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HES	  EHES	  E -‐-‐ TOOLKIT	  USER’S	  MANUATOOLKIT	  USER’S	  MANUAL.L. 	  	  

  1.011.01   IINTRODUCTIONNTRODUCTION  
	  
	  
In	   a	   world	   looking	   for	   new	  models	   of	   economic	   growth	   and	   development,	   fighting	   climate	   change	   and	  
adopting	   sustainable	   management	   practices	   is	   no	   longer	   an	   option,	   but	   a	   condition	   for	   survival	   and	  
success.	  	  
	  
After	   three	   years	   of	   extensive	   research	   and	   testing,	   Hotel	   Energy	   Solutions	   (a	   UNWTO-‐initiated	   project	  
made	   possible	   by	   the	   support	   of	   Intelligent	   Energy	   Europe,	   and	   implemented	   in	   close	   partnership	  with	  
UNEP,	   IH&RA,	   EREC	   and	   ADEME)	   has	   developed	   its	   most	   important	   output:	   an	   innovative	   online	  
application	  named	  Hotel	  Energy	  Solutions	  E-‐toolkit.	  	  
	  
In	  response	  to	  the	  challenge	  of	  climate	  change,	  in	  line	  with	  the	  EU	  targets	  and	  the	  2007	  Davos	  process,	  the	  
project’s	  goal	  is	  to	  increase	  energy	  efficiency	  (EE)	  by	  20%	  and	  the	  use	  of	  renewable	  energies	  (RE)	  by	  10%	  in	  
Small	   and	   Medium	   hotels	   (SMEs)	   across	   the	   EU,	   demonstrating	   that	   economic	   growth	   and	   the	  
environment	  can,	  and	  should	  go	  hand	  in	  hand.	  	  
	  
The	   easy-‐to-‐use	   toolkit	   requires	   answers	   to	   a	   short	   questionnaire,	   and	   consequently	   provides	   hoteliers	  
with	  a	  report	  assessing	  their	  current	  energy	  use	  and	  recommendations	  on	  appropriate	  renewable	  energy	  
and	   energy	   efficiency	   technologies.	   It	   further	   suggests	   what	   savings	   on	   operating	   expenses	   hotels	   can	  
expect	  from	  green	  investments,	  through	  a	  Return	  on	  Investments	  Calculator.	  	  
The	  toolkit	  also	  includes	  a	  demo,	  for	  those	  who	  want	  to	  view	  an	  example	  before	  applying	  it	  to	  a	  real	  case	  
scenario.	  	  
	  

HES promotional video	  
http://vimeo.com/29472358	  

	  
	  
	  
	  
	  
	  
	  
	  

  1.021.02   PPURPOSE OF THE URPOSE OF THE MMANUAL ANUAL   
Hotel	  Energy	  Solutions	  can	  assist	  a	  wide	  range	  of	  decision	  makers	  including	  administrators,	  managers	  and	  
staff,	   hotel	   associations,	   organisations	   that	   promote	   sustainable	   tourism,	   relevant	   educational	  
programmes	  and	  other	  groups	  engaged	  within	  the	  hotel	  sector.	  	  
This	   user	  manual	   is	   aimed	   at	   assisting	   the	   public	  with	   the	   use	   of	   the	   e-‐toolkit,	  which	  will	   consequently	  
enable	  the	  evaluation	  of	  opportunities	  for	  the	  application	  and	  establishment	  of	  EE	  and	  RE	  technologies	  and	  
practices.	  	  
	  
The	  manual	   is	  a	  step	  by	  step	  guide	  to	   	  the	  online	  toolkit	  procedure	  with	   illustrative	  screenshots	  for	  easy	  
following.	  
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	  	   1.031.03   LOGIN	  OR	  LOGIN	  OR	  RREGISTER	  EGISTER	   	  	  

The	  web	  toolkit	  can	  be	  accessed	  at	  the	  following	  URL:	  	  

http://hes.unwto.org	  

	  

Press	  “It’s	  free,	  get	  started”	  to	  open	  a	  screen	  requesting	  login	  and	  password.	  	  First-‐time	  users	  must	  register	  

in	  order	  to	  create	  an	  account.	  	  This	  is	  necessary	  to	  utilise	  the	  e-‐toolkit.	  	  

	  

Once	  registered,	  you	  can	  enter	  login	  and	  password	  to	  connect	  to	  the	  e-‐toolkit.	  The	  platform	  will	  request	  

verification	  of	  your	  account	  information.	  

	  

Inside	  the	  e-‐toolkit	  platform,	  you	  will	  see	  a	  “+	  project”	  option	  in	  the	  menu	  that	  allows	  you	  to	  create	  a	  new	  

project.	   	   It	   is	   useful	   to	   note	   that	   you	   can	   have	   several	   properties	   stored	   simultaneously,	   with	   the	  

information	  saved	   in	  your	  online	  account.	   	  To	  consult	  other	  projects,	  go	  to	  the	  “My	  projects”	  tab	  that	   is	  

located	  on	  the	  main	  menu.	  

	  

	  

  1.041.04   FF ILL IN THE ILL IN THE QQUESTIONNAIREUESTIONNAIRE   

To	   start	   working	   with	   the	   e-‐toolkit	   system,	   you	   will	   need	   to	   complete	   a	   questionnaire	   that	   gathers	  

information	   about	   your	   hotel	   that	   is	   needed	   to	   evaluate	   a	   project.	   	   The	   questionnaire	   is	   divided	   in	   the	  

following	  six	  steps	  (each	  explained	  separately	  in	  this	  section):	  

 

Step	  1:	  General	  data	  

Step	  2:	  Hotel	  type,	  occupancy	  and	  staff	  

Step	  3:	  Hotel	  description	  

Step	  4:	  Energy	  Consumption	  

Step	  5:	  Renewable	  Energy	  

Step	  6:	  Energy	  Profile	  
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Step	  1:	  General	  information:	  Give	  your	  project	  a	  title	  (1min.)	  

	  
	  
	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

In	   this	   section,	   you	  will	   need	   to	  define	   the	  name	  of	   the	  project,	   the	   year	  of	   reference,	   and	   the	   country	  

where	  the	  project	  is	  based.	  	  The	  system	  will	  automatically	  fill	  out	  the	  survey	  completion	  date.	  To	  continue	  

to	  the	  next	  section	  and	  store	  the	  entered	  information,	  press	  the	  “Save	  and	  continue”	  button.	  

	  
	  
	  
	  
	  
	  
	  
	  	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

WHAT	  IS	  ASKED	  

• Project	  name	  (the	  name	  of	  your	  hotel)	  

• Survey	  completion	  date	  (automatic)	  

• Year	   of	   reference	   (the	   year	   you	  want	   to	   base	   the	  

evaluation	  on)	  

• Country	  (the	  country	  where	  your	  hotel	  is	  located)	  

	  

WHAT	  YOU	  NEED	  FOR	  THIS	  STEP	  

Know	  some	  general	  information	  about	  your	  hotel.	  
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Step	   2:	   Hotel	   type,	   occupancy	   &	   staff:	   Describe	   key	   elements	   influencing	   your	   energy	  
needs	  (5	  min.)	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

This	  section	  asks	  for	  information	  about	  your	  hotel,	  such	  as	  the	  hotel	  type	  (e.g.	  hostel,	  motel,	  resort	  hotel,	  

inn,	  etc.),	  the	  average	  occupancy	  in	  a	  given	  period,	  the	  number	  of	  guest	  nights	  sold	  during	  the	  last	  year,	  

and	  the	  number	  of	  full	  time	  staff	  in	  the	  same	  period.	  

WHAT	  IS	  ASKED	  

• Hotel	  type	  (e.g.	  hostel,	  motel,	  resort	  hotel,	  inn	  etc.)	  

• Average	  Occupancy	  in	  a	  given	  period	  	  

• Number	  of	  full	  time	  staff	  	  

	  

WHAT	  YOU	  NEED	  FOR	  THIS	  STEP	  

• Consult	  your	  occupancy	  records	  	  

• Consult	  your	  employment	  records	  
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Step	   3:	   Hotel	   Description:	   Gather	   information	   on	   your	   hotel	   building	   and	   geographical	  

area	  to	  determine	  your	  energy	  needs	  and	  opportunities	  (5min.)	  

	  

	  

	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
This	  section	  asks	  about:	  

- Features	  of	  the	  building,	  such	  as:	  year	  of	  construction,	  year	  of	  last	  major	  refurbishment,	  main	  type	  

of	   building	   construction,	   current	   occupation	   of	   building,	   construction	   system	   of	   the	   building	  

(structure,	  walls,	  and	  roof);	  

- Geographical	  area:	  whether	  the	  hotel	  is	  located	  in	  a	  coastal,	  mountain,	  rural,	  or	  urban	  area;	  

- Climatic	  conditions:	  approximate	  number	  of	  months	   in	  which	  outside	  temperature	  exceeds	  30°C,	  

and	  the	  approximate	  number	  of	  months	  in	  which	  outside	  temperature	  is	  below	  10°C;	  

- Hotel	  size	  and	  facilities	  (total	  floor	  area,	  area	  of	  guest	  rooms,	  number	  of	  beds,	  etc);	  

- Type	  of	  package	  offered:	  whether	  the	  hotel	  offers	  full	  board,	  half	  board,	  self-‐catering,	  etc;	  

- Hotel	  star	  rating	  (5	  stars,	  4	  stars,	  3	  stars,	  etc.);	  

- Other	  guest	  facilities:	  whether	  the	  hotel	  has	  a	  restaurant,	  lounge	  &	  bar,	  laundry,	  and	  so	  on;	  

- Air	  conditioning:	  whether	  the	  hotel	  uses	  an	  air	  conditioning	  system.	  

WHAT	  IS	  ASKED	  

• Features	  of	  the	  building	  	  

• Geographical	  area	  	  

• Climate	  conditions	  	  

• Hotel	  size	  and	  facilities	  	  

• Type	  of	  package	  offered	  	  

• Hotel	  star	  rating	  	  

• Other	  guest	  facilities	  	  

	  

WHAT	  YOU	  NEED	  FOR	  THIS	  STEP	  

• Consult	  your	  architectural	  plans	  	  

• Carry	  out	  a	  visual	  inspection	  of	  your	  hotel	  

• Consult	  climate	  charts	  for	  your	  area	  

• Look	  for	  missing	  information	  on	  the	  Internet	  	  

• Consult	  the	  manufacturer	  Consult	  your	  employment	  records	  
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Step	  4:	  Energy	  consumption:	  Show	  all	  the	  energy	  sources	  you	  use	  currently	  (10min.)	  
	  
	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

This	  section	  gathers	  information	  on	  energy	  consumption	  by	  type	  of	  energy,	  such	  as:	  	  

-‐electricity	  (and	  its	  use	  –	  whether	  for	  lighting,	  water	  heating,	  etc.)	  	  

-‐coal	  

-‐district	  heating	  

-‐liquefied	  petroleum	  gas	  

-‐natural	  gas	  

-‐heavy	  oil	  	  

-‐light	  wood	  chips	  or	  pellets.	  	  

For	  every	  option	  selected,	  the	  system	  displays	  additional	  questions	  on	  the	  amount	  of	  energy	  used,	  and	  the	  

units	  used	  to	  measure	  that	  energy	  (e.g.	  KWh,	  m3,	  etc.).	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

WHAT	  IS	  ASKED	  

• Type	  of	  energy	  used	   (coal,	   LPG,	  natural	  gas,	  heavy	  oil,	   light	  wood	  

chips	  or	  pellets	  etc.)	  

• Type	  of	  use	  (lighting,	  water	  heating,	  etc.)	  

• Unit	  (KWh,m3,etc.)	  

WHAT	  YOU	  NEED	  FOR	  THIS	  STEP	  

	  

• 12	  months	  of	  all	  your	  energy	  bills	  
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You	   can	   obtain	   information	   about	   the	   hotel’s	   electricity	   consumption	   from	   your	   electricity	   bills.	   	   These	  

show	  the	  consumption	  during	  certain	  periods	  of	  time	  (in	  KWh)	  –	  see	  chapter	  4.4	  of	  the	  training	  manual	  for	  

more	  information	  on	  how	  to	  read	  your	  hotel’s	  electricity	  bills.	  	  

	  

To	   compile	   the	   information	   requested,	   you	  will	   need	   to	   have	   available	   electricity	   bills	   from	   the	   last	   12	  

months,	  and	  sum	  the	  total	  electricity	  consumption	  for	  each	  period	  (normally	  in	  KWh).	  The	  total	  electricity	  

consumption	   will	   be	   requested	   in	   the	   “Amount	   of	   total	   electricity	   consumed”	   box.	   The	   user	   will	   be	  

requested	   to	   indicate	   the	   type	   of	   use	   of	   this	   electricity,	   e.g.	   it	   could	   be	   that	   the	   hotel	   has	   an	   air	  

conditioning	  system	  that	  is	  powered	  with	  electricity,	  or	  that	  the	  heating	  system	  requires	  electricity	  to	  run.	  

The	  same	  procedure	  has	  to	  be	  followed	  with	  the	  other	  energy	  sources	  or	  fuels.	  
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Step	  5:	  Renewable	  Energy	  Use:	  show	  all	  the	  renewable	  energy	  sources	  you	  use	  currently	  
(10	  min.)	  
	  

	  

WHAT	  IS	  ASKED	  

1. Renewable	  energy	  technologies	  

• Type	  of	  technology	  

• Installed	  capacity	  

• Amount	  of	  renewable	  energy	  generated	  

• Units	  used	  

2. Natural	  resource	  potential	  e.g.:	  

• Access	  to	  a	  river	  

• Water	  flow	  in	  the	  river	  

• Area	  to	  install	  a	  hot	  water	  tank	  

• Enough	  space	  to	  place	  a	  wind	  turbine	  

WHAT	  YOU	  NEED	  FOR	  THIS	  STEP	  

• Gather	  information	  about	  existing	  renewable	  energy	  systems	  that	  the	  hotel	  has	  in	  place	  

• Obtain	   information	   from	   local	   authorities	   or	   regulatory	   entities	   (for	   river	   access	   and	  water	  

flow)	  

• Carry	   out	   a	   visual	   analysis	   of	   surrounding	   area	   (e.g.	   identifying	   un-‐shaded	   areas	   (for	   solar	  

panels)	   or	   areas	   un-‐blocked	   by	   trees/buildings/large	   equipment	   etc.	   (for	   wind	   turbines	   or	  

solar	  panels).	  	  

• Consult	  hotel’s	  architectural	  plans	  
• Measure	  the	  area	  of	  the	  available	  space	  (width,	  length	  and	  height).	  
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This	  section	  gathers	  information	  about	  existing	  renewable	  energy	  systems	  that	  the	  hotel	  has	  in	  place.	  The	  

window	   is	   divided	   in	   two	   parts,	   the	   first	   being	   a	   list	   of	   different	   renewable	   energy	   technologies.	   If	   you	  

select	   a	   technology,	   the	   system	   will	   ask	   questions	   regarding	   the	   installed	   capacity	   of	   the	   technology	  

selected,	  the	  amount	  of	  renewable	  energy	  generated,	  and	  the	  units	  used	  (e.g.	  KWh).	  The	  second	  part	  aims	  

to	  identify	  the	  natural	  resource	  potential	  and	  the	  space	  available	  at	  the	  hotel	  for	  installing	  new	  renewable	  

energy	   technologies.	   	   These	   considerations	   include:	   access	   to	   a	   river,	   enough	   water	   flow	   in	   the	   river,	  

enough	  area	  to	  install	  a	  hot	  water	  tank,	  and/or	  enough	  space	  to	  place	  a	  wind	  turbine.	  

	  

If	  the	  hotel	  has	  surrounding	  ground	  area,	  you	  will	  be	  requested	  to	  specify	  the	  size	  of	  the	  area	  around	  the	  

hotel.	  

	  

The	  following	  table	  provides	  recommendations	  on	  where	  to	  obtain	  some	  of	  this	  information:	  

	  

Access	  rights	  to	  a	  nearby	  stream	  or	  river	  

	  

This	   information	   can	   normally	   be	   obtained	  

from	  the	  local	  authorities	  or	  regulatory	  entity.	  

Contact	   your	   local	   authorities	   to	   see	   what	  

rules	  apply.	  

Water	  flow	  of	  the	  river	  

	  

Local	   or	   state	   governments,	   or	   national	  

entities,	  are	  normally	  in	  charge	  of	  monitoring	  

river	   water	   levels	   and	   flows,	   and	   other	  

characteristics	  of	  the	  river.	  	  	  

Un-‐shaded	   space	   on	   which	   to	   site	   solar	  

panels	  

	  

This	   information	   can	   be	   gathered	   with	   a	  

simple	  visual	  analysis	  of	  the	  surrounding	  area	  

of	   the	   facilities,	   identifying	   areas	   where	  

sunlight	   is	   not	   blocked	   e.g.	   by	   trees,	  

neighbouring	   buildings,	   large	   equipment	   and	  

so	  on.	  

Unobstructed	   flow	   of	   wind	   to	   install	   a	  

building-‐mounted	   wind	   turbine	   or	   a	   mast-‐

mounted	  wind	  turbine	  	  

	  

This	   information	   can	   be	   gathered	   through	  

simple	  analysis	  of	  the	  surrounding	  area	  of	  the	  

facilities,	   identifying	   e.g.	   neighbouring	  

buildings,	   mountains,	   and	   large	   trees	   that	  

obstruct	  wind	  flow.	  
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Information	   related	   to	   the	   area	   and	   space	   available	   inside	   the	   hotel	  may	   be	   obtained	   from	   the	   hotel’s	  

architectural	   plans.	   	   If	   you	   don’t	   have	   these,	   you	  will	   need	   to	  measure	   the	   area	   of	   the	   available	   space	  

(width,	  length	  and	  height).	  
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Step	   6.	   Energy	   Profile:	   Explain	   what	   energy	   efficient	   measure	   you	   have	   already	  
undertaken	  (5	  min.)	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

This	   section	   will	   compile	   information	   about	   the	   energy	   management	   measures	   that	   are	   already	  

implemented	   in	   your	   hotel,	   including	   relevant	   characteristics	   of	   your	   hotel’s	   insulation,	   lighting	   system,	  

energy	  efficiency	  equipment,	  heat	  production	  system,	  boiler,	  temperature	  controls,	  space	  cooling	  systems,	  

information	  for	  guests	  and	  staff,	  and	  any	  future	  plans	  for	  major	  refurbishment.	  

WHAT	  IS	  ASKED	  

• Energy	  management	  measures	  that	  are	  already	  implemented	  in	  the	  hotel	  	  	  

• Hotel’s	  insulation	  

• Lighting	  system	  

• Energy	  efficiency	  equipment	  

• Heat	  production	  system	  

• Boiler	  

• Temperature	  controls	  

• Space	  cooling	  systems	  	  

• Information	  for	  guests	  and	  staff	  

• Future	  plans	  for	  major	  refurbishment	  

WHAT	  YOU	  NEED	  FOR	  THIS	  STEP	  

• Gather	   information	   about	   the	   energy	   management	   measures	   that	   are	   already	  

implemented	  in	  your	  hotel	  

• Carry	  out	  a	  visual	  inspection	  of	  the	  hotel,	  	  

• Review	  relevant	  files	  and	  archives	  related	  to	  implemented	  measures	  

• Look	  at	  equipment	  manufacturing	  manuals	  	  

• Collect	  missing	  information	  from	  the	  internet	  	  

• Contact	  the	  manufacturer	  
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This	   information	   can	   be	   obtained	   from	   a	   visual	   inspection	   of	   the	   hotel,	   by	   reviewing	   relevant	   files	   and	  

archives	  related	  to	  implemented	  measures,	  or	  from	  equipment	  manufacturing	  manuals.	  	  (If	  you	  don’t	  have	  

the	  equipment	  manuals,	  you	  can	  usually	  obtain	  the	  same	  information	  from	  the	  Internet	  or	  by	  contacting	  

the	  manufacturer.)	  

	  
	  
	  
	  


