Submitting a line list
Navigate to the City of Long Beach Information for Schools webpage: https://longbeach.gov/covid19edu

Scroll down to “School case reporting: All (one or more) school cases must be reported here within 24
hours.”
Click on “School Case Report Portal”.

The page you opened should look like this:

If this is your first time completing a line list, or you are switching over to the updated line list, click on
the link “School Case and Contact Line List (Excel File)” to download the template.

If you have previously submitted a line list using the updated line list, open that Excel File and simply
add on to it.
The line list template you opened should look like this:

The line list has three tabs. The first tab is for positive students and staff, the second tab is for exposed
students or staff, and the third tab is the instructions.

In the first tab titled “Positive Student or Staff” begin by filling out the general information section at the
top.

Next, fill out all of the columns for each positive student or staff case. Please include presumptive
positives on this list as well.
There are drop down lists for select columns on the line list. For example, when indicating whether an
individual is a student, staff, or other, you will select from a drop down list as shown below:

For students, fill in what grade they are in.
Next, fill in the classroom number or office location for both students and staff. For students who report
to multiple classrooms in one day, such as middle or high school students, please list each classroom.
Indicate whether an individual is involved in a sport or other extracurricular activity. Then fill out their
date of birth, race/ethnicity (if known), their residential address, residential city, and their phone
number. Example below:

Next indicate whether or not this individual was symptomatic. To do so, use the drop down list and
select “Yes”, “No”, or “Unknown”.

For symptomatic persons, fill out their Symptom Onset Date with the date they first began to feel
symptoms.
Fill in the Test Date and select from the drop down list whether their result was “Positive” or
“Presumptive Positive”.

Select from the drop down menu the individual’s vaccination status: “Yes” (meaning fully vaccinated),
“Partial”, “No”, or “Unknown”.

Fill in the individual’s last date on campus. Were they in close contact with a staff or student that was
previously positive? Select either “Yes”, “No”, or “Unknown” from the drop down list.

Did they have close contact to a positive case outside of school? Select either “Yes”, “No”, or
“Unknown”. For example, if a student had a parent in their household that tested positive, you would
select “Yes”.

Fill in the number of exposed staff and in the following column, the number of exposed students. If
there were no exposed persons for a category, please indicate this by filling out with a “0”.

Have all unvaccinated close contacts been notified of need to quarantine? Fill in “Yes” or “No”.

Any additional notes can be added to the final column.
Once you have added all of the positive students or staff to the first tab you can then move on to
inputting exposed students or staff.
To do this, navigate to the second tab at the bottom titled “Exposed Students or Staff”:

The spreadsheet you opened should look like this:

Fill in the general contact information as you did on the first tab.

Next, fill in the name of the exposed student or staff.
Just like in the first tab, indicate whether the individual is a student, staff, or other using the drop down
list. Again, for staff select their role from the drop down list.

For students, input their grade.
For both students and staff, fill out the classroom or office locations in which they were exposed.
Fill out the date of birth, residential address, and phone number.

Indicate the name of the COVID-19 positive case the close contact was exposed to and fill in the date of
last exposure to the positive student or staff.

Select from the drop down list whether this individual has been quarantined or not. In the next column,
select from the drop down menu whether or not they are participating in modified quarantine.

Fill out the Quarantine End Date and Return Date. You may use the “Date Calculator” excel sheet
provided in the training in order to calculate these dates.

Using the drop down list, indicate the individual’s vaccination status by selecting “Yes” (fully vaccinated),
“Partial”, “No”, or “Unknown”.

In the next column, fill out “Yes” or “No” depending on whether or not the individual was symptomatic.
If yes, fill in their Symptom Onset Date in the next column.

In the final column write any additional notes.

Continue filling out the spreadsheet for the rest of your close contacts.

When you are done, save the file as SchoolName_MMDDYY.

Navigate back to the Veoci page.

Fill in the school/organization name, your name, your position title/role, and an email and phone
number for contact.

Attach the excel spreadsheet you completed at the bottom of the page.

Click the verification button.

Press submit.

You are done!
A school team member from the Long Beach Health Department will be contacting to verify the
information that you submitted, to provide guidance, and to answer any questions you may have.
For future submissions, simply add on to the previous excel spreadsheet you completed, and submit a
new report through the Veoci system.

