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Ad-Hoc Extracts — Out-of-Home Admissions — Instructions for Use and Exporting
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I. Introduction

The report NJ3003 is an extract that contains all the fields from the Out-of-Home (OOH) Admissions table that pertain to
the Admission data (such as date the referral was posted on YouthLink, the Admit Date, Discharge Date, etc.). The
extract will show data within a specific timeframe for the youths that were admitted to an OOH program that the user,
generating the report, is associated with. (See Dictionary). This extract is available for use by OOH providers only.

**For the purpose of these instructions, the report is defined as a data extraction**
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II. Accessing CYBER

Users must first log into CYBER with their Username and Password. CYBER can be accessed via the PerformCare website
—www.performcarenj.org . The link is available at the top and bottom of the main page.

Home « Youthand Family Guide » Careers = Aboutus » Contact

NJ Children's System of Care

7
s Launch CYBER Family Resources
ﬂ Children's System of Care Providers Find community resources and
can access the CYBER system here. supports tailored to your family's
specific needs.
\.
@ For Providers ﬁ Help for Youth
- Find clinical criteria, training If you are between the ages of 5 and
materials, and additional 21 and need help with daily life
information here. challenges.

Each provider organization has at least one CYBER

Security Administrator, and your agency's CYBER CYBER LOGIN

Secu rlty Administrator can set u pa Iogin for you. As a CYBER User | understand that my work will involve access to Protected Health Information
(PHI) as defined by HIPAA (The Health Insurance Portability and Accountability Act) for the purpose

YOUI" access WI” be based on yOUr |0gin type and Security of providing or arranging treatment, payment or other health care operations. | also acknowledge
that | am engaged by a covered entity. | further acknowledge my responsibility to protect the privacy

|eve|s_ of and to guard against inappropriate use or disclosure of this PHI by logging in as a CYBER User.

This is in compliance with The Health Insurance Portability and Accountability Act (HIPAA) of 1996
Before you |Og In, keep in mind... and its implementation regulations. For more information on HIPAA please go to
http://www.hhs.gov/ocr/hipaa/

e There is no ‘back button’ use in CYBER! CYBER contains substance abuse diagnosis and treatment information that is protected by federal
. . confidentiality rules (42 CFR Part 2). CYBER users are not permitted access to that information
i MOSt areaS/bUttonS are si ngle'd |Ck - dO not dOUble' without a valid written consent that meets the requirements of 42 CFR Part 2. Users that access

such confidential information pursuant to a valid written consent are prohibited from making any
further disclosure of this information unless further disclosure is expressly permitted by the written

click on a button!

H . H t of the person to whom it pertains or as otherwise permitted by 42 CFR Part 2. A general
e Every tim launch CYBER will be requir consen
e y t e yOU aunc C 4 you be equ ed authorization for the release of medical or other information is NOT sufficient for this purpose. The
to enter your Userna me and Password and CIiCk the Federal rules restrict any use of the information to criminally investigate or prosecute any alcohol or

drug abuse patient.

LOGIN button to continue.

Please CLEAR your browser Cache before using this new version of CYBER

Below the log in area is a statement that, as a CYBER Usemame
user, you acknowledge your responsibility to protect the Password

privacy of, and to guard against, the inappropriate use of
the Protected Health Information (PHI) contained within FOS

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/

PerformCARE"
II1. Accessing Extracts

To access the Ad Hoc Extracts, users will click on the ‘Reporting’ button on the left side of the Welcome Page.

System Admin

Security Administrator
Name and Phone

Youth Achild Search Note: if a user does not have a functional

My Active Youth Reporting button on the Welcome Page,
OrORGe they should contact their Security
Administrator for assistance with security

Provider Details
access. Only users with Level 3 security

Message Functiol . .
S AR may access functionality from the

Reporting button.

[ —
Reporting

Historical Access

Anomaly Management

Users will choose their Program Name from the Program drop down and click the Report drop down to select the extract
report - The Authorizations Ad Hoc Extract is labeled ‘26 — NJ3003_OOHAdmissions’.

Reporting Functions Logout

el - L 0025 - 103003 0okadmissions R view Repor

0002 - Agency Capacity Report - PDF

0008 - YouthLinkSummary - PDF

0023 - NJ3001_AuthExtract
Reporting Service

on your user account security.

SsmentAdHoc

Please choose a program first. Then,

0134 - NJ1371_ManageAccess
0141 - NJ2006_OOH_Dashboard

0155 - NJ1440_Anomaly_Management

Users will click on the ‘View Report’ button to access the extract parameters window (see below).
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IV. How to Customize the Extract

Reporting Functions

.
"Admit Date” From:  [11/13/2019 = "admit Date” To: [12/13/2019 |3(“ View Report >
"Last Name" starts | | "First Name" starts |
with: with: 1
Show Only Active . ~
e ¥ ® True O False

Users will need to enter the parameters to generate the data extract that fits their needs; clicking on the calendar
button will give the user the ability to choose the date parameters. The parameters are as follows:

e Admit Dates From/To: The timeframe that the user wants to look for Admissions, based upon the start date of

the admission into the user’s program

e last Name Starts With: Users may choose to put only the first letter(s) of the youth’s last name; the user can run

the extract without including this information

e  First Name Starts With: Users may choose to put only the first letter(s) of the youth’s first name; the user can

run the extract without including this information

e Show Only Active Youth: Default is ‘True’; select to see only the youth that are currently opened to the user’s

agency and who were admitted to the user’s program during the chosen timeframe; select ‘False’ to see all
youth that were open to the user’s agency at any time and were admitted to the Out-of-Home program during
the chosen time frame

Clicking the ‘View Report’ button will generate the extract.
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V. Exporting the Extract into Excel

Once the extract loads, the user will have the option to export the data to another format, such as Excel.

Note: The columns in the extract can be sorted in CYBER, by clicking on the up/down arrows that appear in the column
headings. For example, if a user needed to sort the data by the Intensity of Service (10S), clicking on the arrows in the
column heading, circled in the example below, would sort all the data by 10S.

Admit Date" From:  [12/1/2019 Ij Admit Date" To: [12/15/2019 lj

"Last Name" starts l ‘ "First Name" starts l ]
with: with:

Sh Only Acti

Yogl‘:l:l: RN ELERS ® True O False

o4 Jetr b bl @ [ Jrndined(R-D&

Child Referral Werd charge Intensity Site
ID : | Last Name : | First Name % Number Excel ate : |Of Servic@ Type
PowerPoint
PDF
TIFF file

MHTML (web archive)
CSV (comma delimited)
XML file with report data

Choosing Excel from the menu, and then clicking on ‘Export’, will export the data to an Excel spreadsheet.

Once the data is exported and the file opened in Excel, the user can choose to filter or sort it as needed.

i NJ3003_OOHAdmissions report sample - Excel

Insert  Page layout Formulas Data Review View Team ‘:-:T' Tell me what you want to do...

ey X <o \ ] | =
T £dt Calibri 111 A N [T = ¥~ [SFWrap Text General i %’ v (' . x m E A:toSum %’Y p
s Copy - = = = | []Fill -
Paste - Tl - ol N . L EEE E= EMerge&Ceonter v $-% 9 05 Conditional Format as Cell Insert Delete Format : Sort & Find &
- ¥ Format Painter = i 2 N ek Formatting *  Table - Styles - v - € Clear Filter = felect -
Clipboard = Font > Alignment = Number d Styles Cells Edrting ~
Al i fi v
A B C D E F G H } J K o
‘ ‘ ‘ Referral Intensity Of
2 _ Child ID Last Name First Name Number Referral Date | Admit Date | Discharge Date Service Site Type Site Name Create Date C
3 9/30/2019 RTC RTC 10/1/2019 (574
4 10/21/2019 RTC RTC 10/28/2019 CS/
5 6/25/2019 RTC RTC
6 4/8/2019 RTC RTC 4/10/2019 CS#
7 11/18/2019 RTC RTC 12/4/2019 CS4
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VI. Ad Hoc Data Extract Dictionary

The definitions below explain the various data field in the data extract

Field Name Definitions
Child ID Unique identifier that identifies the youth’s record in CYBER
Last Name The Last Name of the youth
First Name The First Name of the youth

Referral Number

The unique identifier attached to the Out-of-Home Referral

Referral Date

The date the Out-of-Home Referral was posted to Youth Link

Admit Date

Date the youth was admitted into the user’s program

Discharge Date

The date the youth was transitioned from the Out-of-Home program (as applicable)

Intensity of Service

The Intensity of Service (I0S) determined to be appropriate for the youth’s care

Site Type

The type of program that is administered at the site the youth was admitted to

Site Name

The full name of the Out-of-Home program’s site the youth was admitted to

Create Date

The date the Out-of-Home referral was entered into YouthLink

Create User

The Username of the person who created the referral in CYBER

VII. References
PerformCare Website

Providers Training page: https://www.performcarenj.org/provider/training.aspx

Out-of-Home (OOH) section:_https://www.performcarenj.org/provider/training.aspx#ooh

Reports section: https://www.performcarenj.org/provider/training.aspx#reports

PerformCare Customer Service

www.performcarenj.org/ServiceDesk

1-877-652-7624
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