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I. Introduction   
The Annex A Addendum in CYBER is the electronic version of the Addendum to the Annex A contract that residential 

providers have with ǘƘŜ bW /ƘƛƭŘǊŜƴΩǎ {ȅǎǘŜƳ ƻŦ /ŀǊŜ όCSOC). The target population served indicators selected in the Annex 

A Addendum establish ŀ ǇǊƻƎǊŀƳΩǎ tǊƻǾƛŘŜǊ LƴŦƻǊƳŀǘƛƻƴ CƛƭŜ όtLCύ ƛƴ /¸.9R. The approved Annex A Addendum supplies 

ǘƘŜ ǎǇŜŎƛŦƛŜǊǎ ǘƘŀǘ ŀǊŜ ǳǎŜŘ ǘƻ ƳŀǘŎƘ ŀ ȅƻǳǘƘΩǎ ƴŜŜŘǎ ǘƻ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ hǳǘ ƻŦ IƻƳŜ ǇǊƻƎǊŀƳ ƛƴ ¸ƻǳǘƘ[ƛƴƪΦ (All validations 

previously attached to the Annex A Addendum are still in place with this release and are discussed in this guide.) 

Users within an agency that will have access to the Annex A Addendums for their agency include those with the Contract 

Role or Annex A Administrator level of security (agencies can have more than one user with this role), and those with the 

Read-Only level of security.  The Read-Only security level allows users to view and print the Annex A Addendums that are 

in CYBER for the programs they are associated with.  These users will not be able to add, edit or submit Addendums.  An 

Out of Home (OOH) Security Administrator has the ability to add the specific security groups to create an Annex A 

Administrator for Out of Home programs.   

Security Administrators, who need guidance and further information about establishing security for their users, should 

review the training materials posted on the PerformCare website http://www.performcarenj.org/provider/performcare-

presentations.aspx ŜƴǘƛǘƭŜŘ άCYBER Security Administrator Instructional Guideέ.  If users have any difficulty or questions 

about security or the Annex A Addendum functionality, they should contact the CYBER Service Desk at 

servicedesk@performcarenj.org or 1-877-736-9176. 

Existing CYBER users and Annex A Addendum Administrators are encouraged to review the Appendices in this document 

detailing required fields and addendum specifiers.  

http://www.performcarenj.org/provider/performcare-presentations.aspx
http://www.performcarenj.org/provider/performcare-presentations.aspx
mailto:servicedesk@performcarenj.org
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II. Accessing CYBER 

Users must first log-into CYBER with their Login Name/UserID and Password.  CYBER can be accessed via the PerformCare 

website ς www.performcarenj.org .   The link is available at the top and bottom of the main page.  

 

 

Each provider organization has at least one CYBER 

Security Administrator, and your agency's CYBER 

Security Administrator can set up a login for you.  

Your access will be based on your login type and 

security levels. 

BŜŦƻǊŜ ȅƻǳ ƭƻƎ ƛƴΣ ƪŜŜǇ ƛƴ ƳƛƴŘΧ 

¶ There is nƻ ΨōŀŎƪ ōǳǘǘƻƴΩ ǳǎŜ ƛƴ /¸.9wΗ 

¶ Most areas/buttons are single-click ς do not double-

click on a button! 

¶ Every time you launch CYBER, you will be required to 

enter your Login name and Password to continue. 

Below the log in area is a statement that, as a CYBER 

user, you acknowledge your responsibility to protect 

the privacy of, and to guard against, the inappropriate 

use of the Protected Health Information (PHI) 

contained within the system.   

This statement will appear each time you log in.  

Please also check the Providers section on the PerformCare website for the most up-to-date technical requirements 

(such as browser compatibility and operating systems) that a user would need to access CYBER. 

http://www.performcarenj.org/
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III. Accessing the Annex A Addendum  
Once the user is logged into CYBER, click on the Provider Details button on the left side of the Welcome Page. 

 

Clicking here will bring the user to the Provider Details screen, where they will need to click on the Annex A Addendum 

button on the left-side of the screen. 

 

The Annex A Addendum button will bring the user to the Annex A Addendum screen for the programs they are opened to 

in CYBER. (Each user is attached to programs via their User Profile; in order to change the programs a user is opened to; 

they would need to contact their Security Administrator.   Also, if a user does not have access to the Annex A Addendum 

button here and should, they would need to contact their Security Administrator who can provide the appropriate security 

groups to the OOH program to edit or view the Annex A Addendum.) 
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Annex A Addendum Screen 
The Annex A screen contains two grids.  The top grid will list all of the Pending Annex A Addendums. These Addendums 

are either, 1) saved and not submitted for CSOC review, 2) submitted, or 3) have been returned to the ǇǊƻƎǊŀƳΩǎ !ƴƴŜȄ ! 

Administrator for revision.  The bottom screen grid will house a list of all approved or denied Addendums for all programs 

the user has access to view.  

 

Filtering by Program 

The user will find a drop-down menu at the bottom left of the screen that when clicked will list all of the programs the 

user is opened to that allow the user to select and then navigate to perform an action.  Ψ!ƭƭΩ ŘƛǎǇƭŀȅǎ ōȅ ŘŜŦŀǳƭǘ, showing 

all the Annex A Addendums in both grids above.  When the user selects a single program from the dropdown, the grids 

will filter for that program only.   
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Existing Annex A Addendums 

Users can open any Annex A Addendum from the top or bottom screens by double clicking on the selected row to open.  

Editing an Unsubmitted Annex A Addendum 

In the Pending Annex A Addendum Details grid users may edit an Annex A in a Saved or Returned for Changes status by 

double-clicking the row of the Annex A.  Annex A Addendums in Submitted status cannot be edited.  These addendums 

are awaiting review by CSOC. 

 

Pending Annex A Addendum Details 

The information that a user will find in the Pending Annex A Addendum Details grid includes: 

¶ All of the Addendums for the program(s) that show a status of Saved, Submitted, or Returned for Changes. 

Note - any user within the agency with the appropriate security level can edit, submit, or delete an Addendum that has 

been saved, but not yet submitted to CSOC. Addendums that have been submitted and then are returned for changes from 

CSOC can then be edited by any OOH user with the appropriate security level to access and edit Annex A Addendums.   

¶ Columns include the following information: 

o Effective Date ς the effective date entered by the author of the Addendum that has been submitted. The 

Effective date cannot be set prior to the Contract Begin Date or after the Contract End Date. 

o Contract Number ς as entered by the author on the Addendum. 

o Contract Begin Date ς the start date of the contract as entered on the Addendum. 
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o Contract End Date ς the end date of the contract as entered on the Addendum. 

o Medicaid ID ς the Medicaid ID number of the program. 

o Status ς the status of the Addendum ς Saved, Submitted or Returned for Changes. 

o Submission Type ς the type of Addendum that was created/saved/submitted/returned for changes ς New, 

Renewal, Modification, Admin Changes. 

o Mod. No ς if the Addendum is a Modification that has been returned, the number will appear here as it 

was entered by CSOC. 

o Agency Name ς the agency, or program name for which the Addendum was created. 

o Program Type ς program type names are acronyms in a drop-down list for selection (Appendix D). 

o Submitted By ς the CYBER ID of the user that submitted the Addendum. 

o Submitted Date ς the date the Addendum was submitted to CSOC for review/approval. 

Approved / Denied Annex A Addendum Details  

The information that a user will find in the Approved /  Denied Annex A Addendum Details grid at the bottom of the screen 

includes: 

¶ All of the Addendums for the program(s) that have been approved or denied; denied Addendums will remain on 

the Annex A Addendum grid for 60 days after being denied.  Denied Addendums can be viewed but cannot be 

printed or copied into a new Annex A. 

¶ Columns include the following information: 

o Effective Date ς the effective date of the contract.  The effective date may be after the Contract Begin 

Date if a New or Modification has been submitted and approved. 

o Contract Number ς as entered on the Addendum. 

o Contract Begin Date ς the start date as entered on the Addendum. 

o Contract End Date ς the end date as entered on the Addendum. 

o Medicaid ID ς the Medicaid ID number of the program. 

o Status ς users will see either Approved or Denied. 

o Submission Type ς New, Renewal, Modification, Admin Change. 

o Mod. No ς Modification Number ς if the Addendum has been Modified and the Modification has been 

approved and is active, the number will appear here. 

o Agency Name ς the !ŘŘŜƴŘǳƳΩǎ agency or program name. 

o Program Type ς the program type names are acronyms in a drop-down list (Appendix D). 

o Submitted By ς the CYBER ID of the user that submitted the Addendum. 

o Submitted Date ς the date the Addendum was submitted to CSOC for review/approval. 
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Submission Types 

 

New ς this type is the very first Annex A Addendum for the program.  When first opened everything is blank, however in 

Agency Information, the Contract Begin Date, Contract End Date (required), Contract number (required), and Effective 

Date may be entered by the provider.  The following fields may not be edited by the OOH provider during creation of a 

New Annex A: 

¶ Medicaid ID 

¶ Program  

Renewal ς this type is to renew any Addendum after the first Annex A.  It can be created starting 90 days before the 

existing Contract End Date ends, but the Renewal Contract Begin Date cannot be set earlier than the End Date of the last 

contract. The following fields may not be edited by the OOH provider during an Annex A Renewal:   

¶ Program  

¶ Medicaid ID 

¶ Agency Name 

¶ Provider Type 

¶ Program Type 

Modification ς this type is to request changes to a program any time after the contract begins.  The following fields may 

not be edited by the OOH provider during an Annex A Modification:   

¶ Contract Begin Date 

¶ Contract End Date 

¶ Contract Number 

¶ Mod # 

¶ Mod Effective Date 

¶ Provider Type 

¶ Program Type  

Update Contact Info ς this type is for only making modifications to the Agency Contact Information for an existing 

Addendum.  

Admin Changes ς this type allows users to only make changes to Site Details and enter an effective date called Admin 

Changes Eff Date. 

 

 

In addition, the user may enter comments in the Comments accordion to explain the changes.   
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IV. Creating a New Annex a Addendum  
Whenever a user is creating an Annex A Addendum, whether it is a new Addendum, a Renewal, etc., they must first select 

a program from the drop-down menu at the bottom of the Annex A Addendum screen.  To create a new Addendum, select 

ǘƘŜ άbŜǿκwŜƴŜǿ !ƴƴŜȄ ! !ŘŘŜƴŘǳƳέ ōǳǘǘƻƴΦ  

hƴŎŜ ǘƘŜ άbŜǿκwŜƴŜǿ !ƴƴŜȄ ! !ŘŘŜƴŘǳƳέ ōǳǘǘƻƴ Ƙŀǎ ōŜŜƴ ǎŜƭŜŎǘŜŘΣ ŀ ƴŜǿ !ŘŘŜƴŘǳƳ ǿƛƭƭ ƻǇŜƴ ƻƴ ǘƘŜ ǎŎǊŜŜƴΦ 

Note ς ƛŦ ǘƘŜ ǳǎŜǊΩǎ program is new to the system and no other Annex A Addendums exist in CYBER for this 

program/Medicaid ID, ǘƘŜ !ŘŘŜƴŘǳƳ ƛǎ ŎƻƴǎƛŘŜǊŜŘ ǘƻ ōŜ άbŜǿέ.  The contract may have existed on paper or outside of the 

CYBER system, but because this is the first version, it is considered a New Addendum. 

Additional Notes: 

Copy existing Annex A into New - If a user is creating an Addendum for a new program, but has other Addendums in CYBER 

for other existing programs, the user has the option to copy the details of an existing approved Addendum into the new 

program (See section IX. Using the Copy Annex A Addendum Functionality for more information). 

The Renew functionality on the New/Renew button will be available for any Addendum that is in Approved status and will 

be renewing 90 days or less from the contract expiration date.  Other submission selections ς Modify, Update Contact 

Information and Admin Change ς will be available once the first Addendum has been approved and is active (the effective 

date of the contract has passed). 

Note ς only one pending Annex A Addendum can be in the system at a time.  If there is another Addendum in CYBER for 

the program that has been saved, or submitted to CSOC but is not yet approved, denied or returned for changes, the user 

will be blocked from creating another Addendum for the same program.  Please allow for review time or contact your 

CSOC Contract Administrator to have the Addendum returned. 
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When the user begins a New Addendum, the radio button for the submission type will be pre-selected ŀǎ άbŜǿέ by the 

system.  The Addendum opens as a collapsed (closed) accordion.  Each section has a title and the user can open a single 

section by left clicking once on the title to edit just that section without having to navigate through the entire document. 

 

Annex A Push Buttons 
There are important buttons at the bottom of the Annex A Addendum that assist with administration.      

 

 

Save button ς It is highly recommended that the user click the Save button at the bottom of the Addendum on a 

frequent basis ς at least every 10-мр ƳƛƴǳǘŜǎΦ  ¢Ƙŀǘ ǿŀȅΣ ƛŦ ǘƘŜǊŜ ŀǊŜ ŀƴȅ ƛǎǎǳŜǎ ǿƛǘƘ ǘƘŜ ǳǎŜǊΩǎ LƴǘŜǊƴŜǘ ŎƻƴƴŜŎǘƛǾƛǘȅ ƻǊ 

with CYBER, a great amount of information will not be lostΦ  /ƭƛŎƪƛƴƎ ά{ŀǾŜέ ǿƛƭƭ ƴƻǘ Ǌǳƴ Ǿalidations on the document; 

validations will be checked only ǿƘŜƴ ǘƘŜ ǳǎŜǊ ŎƭƛŎƪǎ ǘƘŜ ά{ǳōƳƛǘέ ōǳǘǘƻƴΦ  (If the user chooses to print the Addendum at 

any point, the system will automatically save the document first.) 

Print button ς Details about what items will print are noted throughout this document based on the information 

entered.  The main print functionality is described in section XII. Printing the Annex A Addendum.  If users attempt to 

print before submission and CSOC approval, a άDRAFTέ watermark will appear on the printed document.   

Delete button ς  The Delete button may be used if the Addendum was created in error; the button will not function once 

the Addendum has been submitted, returned for changes, approved or denied.  The system automatically saves the 

EVERY 10-15 

MINUTES! 
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document once it is created so the user will need to use the Delete button it if it was created in error.  Once Delete is 

clicked, there is a screen that confirms the selection.  If OK is clicked, the Addendum will be deleted. 

V. Completing a New Annex A Addendum ɀ Section by Section 
The following fields in the Addendum will pre-populate with information from the Provider Information File (PIF):   

¶ Program Number 

¶ Medicaid Provider # (if known; alternately a CIM ID will appear here until the Medicaid ID is known 

¶ Agency Name 

¶ Provider Type 

¶ Program Type 

¶ Contact Person 

¶ Contact Phone  

¶ Contact Email 

Recommendations: 

¶ Review any pre-populated information from the Provider Information File. 

¶ Begin at the top and proceed through the accordions in order, specifically for the Populations Served and Site 

Details accordions. 

¶ 9ƴǘŜǊ άbκ!έ ƛƴ ǊŜǉǳƛǊŜŘ ǘŜȄǘ ōƻȄŜǎ ƛŦ ǘƘŜ ŦƛŜƭŘ ŘƻŜǎ ƴƻǘ ŀǇǇƭȅ ǘƻ ǘƘŜ ǎǇŜŎƛŦƛŎ ǇǊƻƎǊŀƳΦ 

Agency Information  

 

The Agency Information accordion contains available data in the following fields: Program ID, Medicaid Provider ID#, 

Agency Name, Contract Number, Provider Type, and Program Type.   

The user must complete the Contract Number, Contract Begin Date, and Contract End Date.  These fields can be edited by 

CSOC once submitted for review. This allows the Contract Administrator to correct unintentional errors.  
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The Effective Date is an optional field in the New Annex A Addendum.  If the Effective Date of the program or contract 

action is different from the Contract Begin Date, the user may enter it here. 

¦ǎŜǊǎ ǿƛƭƭ ŀƭǎƻ ǎŜŜ ŀ ά/ƻƴŘƛǘƛƻƴŀƭƭȅ !ǇǇǊƻǾŜŘέ ŎƘŜŎƪōƻȄ ǳƴŘŜǊ ǘƘŜ 9ŦŦŜŎǘƛǾŜ 5ŀǘŜΦ  ¢Ƙƛǎ ǿƛƭƭ ōŜ ǳǘƛƭƛȊŜŘ ōȅ /{h/ ǿƘŜƴΣ 

based upon current information, a contract is approved with conditions that must be addressed. If approved conditionally, 

a program will need to submit a Modification (see section VI. Renewing and Creating a Modification to an Existing Annex 

A Addendum) to make changes. 

Agency Contact Info 

 

All of the fields in this accordion are required except for the Website Address; attempting to submit the Addendum without 

completing the required fields in this accordion will cause the user to receive a validation error and they will not be able 

to submit until all required fields are completed. 

The user can copy and paste in the fields in this accordion, which may save time if all of the individuals are at the same 

location.  Selecting or highlighting text in one field, holding down the άŎǘǊƭέ button and then pressing the άŎέ (Ctrl-C) button 

on the keyboard will copy the information. After clicking in the destination field, holding down ǘƘŜ άŎǘǊƭέ button and 

pressing the άǾέ ōǳǘǘƻƴ (Ctrl-V) on the keyboard will paste the information into the destination field.   

Users will also see that the City and State boxes are gray and cannot be entered; these will populate once the user enters 

a zip code.  If a zip code is entered that covers multiple towns or counties the user will get a selection menu to choose the 

appropriate town and county. 

Note - the Admissions Contact information is not a part of the Annex A Addendum; that information can be entered in the 

PIF. The PIF is accessed via the Provider Details screen and the OOH PIF button on the left-side of the screen (see section 

III. Access the Annex A Addendum for an example).  The Admissions Contact information (Contact name, Contact Phone 

and Contact Email) are the only fields that can be updated from the OOH PIF screen; all other details about the contract 

are entered in the Annex A Addendum. 
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Populations Served  

 

The Populations Served accordion will open to the Gender Served and Ages Served areas (which will need to indicate the 

population that is served for the entire program, across all sites); both of these are required areas and at least one 

Gender selection and at least one Age selection must be made in each area.  

There is a Navigation menu at the top of the accordion that allows users to navigate to each section of Populations 

Served category. 
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In general, checking a target population specifier in this accordion attests that the program serves individuals with these 

needs.  Leaving a specifier blank indicates that this is a need that the program does not serve; any specifiers left blank will 

ǇǊƛƴǘ ǿƛǘƘ ŀƴ ƛƴŘƛŎŀǘƛƻƴ ƻŦ άbƻέΦ 

Additionally, some specifiers will have No, Yes and Required as selection options.  (radio button) 

¶ Selecting No indicates that the program does not serve youth that have this need; youth with this need will not be 

automatically matched with the program in YouthLink.   

¶ Selecting Yes indicates that the program does serve youth with this need and they will be automatically matched with 

this program in YouthLink.  

¶ Selecting Required indicates that the program only serves youth with this need; unless this need is indicated on the 

referral, the youth will not be automatically matched with the program in YouthLink.  If a youth has all other specifiers 

indicated on their referral, but do not possess the one that is required by the program, they will not be matched to 

the program in YouthLink. 

A selection must be made of Yes, No or Required in order to pass validation.   

A lower level, or sub-specifier must be selected in order to pass validation.  For example, if the main specifier of Substance 

Abuse is selected as Yes or Required, the user must select at least one sub-specifier (such as History of Addiction) in order 

to pass validations and submit the document. 

The Populations Served accordion is detailed in the Appendices.  Please review the appendices prior to completing the 

Annex A to ensure all required fields are appropriately completed.  
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Site Details  

 

The example above shows a program that has a site already set-up in the PIF.  In order to make changes to the record in 

the grid, the user would double-click on the Site Details accordion to open the Site Details window.  To add or create a 

new site, the user would click Create New Site button at the bottom of the Site Details grid.  The New Site window will 

then open.  

 

When creating a new Annex A site, all of the fields here are required; at least one selection must be made within Ages 

Served and Gender Served.   

¶ Site Name 

¶ Address 

¶ Zip (allows user to select city and county) 

¶ Phone Number (contact phone for that site) 

¶ Fax Number 

¶ Email address (contact email address for that site) 

¶ Gender Served (Female, Male, Both) 

¶ Capacity (number of beds ς see Note below) 

¶ Ages Served (must select at least one age) 
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Note ς the Ages Served, Gender Served, and Capacity across all sites MUST total, or correspond to the entered information 

in the Populations Served accordion.  For example, if the user created two sites under a program, one with a capacity of 10 

and another with 15 (for a total of 25), the total number of Contracted Beds in the Populations Served accordion must be 

25 or the user will get a validation error upon attempting to Submit.  

(See Populations Served in Section V. Completing a New Annex A Addendum for information on Population Served 

required fields.) 

¶ If the New Annex A site ǎŎǊŜŜƴ ŜȄŀƳǇƭŜ ƘŀŘ ōŜŜƴ ŀƴ ŜȄƛǎǘƛƴƎ ǎƛǘŜ ŀƭǊŜŀŘȅ ŜƴǘŜǊŜŘ ƛƴǘƻ ǘƘŜ ŀŎŎƻǊŘƛƻƴΣ ǘƘŜ άLƴŀŎǘƛǾŀǘŜέ 

button at the bottom of this window would be enabled for selection.  This allows the user to keep site information in 

the Addendum without having to delete it; inactivating the site removes it from YouthLink.   

o The delete option is available on the Site Details grid and allows a user to delete a site from the Annex A 

Addendum; users can only delete a site if it does not have a PIF in CYBER already.  If there is a PIF for a site, then 

ƛǘ Ƴǳǎǘ ōŜ LƴŀŎǘƛǾŀǘŜŘ όŀƴȅ ǎƛǘŜǎ ǘƘŀǘ ŀǊŜ LƴŀŎǘƛǾŀǘŜŘ ǿƛƭƭ ƴƻǘ ŀǇǇŜŀǊ ƛƴ ŦǳǘǳǊŜ !ŘŘŜƴŘǳƳǎύΦ ό¢ƘŜ ά!ŎǘƛǾŀǘŜέ ōǳǘǘƻƴ 

becomes enabled only for sites that have been deemed Inactive.) 

Physical Environment  

 

All areas of this accordion are required; at least one selection must be made in each area and the Mass Transit Access 

Describe text box is required. 

Under Bedroom Type, the corresponding text box for the selection made must be completed with the appropriate number 

of rooms. 














































