BRE Global Ltd 2010

* A new measurement record is created. All data is copied over from the previous

measurement.

breeam

You are logged in sz Justin Halewoed - Pertfolio Owner
Crgan rn . BREEAM in-Use Team

You ars here:

of Portfolios » UK1 » England » Envircnmental Building » Bresam

Home Certificates/Reports User Maintenance

Furchase Credits Organisationsl Reports Log Off

~

Aszet : Environmental Building
Asset Type - Office

Country UK

Building reference number - ASTOOODDOG4E

Year - 1990

Questionnaire

4 Downloed Questionnaira

1. Asset Score

2. Building Management Score

3. Organisation Score

6 Upload Questicnnaire
0 Submit Assessment

§/ Edit Assst Data

_;‘J Edit Azsessment Data

c P,

Copyright BRE Global Ltd 2010

Term:
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Update the variable measurement details including reporting period dates by pressing the
Envelope Icon on the Measurement Management Menu.

Home Certificates’Reports User Maintenance
Furchess Cradits Crganissticnal Reports Log Off
=d in sz Justin Halewood - Pertfolic Owner =)
r . BREEAM in-Use Team
‘fou are here: List of Portfolios » UK1 » England » Envircnmental Building i
Asset Ref Clisnt Refersnoe Assessment  Pordfolic Name Portfolio Dsts  Version Dste Azsessor Auditor Status
Bef Mansger Modified Submitted
ASTO0000648 Enviranmental Building BILKO0000520 K M Thorpe  08/12/10 2009 P Brown
AST00000848 Envircnmental Building BIUD0000818 UK M Thorpe 06M2/10 2009 P Brown
Fage Fage
lcon Definition
b~ Details |.h-.'—".s;i;-‘ Aszessor/Auditor | '\‘ni’ Re-Certify
Tems of Use | Copyright BRE Global Ltd 2
Update the variable measurement details, including reporting period dates, by pressing
the Envelope Icon on the Measurement Management Menu.
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Hems

Furchass Cradits

sz Justin Halewood - Portfolic Owner
EEAM in-Use Team

Cartificates/Reports

Orgsnissticnal Reperts

e: List of Postfolios » UK1 » England » Environmentsl Building » Modify Assessment

User Msintensnoce

Log OFf

ey

gn Assessment:| justin Hsl

i

fPlanming Reeri:l:iens:! No Planning Restrictions

=

Reporting Period
iStart date for reporting period (DD/MM

iEnd data for reporting period (DD/MM
Aszet Dimensions

iwidth (external§m):10

iLength (external){m):[20
IHeight (floor to floor height){m):{12
Joinit Beimiching S| | -

iMo of floors above ground:|2
e ok oo Baetoive rrcmat a0

§Gross lettable area of building(m?):800
fGross Internal Area (m2);

fHard landscaping areafm
iSoft landscaping areltmi]:iz:l |

Activity Details
Net Floor Areainm®

iData centre:|
iCar park:
iChanging facilities with shower:

=)

iCirculation:|2
iFitness studio-
iFitness suite:
i0ffice areaz(700
iLoungez(80

iPlant room:{50
iReception:]
iServer room;|

iStorage area - ambient:[20

iToilet:20
ADDITIONAL INFORMATION

reporting period.

12.4.4 Pre-Assessment Verification

Complete the KPI measurement and/or BREEAM In-Use pre-assessment for that

» KPI measurement and/or BREEAM In-Use pre-assessments completed within the Client’s
account must be verified by a BREEAM In-Use Auditor before a verified KPI report or

BREEAM In-Use certificate can be issued.

» Select the Submit Assessment option on the Scores Dashboard task bar.

» Selecting Certification open options in the CERTIFICATE/REPORT OPTION tick list

below.
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Purchese Cradits Loy

Home Certificstes/ Reports User Maintsnanos Crgsnizatiznzl Reperts

Off

3
g

e logged in sz Justin Haleweod - Portfolio Owner

Qrgsnizstion . BREEAM in-Use Team
You are here: List of Porifolios » WK1 » England » Environmental Building » Submit Assessment i
APPLY FOR
0 Self Assessment @ Certification
SCERLEICATE BERORT OETION

No Certificate/Report type Select

1.  Asset Certification E

2. Building Certification [

3. Organisation Certification [¥]

4. Apply for KPI Report

AS5SIGN TG AUTHTOR

» Select options to apply for:

Certificate

Description

1. Asset Certification

Formal certification against Part 1 of the BREEAM In-
Use Standard

2. Building Certification

Formal certification against Part 2 of the BREEAM In-

Use Standard
3. Organisation Certification Formal certification against Part 3 of the BREEAM In-
Exiting Use Standard

4. Apply for KPI Report

Textual summary of the asset’s verified performance
against 10 KPIs of environmental performance

» Select the auditor you wish to release the pre-assessment to. Preferred individuals are at

the top of a drop down list of all licensed auditors.
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ASSIGHN TO AUDITOR

KPI Report

ERIRSg] ©

tmij Carlbre / 2600

ent/ 3805 KZ

ndall / EC1N 8BTS

terman Energy, Envirenment and Design / M2 5QR
.- SIH

BRYAMN Richard / Vs
! Grontmij
Bamett & B

vid A Env

* Once the Menu has been completed, users pressed either Cancel or Confirm

Note: A pop up box will appear once Confirm has been pressed. This will warn users
that the pre-assessment is about to be submitted electronically to the selected auditor.
Once submitted, the pre-assessment is locked and is not editable by anyone within the
organisation.

Home Cerificates/Reports Us=r Maintenznos Crganissticnsl Reports

Purchase Credits Log Off

egged in sz Justin Halewood - Portfolic Owner
tion - BREEAM in-Use Team

Py

You are here: List of Porifolios » UK1 » England » Environmental Building » Submit Ass:

APPLY FOR
© Self Assessment @ Certification

CERTIFICATE/REPORT OPTION

No Certificate/Report type Select
: s e =
I VBScript
€ |,  ‘ou are about ko apply for certification of this assessment. If Yfes is clicked, the pre-assessment will be submitted online for suditing by 'BEVERIDGE
N Siman | Asset Services | a' Once submitted, the pre-assessment will be locked, and will nat be editablz by anyane within vour organisation,

Pre-assessments must be re-registered once certified, charged at the reqgistration fee in place at the time of purchase (see BREEAM In-lUse fee
available from the BREEAM In-Use website for more information), Further certificates or KPI reports cannot be obtained until re-registration has
accurred. Please ensure that you have selacted all certificates and reparts required befaore you continue

w o |

Cancel Confirm

Note: Ensure that you do not have any outstanding work to do on the pre-assessment
before confirming submission as after confirmation the pre-assessment cannot be
amended.

* Users are then taken to the Asset Management Menu
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User Maintenance

Homs Certifi

Purchase Credits Organissticnal Reports Log Gff

lustin Halewecod - Portfolic Owner
n-Use Team

Py

You are here: List of Portfolios » UK1 » England » Environmental Building

Asset Ref Client Reference Assessment  Postfolio Name Postfolic Date Wersion Date Assessor Auditor Status
Ref Idsnsger Modified Submitted
ASTO0000848 Environmental Building BIUDD000220 LI M Thorpe 0812410 2009 08/12M10
ASTO0000848Envircnmantal Building BILD0000918 L M Thorpe 0612110 2009
Pagss: Fags

Icon Definition

i- Details | :h Aszzign Assessor/Auditor | & P=

» The Menu is automatically updated to so that the assigned Auditor's name is now show in
the Auditor column.

» The Status column is updated to With Auditor.

» The assigned Auditor can be changed by clicking the name within the Auditor column.
This opens a drop down column of all licensed auditors from which to choose.

Note: Only reassign the measurement record if you are sure you wish to do so.
Reassigning will cause the measurement to be removed from the account of the
Auditor previously selected.
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breeam

You sre fogged in 52 Justin Halewood - Portfolio Owner
COrgsnizaiion : BREEAM in-Use Team

BREEAM In-Use Online

Home

FPurchase Credits

You are here: List of Portfolios » UK1 » England » Environmental Building

Aszet Pef Client Reference Asses=ment Postfolio Mame

AST00000848Envircnmental Building BIL00000820
AST00000848Envircnmental Building BILFOD000818

Pages 1

(lcon Definition

- Details | &- Assign Assessor/Auditor | @ Re-Certify

Fortfolic

2 e

]

M

Thorpe  08/12/10 2009

Thorpe 08412410 2009

Certificates/Reports

Owrganisaticnal Reports

Dete Vemion Dale  Asesor  Auditor

Submitted
08/1210 P Brown

P Brown

User Maintenance

Log Off

-y

Terms of Use | Copynght BRE Global Ltd 2010

breeam

You are
Orgsn

cgged in & Justin Halewood - Pertfelio Owner
ion . BREEAM in-Use Team

Home

Purchass Credits

You are here: List of Postfolios » UK1 » England » Envircnmental Building » View Scores

Ho Certificate/Report type
1. Asset Certification

2. Building Certification

3. Organisation Certification

4. KPl Report

5. Asset Rating Scores

6. Building Management Rating Scores

T Organisatienal Rating Scores

8. BREEAM In Use Rating and KPl Summary

©
©
©
©

View

cocoCoor

Certificates/Reports

Crganisastionzl Reports

User Maintenancs

Log Off

Py

Terms of Use | Copyright BRE Global Ltd 2010
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Home Certificates/Reports

You sre logged in 5= Justin Halewood - Portfolio Owner

Qrganization - BREEAM in-Use Team

‘You are here: List of Pordfolics » UK » England » Envircnmental Building » W

No Certificate/!

L Asset Certification
2. Building Certification
3. Organisation Certification

KPI Report

4

5. Asset Rating Scores

B Building Management Rating
7

Organisational Rating Scoreg

8. BREEAM In Use Rating and K]

File Download

Do you want to open or save this file?

Mame: .._pdfcertificate_ohvixRKCRjo2QRET.pdf
Type: Adobe Acrobat Document, 326KE

From: betatesting.breeaminuse.org.uk

Open ]’ Save ]L Cancel |

harm pour computer. [F you donot trugt the gource, do not open or

|--"g] While files from the Intemet can be useful, some files can potentially
= zave this file. What's the risk?

Crganisations| Reports

User Maintenance

.~y
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