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Shared Portal for Outbreak Tracking / SPOT (Formerly “School”)

Please access the link below to open the SPOT webpage:

> https://spot.cdph.ca.gov/s/?language=en US

SCHOOL PORTAL SHARED PORTAL

TRACKING 'T'R_‘A'CI(ING

Welcome to SPOT

New Users Existing Users

= Select Existing Users if your local health department has provided you with a SPOT account and log in credentials.
« Select New Users if you do not have a SPOT account.

SPOT Help and Training Material

1. SPOT Home Screen
a. If you have never used SPOT before, click on “New Users” and skip to #2 in this
document.

New Users

b. If you used SPOT before, click on “Existing Users”.

Existing Users



https://spot.cdph.ca.gov/s/?language=en_US
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c. If you would like further information (visual and text) about how to use SPOT,
click on “SPOT Help and Training Material” and skip to #3 in this document.

SPOT Help and Training Material

2. New Users: The screen after clicking “New Users” should resemble this picture below.

Welcome to SPOT Preferred Language / Idioma Preferida

English (US) v
The goal of the School and Shared Portal for Outbreak Tracking (SPOT) is to expand
California’s contact tracing efforts by facilitating collaboration and sharing of
information between schools, workplaces, congregate settings, other entities and local
health departments (LHDs), through CalCONNECT, California’s public health contact
tracing and data management system.

This SPOT portal is available, within certain LHDs, for schools and businesses,
congregate settings, and other locations to report COVID-19 exposures at their
locations to their local health departments.

The SPOT Intake Form is the first step in the process of reporting COVID-19 exposure
details to your local health department. You will have the option to provide basic
information about the positive case(s) associated with the exposure (name, contact
information, etc.) along with the Intake Form. If you do not have information on the
positive case(s) now, you can submit the Intake Form and provide the case information
once you have received your SPOT credentials.

Once the information you enter is reviewed by the health department, you will be
provided additional login credentials to enter contact information about specific
persons (cases and contacts) involved in the exposure.

Select the Local Health Jurisdiction associated with the exposure you need to
report:

* Local Health Jurisdiction

Solano =

a. New Users: To create an account, choose “Solano” as the Local Health
Jurisdiction.

Select the Local Health Jurisdiction associated with the exposure you need to
report:

* Local Health Jurisdiction

Solano == =
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b. New Users: After you choose the Local Health Jurisdiction, you should see the
below screen.

Key Point of Contact for Location
Once your local, this illbe & s
10 SPOT to enter i ion about. behalf of th i

Srirsttame - ey “Lsstriame - ey

Compiate tis feid

“Email- ey “Bhone - Key

Titte/ Rale- Key

Additional Point of Contact for Location

If there i i th: ted about this

exposure, enter their information here.

Virstiame - Aermate Lastiame- Aternate

Email-Alernate Phare-Alternste

Tt/ e Aitereste

Location of the Exposure
Name and address of i ility or site where the exposure toak place.
*Lacataniame *Location Tyse
None B
“street oty
*Zip/pastal ade State
ca

Exposure Information
“sturt Date of Egosure. @ End Dotz of Exporure. @

s ] L] (C]

c. New Users: Please complete the sections with the red asterick (*) to create your
SPOT Liaison account as well as submit your COVID-19 outbreak report (Exposure
event).

Key Point of Contact for Location
Once approved by your local health department, this person will

* Number of COVID-19 Pasitive Cases @

*Specific Place in the Location @@

ta SPOT to enter information about the exposure on

*First Narme - Key Number of Close Contacts @ Total Number of People st the Lacation @
Complete this field.
* Do people live at this location? € If yes, what is the resident capacity? @
*Ermiail - Key = Phooe - Ky
--Selact an Option— :
THErRale ey NAICS Code of the Workplace @ Industry of the Warkplace )
Additional Point of Contact for Location Reasons) for Report @ Reason for Report - Specify Other

Ifthere is a person (different than above) who should be contacted about this

e . Individual Case Report
exposure, enter their information here.

Multiple Case Report
First Mame - Alternate Last Mame - Alternate Outbieak

Requesting Assistance/Call-back

Other
Email - Alternate Phone - Alternate
Was the exposure indoors or outdoors?
.
Title/ Role - Alternate None o
notes @@
Location of the Exposure
Name and address of the business facility or site where the exposure took place.
* Location MName *Location Type i
Mane %
Please review the information you entered to confirm it is correct and that you are submitting this for Solano County Health
" Strest " city Department. You will MOT be able to edit the form after clicking Next.
You have the aption to provide basic information about the positive case(s) from th & (name, i ion,
etc) along with this Intale Form. If you do nat have this information now, you can submit the Intake Form and provide this
“Zip/Postal Code State N 4 = N
information once you have received your SPOT credentials.
CcA

*Do you want to provide case(s) i i Acase is anyone who has tested positi COVID-19.

Exposure Information Yes, | am ready to provide this information

Na, | will provide this information later once the Health Department has confirmed the information.

*Start Date of Exposure @ End Date of Exposure. @

B ® L] © Previous Next
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d. New Users: After submission, please check your email’s inbox OR junk/spam
folders for a confirmation email. The email will also contain a copy of the
information that you input in the SPOT form.

i. After submission, you will be able to log into your newly created account.
If you encounter any issues, please
3. SPOT Help and Training Materials: See the screen below after clicking “SPOT Help and
Training Material” (pink square hat icon)

SCHOOL PORTAL SHARED PORTAL

TRACKING TRACKING

SPOT Help and Training Material

Please note that the SPOT training materials are in the process of being updated. The content found here may not accurately represent everything you see in SPOT. If you have
any questions, please reach out to your Local Health Department.

Overview of recent changes to the SPOT Portal as of 7/20/22

Help and training materials are available for both school and workplace/business users of the SPOT platform. Please click below to access the content relevant to you. Training
materials are updated periodically. Please check back often to ensure you are referring to the most recent version. If you have received guidance or protocols from your local health
department, those may supersede instructions found here. If you have any questions, please confirm with the health department.

SPOT School Training Material SPOT Workplace Training Material

SCHOOL PORTAL SHARED PORTAL

TRACKING TRACKING

a. SPOT Help and Training Materials: Click on the “SPOT Workplace Training
Material”

SPOT Workplace Training Material

SHARED PORTAL

TRACKING
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b. SPOT Help and Training Materials: This section contains PDFs about navigating
one’s SPOT account and required data fields, YouTube video demonstrations,
and an FAQ section further down the page.

i. Click on the blue “View” button to download PDF guides.
ii. Click on the red “Arrow” button to watch 1-3-minute demonstrations
about how to create an Intake Form and more.
iii. Scroll down the web page to read the FAQ section.

SPOT Workplace Help and Training Material

Please note that the SPOT training materials are in the process of being updated. The content found here may not accurately represent everything you see in SPOT. If you have
any questions, please reach out to your Local Health Department.

Overview of recent changes to the SPOT Portal as of 7/20/22

Below you will find documents and video support for using the Shared Portal for Outbreak Tracking (SPOT). Please check back often to ensure you are referring to the most recent
version. If you have received guidance or protocols from your local health department, those may supersede instructions found here. If you have any questions, please confirm with

the health department.

SPOT was designed to be as intuitive and user friendly as possible! This page contains additional details on how to use SPOT, including an instructional video. If you still cannot find the

information you need, you can reach out to your Local Health Department (LHD) point of contact.

SPQOT Intake Form Collection

Shared Portal User Guide SPOT Data Collection Fields Fields

View View
View

SPOT Demo for Workplace Liaisons SPOT Bulk Upload Demo for Liaisons. Reporting Cases with the SPOT Intake Form

353 SPOT Demo for ...

PUETEMONSr Workplace Liaisons alel ) o
a.. PUES allilnaul for Liaisons

%

u 3
n) "
Tout I Track | Troca Tre " P Test | Track | Trace | Tru

>

4. If you have further concerns or questions about how to use SPOT, please contact
SolanoLTCF@solanocounty.com



mailto:SolanoLTCF@solanocounty.com

