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1 Introduction  
Welcome to HCAI Electronic Services Portal Client Access (eCA) User Guide 

This section provides users with step-by-step instructions for creating and submitting an application for a new HCAI 
Expedited Building Permit project for a skilled nursing or intermediate care facility using eCA.  

Remember: Help is available throughout the application.  Wherever you see a help icon, click on the 
question mark to open help and instructions for that item in the application. 

2 Expedited Building Permit Applications 

2.1 Page Flow Overview  
Users must follow the predefined steps to create and submit project applications.  The steps involved in submitting 
an Application for an Expedited Building Permit, or XBP, is slightly different from those in submitting for a PAD or a 
New Project. Below is an illustration of the page flow steps.  

Table 1:  eCA Pageflow 

Page Title Description 
Application for Expedited Building Permit 
Record 
Type 

User must select Expedited Building Permit on this step in order to submit an 
application for this type of project. 

Select Facility 
User selects the facility from HCAI’s facility database. eCA auto-populates the 
facility, address, and facility owner information. Only Skilled Nursing and 
Intermediate Care Facilities are eligible for Expedited Building Permits. 

Project 
Information User records the Project Name and Project Scope specific to the project. 

Compliance 
Checklist 

The compliance checklist is used to provide an assessment of specific conditions 
for the facility where the project is located to determine eligibility and 
requirements for the project. 

Costs User enters project costs: Construction Cost and Fixed Equipment. 

Attachments User uploads attachments such as floor plans, workers compensation insurance 
certificates, IOR workload report and other documents.  

Professionals User identifies each Contractor or Owner/Builder and the IOR specific to the 
application.  eCA auto-populates the information. 

Workers Comp  User enters information for the Workers Compensation Insurance for the 
Contractor or Owner/Builder. 

IOR Assessment The assessment of the qualifications and acceptability of the IOR are entered by 
the Contractor or Owner/Builder. 

Contacts User identifies each Facility Contact specific to the application.  eCA auto-
populates the information. 

Facility 
Authorization 

Enter a valid Facility PIN code.  Usually entered by Facility Representative but may 
be entered by any user with the valid PIN. 

Owner 
Acknowledgement Owner’s representative acknowledges acceptance of the IOR entered. 
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Payment Options User selects one of the three application fee payment options: “Pay Now”, “Pay 
Later” or “Invoice Me”. 

Review User reviews the data entered on the application for accuracy; edits can still be 
made if necessary. 

Pay Fees If user selects the “Pay Now” option, user pays the outstanding fee by credit card 
online.  

Confirmation  Project application submitted to HCAI. eCA issues a project ID number. User prints 
project summary sheet, preliminary invoice or payment receipt as needed.   

 

2.2 Basic rules of page flow 
Below are some basic rules of submitting an application using the eCA page flow: 

 If resuming an existing application after saving, user should select “Start from Beginning” when prompted.  
 User can navigate back and forth within the completed pages.  
 User must click on “Continue Application” or “Save pending submittal” button to save the data entered on 

the page.  
 If a page contains a section that allows for multiple records to be added, for example multiple licensed 

professional, user must click the “Save” button in the section to save each professional to the record in 
order to add the next.  

 It is recommended that user clicks the “Save pending submittal” at least once or before entering PIN 
because the data is not committed to the database  so if you exit before completing or saving, the 
information enter is not recoverable.   

 If any required data is missing from the page, when the “Continue Application” button is clicked, an error 
message is displayed on the top of the page. User must correct any errors before continuing to the next 
page flow screen. 

2.3 Create and Submit an XBP 
The following information will guide users through the steps necessary to create an Application for an Expedited 
Building Permit (or XBP).   This guide assumes the user is logged into eClient Access. 

Step 1. Start to Create an XBP 

Only registered users may create an Application for an Expedited Building Permit.  To start, navigate to the Projects 
module shown below. Then, begin by clicking on the “Create an Application” link.  

  
 

Step 2. Accept HCAI Privacy Policy 
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Click on the link in the window to review the privacy policy.  Check “I have read and accepted the above terms” then 
click on “Continue Application” button.  

 
Step 3. Delegation Prompt 

If you have been delegated permission from another public user, select the appropriate option and click “Continue 
Application”. 

Step 4. Select Record Type 

Select the “Expedited Building Permit” then click on “Continue Application” button. Expedited Building Permits are 
intended only for single-story Skilled Nursing Facilities (SNFs) and Intermediate-Care Facilities that are of wood 
frame construction; if your facility does not meet this criteria you will receive an error message when you proceed.  
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Step 5. Enter Facility Information 
Enter the HCAI Facility ID or Facility Name then click on “Search” button. If the facility is found, the facility 
information, address, and owner fields will be automatically populated and become read-only. Notify HCAI of any 
errors. Remember not to enter too much information when searching. 

To advance to the next page flow step, click on “Continue Application”. 

To search for another facility, click on “Clear” button in Facility section. This clears the previous entered facility. 
Enter the facility number and click “Search”.   
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Step 6. Enter Project Name and Scope Details.  

Enter the record/project name and enter a detailed description of the work to be performed. Click Continue 
Application. 

 
Step 7. Complete the Compliance Checklist.  
Expedited Building Permits are currently available for the following types of projects: 

• Water heater replacement 
• Handrail replacement 
• TV/monitor bracket installation projects 
• Roof mounted HVAC unit replacement 
• Re-Roofing 
• Installing a connection for Temporary Generator – Full Building Backup 
• Installing a connection for Temporary Generator – Emergency Backup 
• Installing a Temporary Generator 
• Mobile Dialysis Unit Installation 

These are referred to as “Submittal Types”.   

Each Submittal Type has a custom checklist to provide an assessment of specific conditions for the facility where the 
project is located.  All questions must be answered and, based on the answers provided, eCA will determine if the 
facility is eligible for the project to be submitted using the Expedited Building Permit process.  The HCAI Compliance 
Officer will field verify compliance with this checklist and additional work may be required to bring the installation into 
code compliance if found to be deficient. 

 
Next, select the appropriate Submittal Type.  If the checklist is not displayed, switch the Submittal Type back to 
“Please Enter a Submittal Type”, and then back to your Submittal Type. 
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When the checklist is displayed, read and answer each question about the project and facility.  Answering Yes or No 
to one question may disable another question.  As you answer each question, a list of requirements is displayed at 
the bottom of the checklist.  These requirements will be available in a report included with the building permit when 
it is issued.
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The requirements shown are not indicating the facility will not be eligible for an Expedited Building Permit.  The 
requirements are merely reminders for the client and HCAI staff to have available.   

Also, at the bottom of the checklist is a list of questions remaining to be answered. 

Upon completion of compliance checklist, the answers to the questions will be used to determine if the facility or 
project is eligible for the Expedited Building Permit process. If the project is determined to be eligible for the 
expedited Building Permit process, the following will be displayed. 
 

 

 
If any of the answers disqualify the project, a notification will appear at the bottom of the checklist: 

 
 

If the facility is disqualified from utilizing the Expedited Building Permit process, the project will need to be 
submitted as a standard project.  The user guide for the Application for New Project will show you how to submit. 

Next, This Project is mitigation for: is asking the application is for mitigation of Alternate Power or Unauthorized 
Construction.  If neither are true, select “NA”. 

Click “Continue Application” to progress to the next page. 

 

https://hcai.ca.gov/document/section-5-applications-for-new-projects/
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Step 8. Enter Project Costs 
The project estimated construction costs are entered on this step.  User must enter at least one Costs row.  To 
add one Costs row, click on “Add a Row” button in COSTS section.  

 On the popup window, enter the estimated Construction Costs and Fixed Equipment Costs, then click on “Submit” 
button. For more info, click.  

Step 9. Attachments 

An application for Expedited Build Permit requires the following documentation be submitted with the application: 

All Expedited Building Permit applications: 
• Site plan or sketch of the facility showing the location of work. 
• Contractor or Owner/Builder’s Workman’s Compensation Insurance Certificate. 
• Inspector of Record Workload report.  Available in the Report Center https://report.hcai.ca.gov  
• Application for Inspector of Record.   HCAI-FD-124 

Re-Roofing (only) 

• Local Planning Department Approval letter. 
• Existing roof demolition plan 
• New roof plan 
• Specifications or Manufacturer’s installation instructions. 

 

 

https://report.hcai.ca.gov/
https://hcai.ca.gov/document/form-esp-osh-fd-124-application-for-inspector-of-record/
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Click the “Add” button to select the required documentation.  

In the popup window, click “Add” button to open the file selector page.  You can select multiple documents at the 

same time. Repeat until all documents are selected.  Click “Continue” to return to application. 
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Next, Select the document type and brief description.  If a document does not have a Document Type, use 
“Document”.  Click “Save”  to complete the document upload. 

When all documents are uploaded, click “Continue Application”. 

 
Step 10.Add Licensed Professionals, Contractor, or Owner/Builder and IOR.  

While not mandatory, HCAI recommends the facility consult with a California-licensed architect or engineer, or a 
California-licensed contractor to assist in the review of the code compliance checklist herein below. In this manner 
the facility will have a better understanding of the scope of work that may be required for a code compliant project 
prior to beginning the work.  If a Registered Design Professional such as an Architect or Engineer will be responsible 
for the design of the project, they must be included on the Application for Expedited Building Permit.  At a minimum 
the Licensed Contractor or Owner/Builder and Inspector of Record (IOR) must be added at this step. 

To add a Licensed Professional, Contractor or IOR to this application, click "Look Up" and enter search criteria in at 
least one of the fields. To add an Owner-Builder contractor, enter "OBXXXXX" in the 'State License Number' field 
with the 5-digit Facility ID Number in place of "XXXXX" (i.e. OB21212). 

To obtain the best search results, limit the number of fields in the search. For instance, enter only the license 
number and leave all other fields empty. If you do not know the LP’s license number, enter the license type and last 
name only and then click Look Up.  The search results will return all licensed professionals with that last name.  If 
the search returns no results, the Licensed Professional is not currently in our database. Contact HCAI at 
eserv@hcai.ca.gov to add a new Licensed Professional to our database. 

 

Click “Lookup Button”. 
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If the search results in a single record, the LP, Contractor or IOR will be 
added to the application; if the search results in more than one 
record, locate the correct LP in the returned list then check the box 
adjacent to the License Number and click Continue. The LP’s name, 
address, and other information will be automatically populated with 
the current information from our database. Please verify that the 
information is correct by clicking Edit under the Action column.  
Contact HCAI at eserv@hcai.ca.gov to update the existing or missing 
Licensed Professional's information. 

 

 

 

 

 

Click “Edit” to Indicate whether the licensed professional or the 
Contractor or Owner/Builder is the Design Professional in 
Responsible Charge of the project by setting the “Responsible 
Primary (eCA)’ button to Yes.  Click on “Save and Close” button; 
the updated record is copied to the Licensed Professionals List.  
Continue these steps to add all LPs, Contractor and IOR to the 
project. User can always delete an entry by clicking on the 
“Delete” link at the end of the record line. 

Click on “Continue Application” to proceed to the next page.  
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Step 11.Workers Compensation Insurance 
Select one of the three options in the dropdown: “Insured through carrier”, “Exempt”, or “Self-Insured”. 
 

 

 

 

 

 

Complete the supplemental information based on your selection of the dropdown. 

When the page is complete, click “Continue Application”. 

 

 

Step 12. DPOR Assessment 

The Design Professional of Record must complete the 
fields on this page.  Select from the dropdown how the 
DPOR assesses that the IOR is appropriate for the 
project. 

Next, check the box to indicate the IOR has been 
verified by the DPOR. 

Click “Continue Application”. 

 

Insured through carrier 

Self-Insured 

Exempt 
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Step 13.Add Contact to this project.  

A Contact is the individual representing the Facility to whom correspondence will be copied.  At least one Contact 
must be included for every project.  Unlike adding Licensed Professionals, a search function is not available for 
Contacts and they must be added by completing each applicable field.  Click “Save” to copy the information to the 
Contacts List at the top of the page.  Multiple Contacts may be added to the project.  

The user can check the “Auto-fill” with checkbox and select the applicable Contact information from the adjacent 
dropdown box. The information of the highlighted contact will then be auto-populated in the fields below.  Missing 
data from required fields must be completed to continue the application. 

 

User must select a Contact Type and click on “Save” button to save the selected contact.  

 

 

 

 

 

Click “Select from Account” or “Add New” to complete the contact for the project. 

 

 

 

 

 

 

 

 

Click on “Continue Application” to proceed to the next page. 

This would be a good time to click “Save Pending Submittal” to make sure your data is saved. 

  
Send the email received to the Owners Agent that has the facility PIN so the application can continue. 

Select from Account 

Add New 
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If you clicked “Save Pending Submittal”, you will receive an email that the application has been saved. 

 

 

 

 

 

Click “Resume Application” from the projects page.  

When prompted, select “Start from the beginning” 
and then click "OK”. 

 

Click “Continue Application” until to return to the 
appropriate page. 

Step 14.Enter Facility PIN code or Save pending submittal.  
• If you are authorized by the facility and have obtained a valid Facility PIN, enter it on the screen, then click 

on “Continue Application” button to proceed to the next page flow screen.  
• If you do not have a valid Facility PIN code, click on “Save pending submittal” button to save the record.  

 

Click “Continue Application”.  

If user enters an invalid Facility PIN, eCA displays an error message and prevents user from proceeding to the next 
screen.  If you need assistance, contact HCAI eCA Helpdesk at eserv@hcai.ca.gov  or 916-440-8400. 

 

mailto:eserv@hcai.ca.gov
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Step 15.Legal Owner Acknowledgement 

The legal owner’s agent must acknowledge 
acceptance of the selected IOR.  

 

 

 

Step 16.Select Payment Option.  

After entering a valid Facility PIN code, user can select one of the two payment options. The description of each 
payment options is as follow:  

 

• Invoice Me: HCAI will mail an invoice to the facility billing address on file. 
• Pay Now: facility intends to make an immediate online payment using a credit card on the next screen 

before the application is submitted.  

If user does not select a payment type and proceed to complete the application, the Facility PIN will be visible on 
the review page to any authorized user when the application is resumed later. To prevent the Facility PIN from 
being displayed, user must complete this step by selecting a payment type and completing the application. When 
this step is completed, the Facility PIN is hidden from all users. 

Click on “Continue Application” to proceed to the next page flow screen.  
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Step 17. Final Review Page Before Submittal. (User reviews the data entered and makes edits if needed) 

On this screen, user can click on “Edit” button in each application step to make necessary changes.  

Once all data is verified, click on “Continue Application” to proceed to the next page flow screen.  

If user selected “Invoice Me” option, skip to step 20 below.  

Step 18. Pay Application Fees online.  

If user selected “Pay Now” option, this screen displays the total fees to be paid with a credit card.  

 

Click on “Continue Application” to proceed to the payment screen.  
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Step 19.  Submit online payment.  

On this screen, enter the accurate credit card information then 
click on “Submit Payment” button.  

 

 

 

 

 

 

Step 20.Project submission confirmation.  

On this final screen, eCA display a project submission confirmation including the project record number. User can 
print a project record summary from this screen, and if the fees were paid with a credit card, a payment receipt can 
be printed.  These documents open in a PDF format sand may be saved or emailed. User can view the detailed 
information about the project by clicking on “View Record Details” button.  

Email confirmation is automatically sent to the public user that started the application (Design Professional) and to 
the public user that approved the application (Owner Representative). 

 

 

 

Congratulations! You have successfully submitted an Expedited Building Permit to HCAI!  

You will be contacted by HCAI if information is required, otherwise, the Regional Compliance Officer will issue the 
building permit. 

X230021-34-00 
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