	Smallpox Outbreak System (SOS):  Project Instructions
	Draft
For additional information:
CDC Epidemiology and Surveillance Team (EST)
CDC Emergency Operations Center (EOC)
 770-488-7100
[E-mail address for EST]

First-time Users
1.  After double-clicking on Smallpox Menu.exe, the Smallpox Menu opens at the Project Initiation tab.  Note:  All tabs and buttons open with a single click.  If you double click on a menu tab, close the pop-up text box containing the error message to return to the Smallpox Menu.

2.  Select the Enter CIRJ Data button.

3.  Enter Point of Contact (POC) information for all affected jurisdictions for which you have data collection or reporting responsibility.  Note:  the CIRJ should contain only one record.  If the POC changes, either update the record or add another record and delete the old record.

4.  Save the Record.

5.  Select the Transmit Data with PII / PHI button.

6.  Follow the pop-up instructions on the screen.


Entering Case and Case Contact Data:  Overview
General instructions for each page are located at the top left corner on each page of the form.  For question-specific instructions, click on the “I” button, located in this instructions box.  The data collection forms in the Smallpox Outbreak System (SOS) include:

	Contact Information and Reporting Jurisdiction (CIRJ) (1 page):
Complete the primary contact’s information to the next jurisdiction level (e.g. county jurisdictions send to the state jurisdiction); send only one record (contact person) per jurisdiction.  If an individual has responsibility for more than one jurisdiction, complete additional records, one for each jurisdiction.  Delete old records from the database before transmitting to the next jurisdiction level.

	Case Investigation Form (CIF) (8 pages with 3 relational forms):
Complete as much information as possible.  During a surge, when resources and time are limited, complete only Core Data for CDC Parts I and II.  

Complete any or all of these relational forms when/if information is available:
Case Household and Primary Contacts (CHPC) (3 pages); the link to this form is located near the bottom of the Case Information page.

Images (1 page); links to this form are located near the bottom of the Core Data for CDC Part I and the Epidemiology and Case Classification pages.

Lab Tests (1 page); links to this form are located on the Core Data for CDC Part II and the Current Illness pages.

Summary Notification Form (SNF) (1 page):
Complete this form when resources and/or time are limited and, if possible, submit data twice daily to the CDC EOC.  The EST will use data from this form to satisfy the CSTE-recommended notification to CDC NNDSS.

	Summary of Contacts and Exposures Form (SEF) (1 page):  optional
Complete this form to monitor indicators of effective contact tracing and other prevention strategies.

	Exposure Surveillance (Exp Surv) (3 pages): optional
Complete this form to monitor individuals who have experienced environmental (e.g., lab mishandling) or social (e.g., case contact) exposure to Variola Major.  Use this form if case contact is unknown or complex (e.g., multiple contacts, multiple exposures). 

Printing a Form
If you are a CDC users, type Control-P and follow the prompts.  It may be necessary to save an electronic copy to the CDC PDF writer before printing.

Non-CDC users, please consult your IT specialists if your print functions differ from those listed above.
	
Saving or Withholding Records for Data Sharing:  Overview
Data are automatically saved as you 1) move from one page (i.e., data entry screen) to another or 2) leave a record to add another.   If you want to save data but do not want to leave the data entry page, click the Save button on the Epi Info Menu Bar.  If the Save button is not available (grayed-out), then data have already been saved. 

If you do not want to transmit a record, select the Delete button on the command bar.  This action will NOT delete the data, but will flag the record for omission from the data transport package. 

Transmitting Data; Overview
From the SOS menu, select the transmit button recommended by your Response Coordinator.  Some jurisdictions will transmit data with PII / PHI.  However, when transmitting data to CDC, select the transmit button that will exclude PII / PHI.

Follow the prompts on the screen.  You may also want to transmit a time-date-stamped copy to yourself for archival purposes.  

[bookmark: _GoBack]CDC recommends that you use the same database to update and/or add new records; however, information prior to record modification will be lost.  These data can be retrieved from archived copies, if needed.

Caser Notification 
CSTE recommends that STTs provide electronic notification to the National Notifiable Disease Surveillance System (NNDSS) by the next business day following case detection.  However, during an event, CDC will recommend that STTs transmit electronic data directly to the EST rather than to NNDSS.
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