
Instructions/help for completing the SB 499 on-line report 
 
Go to the internet site and click on the link which will take you to the SB499 form. (internet site: 
https://esp.oshpd.ca.gov/) 
 
Please note that the system will log you off automatically after five (5) minutes of 
inactivity.  Please save as you go or when switching screens when appropriate or when 
pausing in data entry for more than five minutes. 
 
After clicking on the link to bring up the form, the log-in screen appears. 

 
 
Enter in your OSHPD facility number and the password that was provided to you. Click on the 
Submit button or press Enter. 
 
You will then see a Report Header List screen showing the report year, the Facility ID, Facility 
Name, and the Hospital Owner.  

 
 
To edit the Hospital Owner/License name on this screen, click the Edit button.  
 



After you click the Edit button, a form titled Hospital Information appears below the Report 
Header List showing the Hospital Owner/License name for your facility and the facility’s e-mail 
addresses.  

 
To make changes to the Hospital Owner/Licensee or Contact e-mail addresses, click in the 
white area of the field and type in the correct information. When all changes have been made, 
click on the Save button. NOTE: only changes or updates to the Hospital Owner/License and 
Contact e-mail address fields can be made on this screen. 
 
To exit or close this screen without making changes or updates, click the Cancel button. 
 
If you do not need to change or update the Hospital Owner/License name on the Report 
Header List, click the Select button. 
 
Add New Buildings 
This where new buildings at this or new site will be entered.  

 
Type new building name in white data entry box, and click Add Building button.  The report will 
number the building.  To change the building name or to set the check box that this building is 
at a new site, click the Edit button to the right of the desired building. 
 



 
 

 
The Building Information tab appears. On the left hand side of the 
screen is a navigation section. This section lists all the report 
sections that the facility needs to complete. 

 Add New Buildings is where new buildings are added. 
 Section 1 applies to the SPC 1 buildings and their building 

resolution (retrofit, replace, remove). 
 Section 2 applies to the buildings at the facility with a rating 

of SPC 2 through SPC 5. 
 Section 3 applies to buildings that will be removed from 

General Acute Service. 
 Section 4 applies to services for SPC-1 buildings only. 
 Section 5 applies to the final configuration of all buildings at 

the facility. 
 Section 6 is the final submission of the report. 
 Logout logs the user off the report. 

 
Note the information must be entered in sequence.  Sections 1 
and 2 must be done prior to Sections 3 and 5.  Section 4 does 
not require any input as the data is transferred from Section 1 
data. 
 
The navigation section will also appear in the same area within the 
other sections of the report.  
 
Section 1 – SPC Rating 1 Buildings (for facility buildings rated 
SPC 1) 

 
Next to the navigation section is the first screen in Section 1 – SPC Rating 1 Buildings: The 
Building Configuration List. 
 



 
 
This screen shows a recap of the bill language for reporting on the SPC 1 buildings and a list 
of the facility’s buildings that are rated currently classified as SPC 1. The list also shows the 
OSHPD building number; building name; alternate building address (if different from the facility 
address); building resolution (Replace, Retrofit, or Remove); final SPC rating, if required; 
applicable extension date; and anticipated completion date of construction. 
 
NOTE: If the facility has a building which has submitted HAZUS evaluation and confirmation of 
HAZUS SPC 2 approval has not been received by the facility prior to beginning submittal of the 
SB499 report, the building status will show as SPC 1. 
 
To change or modify any of the information showing on the Building Configuration Detail 
screen, click on the View button associated with the building at the end of row.  A Building 
Configuration Detail screen will appear with fields for each of the detail information. To exit the 

Building Configuration Detail screen 
without making any changes, click the 
Cancel button. 
 
Information in the Building 
Configuration Detail screen can be 
changed according to the field type.  
 If there is a drop-down list 

provided, select from the list 
except as noted below. 

  If the field is a white area, click 
in the white data area and type 
the information.  

 
Buttons at the bottom of the screen: 
 Click the Retrofit, Replace, or 

Remove buttons to change the 
building resolution.  Drop box for 

this field is disabled. 
 



If Retrofit or Replace choice is selected, the Building Configuration Detail screen will disappear 
and the Building Configuration List reappears with the changes. 
 
If the Remove button is clicked, the screen to verify the bed counts for service and unit type 
appears. The Beds per Service Type section will be on top and the Beds per Unit Type section 
will show on the lower half of the screen.  
 

 
 
To enter information into the Beds per Service Type section, click on the check box next to the 
service type for each service that is provided in the building.  For building services which have 
inpatient beds or patient days, type in a number in the box provided.  NOTE: If the building 
service has inpatient beds or patient days associated with it, a number greater than zero must 
be provided for both the beds and days fields if that service check box is checked. 
 
After entering in the service type information, scroll down to the Beds per Unit Type section.  

 
 
Click on the Load Data button to allow data input in to the Inpatient Beds and Patient Days.  
These bed breakdowns are based on the Healthcare Information Division of OSHPD annual 
reports. 



 
For each unit type where there is a number entered for inpatient beds there must also be a 
number entered for patient days. 
 
When all service and unit type information has been entered for the building to be removed 
from service, check the confirmation box located in the lower left corner of the screen and click 
the Update button. The screen to verify the service and unit type beds disappears and the 
Building Configuration List will reappear. 
 
Repeat the process described above for each building that has building information to change 
on the Building Configuration List.  
 
Section 1 - Service Type per Building 
This screen is used for the SPC-1 buildings that will be retrofitted or replaced. To reach this 
section, click on the link located in the navigation area on the left side of the screen. After the 
link is clicked, a screen will open labeled Beds per Service Type. This screen shows the bill 
language and a drop down box with the facility’s SPC-1 building numbers and names. 
 

 
To begin entering data on services provided within the building, select a building from the 
Select Building dropdown list and click on the Load Data button to activate the service type 
data entry fields. 
 
Once the service type, inpatient beds, and patient days fields have been activated, click on the 
checkbox next to each service type for the building. If the service type has inpatient beds or 
patient days associated with it, type a number greater than zero in the box provided for the 
service’s inpatient beds and patient days. NOTE: If the service checked has inpatient beds and 
patient days associated with it, there must be a number in the inpatient beds and patient days 
field. 
 

 
 



After all the services provided in the building have been checked and a number has been 
entered for the services with inpatient beds and patient days, 
click the Save button. A confirmation message will appear: 
Record updated successfully. 
 
Repeat the process explained above for each building in the drop down list on the Service 
Type per Building section. 
 
When the Beds per Service Type section is completed, click on the link for the Beds per Unit 
Type located on the left hand side of the screen. 
 
Unit Type per Building 

 
The Unit Type per Building screen appears. Click on the Load Data button to activate the data 
entry boxes. 
 
For each unit type in the building, type a number greater than zero in the box provided for 
inpatient beds and patient days. 
 
NOTE: If the unit type has a number typed in the inpatient beds box, then there must be a 
number typed in the patient days box. 
 
After all the unit beds and bed days provided in the building have been entered, click the Save 
button. A confirmation message will appear: Record updated 
successfully. 
 
 
The total beds by service and unit type for that building will be reflected in the lower right 
corner of the form.  This is provided for a check of the beds listed under Service Type against 
those listed under Unit Type. 
 
Project Building List 
The Project Building List is for updating or providing project information for the SPC-1 buildings 
at the facility. To update or input project information, click the link located in the navigation 
section on the left side of the screen. The Project Building List screen opens. To view project 
data for the building, click on the arrow of the Select Building dropdown list to see a list of 
SPC-1 buildings for the facility. 



 
 
Click the View Building Projects button to view the building’s project information that has been 
already entered. A Project Building List will appear showing projects associated with the 
building and the project information.  

 
 
If the building has no project information for the building, a message stating this will appear 
below the Select Building section. 
 
To add a project to a building, select the building from the Select Building dropdown list then 
click the Add Project button. A Project Selection form will appear below the Select Building 
section.  

 
 
 
Click on the arrow of the Project Type dropdown list and choose the project type.  Project 
types are E (examination project); G (annual project); H (major structural project); I 
(incremental project); and S (incidental structural project).  Projects that have been closed as 
inactive, cancelled by the facility, and projects flagged as transferred to another project will not 
be shown. 

 
Click the Search button.  



 
The project number and description appears in a Project List dropdown list below the Project 
Type dropdown list. Click on the Select button to view the project information details. 

 
 
The project and new building project information appears below the Project List dropdown list. 

 
Projected Start Date and Projected Completion Date are required fields and dates provided 
may be edited if there is a date in the data entry field.  To add the project information shown on 
the screen to the building, click on the Add this Project button, otherwise click the Cancel 
button to return back to the Select Building screen. 
 

 
 
To remove a project from a building, click the Delete button at the end of the row. 



 
Section 2 – Building Configuration (SPC 2 through SPC 5 buildings) 
 
This section applies to buildings at the facility planned for retrofit or replacement with a rating 
of SPC 2 or higher. Select this section by clicking on the Building Configuration link located 
under the Section 2 heading in the navigation section. A screen with the bill language and a list 
of buildings at the facility rated SPC 2 or higher. 
 

 
 
To change or modify any of the information showing on the Building Configuration Detail 
screen, click on the View button associated with the building information to change at the end 
of the row. 
 
A Building Configuration Detail screen will appear with fields for the detail information. To exit 
the Building Configuration Detail screen without making any changes, click the Cancel button. 
 

Information in the Building 
Configuration Detail screen can be 
changed according to the field type.  
 If there is a drop-down list 

provided, select an option 
provided from the list. 

  If the field is white area, click in 
the white area and type in the 
information.  

Buttons at the bottom of the screen: 
 Click the Retrofit, Replace, or 

Remove buttons to change the 
building resolution.  

 
 
 
If Retrofit or Replace is selected, the 
Building Configuration Detail screen 

will disappear and the Building Configuration List reappears with the changes. 
 



If the Remove button is clicked, the screen to verify the bed counts for service and unit type 
appears. The Beds per Service Type section will be on top and the Beds per Unit Type section 
will show on the lower half of the screen.  

 
 
Check boxes may already show a checkmark next to the service type for each service that is 
provided in the building. These checkmarks are based on selections made in Section 1 of the 
report. For building services which have inpatient beds associated 
with the service type, a number shows in the box provided. To paste 
the copied entries into this section of the report, click the Save 
button in the lower left corner of the screen.  
 
Scroll down to the Beds by Unit Type section. Click on the Load Data button to view bed 
numbers entered from Section 1.  
 

 
 



Click the Save button in the lower left corner of the screen to copy the 
data into this page of the form.  
 
Repeat the process described above for each building that has building information to change 
on the Building Configuration List.  
 
Section 3 – This section is for reporting information that applies to any building(s) to be 
removed from General Acute Care services. The links to access pages in this section are 
located within the navigation section on the left hand side of the screen under the Section 3 
heading.  
 
NOTE: buildings from the Section 1 and Section 2 –Building Configuration List (the second 
screen after log-in) with a building resolution to remove will show in the Select Building drop 
down list on the screens within Section 3.  
 
If no buildings at the facility are to be removed from General Acute Care Services, no buildings 
will show next to the Select Building dropdown list.  Please confirm that there are buildings that 
were selected for removal prior to completing this section of the report. 
 
Section 2ABC of form Section 3 – To access this page within the section, click on the link 
under the Section 3 heading labeled Section 2ABC. Buildings from Section 1 and 2 with a 
building resolution of remove will appear in the Select
Building drop down list. Begin filling out the form by
choosing a building from the list (click on the arrow in
the blue box; drag the mouse down the list; highlight
the building; release the mouse).  

 
 

 
 

ate t 
ox). 

 dropdown list and choose one option 
om the list 

Jurisdiction dropdown list and choose one option from the list  

 
Click on Load Data button to load Service Type information and the anticipated completion 
date entered before filling out the Planned Usage information (check marks will appear in 
check boxes next to the service in the Type of Service 
section and a removal date will appear in the Removal D  tex
b
 
Click on the Planned Usage
fr
 
For Clinic or Medical Office Building selections, Click on the 

 

 
 
For Other selection, briefly type in a description of the building use in the space provided.  
Please limit description to 75 characters or less. 



When all required data has been entered, click on the Save button in 
the lower left corner of the screen. A message will appear to 

onfirm that the data has been saved. c
 
To not save the entries, click on the Cancel button.  
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 the services to be reported from the dropdown list for the year. Click 
n the Load Data button.  

 
Section 3- Service Type per Building – To access this page within the section, click on the
under the Section 3 heading labeled Service Typ ding 
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Choose the report year for
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Check marks in the check box for service types previously entered will then appear on the form 
nd the Inpatient Beds and Patient Days text boxes will appear. 

inpatient 
eds and patient days, type a number greater than zero (0) in the field provided. 

ield provided for recording the number of inpatient beds and patient days 
r that service type. 

Example: Correct entry for a service type with inpatient beds and patient days. 

a
 
For each service that has a check mark in the check box and data entry fields for 
b
 
NOTE: If the service type has inpatient beds and patient days associated with it, a number 
must be typed in the f
fo
 

 
 
Example: Incorrect entry for a service type with inpatient beds and patient days. 

 
 
Example: Correct entry for a service type without inpatient beds and patient days. 

 
 
After all service types in the building have check marks in thei
boxes and all service types which require inpatient beds and 
patient days have numbers in the number fi

 r 

elds, click on the Save 
utton in the lower left corner of the page.  

A message will appear to confirm that the data has been loaded into the form. 

b
 

 
 
To not save the data entered, click on the Cancel button.  

under the Section 3 heading labeled Unit Type per Building. Buildings with a building resolution 
of remove from Sections 1 and 2 will appear in the 

 
Section 3 - Unit Type per Building – To access this page within the section, click on the link 



Select Building drop down list. Begin filling out the form by choosing a building from the list. 
 
Choose the report year for the unit types to be reported from the dropdown list for the year. 

 Click on the Load Data button to activate the inpatient beds and patien

 

t 
days fields.  

fter the unit type inpatient beds and patient days fields appear, type in a number greater than 

 

s 

xample: Correct entry for a unit type with inpatient beds and patient days.  

A
zero (0) for the number of inpatient beds and patient days for each unit type within the building 
in the fields provided. NOTE: For each unit type in the building, if there is a number typed in 
the inpatient beds field, there must also be a number typed
in the patient days field. Data entry fields for inpatient beds 
and patient days may appear skewed if the screen size i
not maximized. To avoid this from happening, 
maximize the screen. 
 
E

 
 

xamples: Incorrect entry for a unit type with inpatient beds and patient days. E

    

  
 
When the inpatient beds field and patient days field for each 
unit type in the building has a number in those fields, click on the 
Save button in the lower left corner of the screen. A 
message will appear to confirm that the data has been loaded 

into the form.  
 
To not save the data entered, click on the Cancel button.  
 
Section 3 - Section 2E & 3 – To access this page within the section, click on the link under the 
Section 3 heading labeled Section 2E & 3. Buildings with a building resolution of remove from 
Sections 1 and 2 will appear in the Select Building dropdown list. Begin filling out the form by 
choose a building from the list (click on the arrow in the blue box). 
 



Click on the Load Data button to view records applicable to this section. A list will appear 
showing the building number, building name, service types selected from previous sections, 
and the replacement service type. 

 
 
To edit the Replacement Service Type or view project information for the building, click on the 
View button. A Replacement Service Types and Project List will appear on the screen showing 
data that was entered from previous sections of the form. 
 

 
 
To change the Replacement Service Type, choose an option from the drop down list. Click the 
Save button to save the change. Click cancel to make no changes. 
A project may also be added by clicking on the Add Project link which will cause the Project 
Selection screen to appear below the Project List section. 
 

 
 
 
 



Click on the arrow of the Project Type dropdown list and choose the project type.  Project 
types are E (examination project); G (annual project); H (major structural project); I 
(incremental project); and S (incidental structural project).  Projects that have been closed as 
inactive, cancelled by the facility, and projects flagged as transferred to another project will not 
be shown. 
 

 
Click the Search button.  
 
The project number and description appears in a Project List dropdown list below the Project 
Type dropdown list. Click on the Select button to view the project information details. 

 
 
The project and new building project information appears below the Project List dropdown list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Projected Start Date is 
a required field and the 
date provided ma

edited if there is a date in the data entry field.  To add the project information shown on the 
screen to the building, click on the Add this Project button; otherwise

y be 

 click the Cancel button to 
turn back to the Select Building screen. 

d 
t list. The 

roject list will then reappear showing the new project that was added to the list.  

o cancel adding the building, click the Cancel Button. 

re
 
The project and new building project information appears below the Project List dropdown list 
for buildings. To add the project to the building project list, click the Add this Project button an
a message will appear confirming that the project was added to the building projec
P
 
T



 
If there are no projects associated with the building, a message will appear in the Project List 
ection. 

 
s

 
If you know that there are projects associated with this service type for the building, click on 
the Add Project link and follow the instructions mentioned above to add the project; otherwise 
lick on the Cancel button. 
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Service Type per Building- To access this page within
section, click on the link under the Section 4 heading
labeled Service Type per Building. Buildings wit
SPC-1 rating will appear in the Select Building
dropdown list. Begin filling out this
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Click on the Load Data button to the
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If there are no services e
B
 
 
 
 
 
 
 
 



Section 5 – Building Configuration (Final Building Configuration by 2030)- under construction. 
This section applies to all buildings (and all building ratings) at the facility planned for retrofit or 
replacement. To select this screen, click on the link located under the Section 5 heading o
navigation 

n the 
section. A list of all buildings at the facility identified for retrofit or replacement 

appears.  

 
 
To view building configuration and service type information for each building listed, click the 

iew button associated with the building information.  

 Beds per Service Type screen will appear for the building selected.  

ate the 
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A
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only: If a service ty
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selected from a 
previous screen in the 
report, a check
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To select the configuration for the building, click on the Configuration dropdown box and make 
a choice from the list. 
 

 
 
After all modifications for the building have been made, click the Save button. A message 
below the Save and Cancel buttons in the lower left corner of 

.  

lick the Cancel button to erase modifications or revisions 

epeat the process explained above for each of the buildings listed on the Building 
onfiguration List. 

 
 

the screen will appear confirming that the data was received
 
C
and return back to the Building Configuration List screen. 
 
R
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