
New User 
No Account

Once you meet the reporting threshold for your site, complete the SPOT Intake form
through the SPOT Portal to report cases to Santa Cruz Public Health. 

SPOT PORTAL: COVID-19 REPORTING 

If you have any trouble with your password or accessing the portal, please call
CalCONNECT HelpDesk at (916) 520-1619, or email them at

CalCONNECT.Helpdesk@cdph.ca.gov M-F 8a-5pm. 

Registered User 
Existing
Account

To Report
Additional

Cases to an
Outbreak 

For new users who do not have a SPOT Account, you must submit
a SPOT Intake Form by selecting "New User" from the Homepage.  

For existing users, log in to your portal to submit a SPOT Intake
form by selecting "Existing User" from the Homepage.

Navigate to SPOT Homepage (here)

Once your SPOT Intake form has been processed by our team
and an Exposure Event has been created you can report
additional cases or send updates.  

Follow the instructions starting on Page 2. Click here. 

Follow the instruction starting on Page 6. Click here.

Follow the instruction starting on Page 10. Click here.
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Select 
"New Users".

Use the dropdown
to select "Santa
Cruz" as the Local
Health Jurisdiction
and then hit Next. 

Choose the site
exposure type, then
hit Next.

Navigate to SPOT Homepage (here)New Users
Page 2
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Complete the SPOT
Intake form fully
including:

New Users
Page 3

Note: All fields marked with a red* are required fields and must
be completed to continue.

Key Point of
Contact &
Additional Point
of Contact

Location of
Exposure

Exposure
Information 

Under "Notes" add
any other info that
you think we
should know or 
 leave the field
blank



Finally, at the
bottom select "Yes"
and then Next. 

New Users
Page 4

Note: All fields marked with a red* are required fields and must
be completed to continue.

Enter all the
information for the
positive case then
hit Next. 

If there are more
cases to report,
select "Yes". If not
select "No" and Next.

You will receive a confirmation message that the SPOT Intake form was
submitted along with a summary. Review the information and hit Finish at the
bottom of the page.

Reminder: Make sure the Number of COVID-19 Positive Cases entered
into the form matches how many cases you entered and submitted here.



After submitting the
SPOT Intake form you
will receive a
confirmation email. 

New Users
Page 5

Once your SPOT Intake
form has been
processed by our team
you will receive a
welcome email with your
"username" and link to
reset your password.  

Follow the instructions to
gain access to your SPOT
Portal Account.

You'll be contacted by our team with the Exposure Event #(EE) from your SPOT
Intake form. This EE# is used to report additional cases within the SPOT Portal.
Continue and follow instructions on Page 10, click here.
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Select 
"Existing Users" and
log in to your SPOT
Portal Account. 

Select 
"View Locations &
Exposures" located
on the top green
bar, also found as a
big blue button on
the left.

You’ll see a list of
your SPOT Locations.
Select the site you''ll
be reporting to. All
sites are hyperlinked
in blue.

Site Location Test 1

Site Location Test 2

Navigate to SPOT Homepage (here)
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Site Location Test 1
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Select 
"Report New
Exposures".

A dialogue box
should pop up over
the screen with a
SPOT Intake form.
Complete this form
fully.

Note: All fields marked with a red* are required fields and must
be completed to continue.

At the bottom
select "Yes" and
then Next to start
entering positive
case(s)
information. 

Site  

Location Test 1



Registered Users
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Note: All fields marked with a red* are required fields and must
be completed to continue.

Enter all the
information for the
positive case then
hit Next. 

If there are more
cases to report,
select "Yes". If not
select "No" and Next.

Reminder: Make sure the Number of COVID-19 Positive Cases entered into
the form matches how many cases you entered and submitted here.



Registered Users
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After entering all the
positive cases, you will
receive a confirmation
message that the
SPOT Intake form with
a summary. Review
the information and hit
Finish at the bottom of
the page.

You'll then receive a
confirmation email
of the SPOT Intake
form submission.

You'll be contacted by our team with the Exposure Event #(EE) from your SPOT
Intake form. This EE# is used to report additional cases within the SPOT Portal.
Continue and follow instructions on Page 10, click here.



Report Additional Cases 
Page 10 Navigate to SPOT Homepage (here)

Once your SPOT Intake
form has been
processed by our
team you will receive
an email and/or call
from the assigned
investigator with an
Exposure Event (EE)#.

Log in to your SPOT
Portal Account by
selecting "Existing
Users".

To report additional
cases select 
"Report Cases and
Contacts" located on
the top green bar
(also found as a big
blue button).

https://spot.cdph.ca.gov/s/?language=en_US
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On the next screen,
select the Location of
the site from the drop-
down menu and hit
“Next”.

On the next screen,
select “COVID-19
Case” and then “New”.

A new SPOT Case &
Contact dialogue box
should pop over the
screen.

Note: All fields marked with a red* are required fields and must
be completed to continue.



Report Additional Cases 
Page 12

Fill out the SPOT Case &
Contact dialogue box
fully including: 

Enter the Exposure
Event number to
make sure the
case(s)are linked to
the outbreak you are
reporting to on SPOT 

Enter the case’s
information (name,
DOB, test date, etc.)

Once you are done you
can select “Save” or
“Save & New” if you
have additional cases
to report. 

Note: All fields marked with a red* are required fields and must
be completed to continue.


