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Key/Legend

The BADGE application and the manuals use various styles and icons. Below are their explanations.
The BADGE Application covers all BADGE modules while the BADGE Module covers this specific
module.

Individual users may not have read or write privileges for every module; therefore, you may
not be able to add, edit, or delete certain information in BADGE.

BADGE Application

Style/Symbol Meaning

. In order to print a report or document, click the Printer Icon in the
Printer Icon :
Report Viewer screen.

A Scroll Bar allows the user to move the window viewing area up,

H Scroll Bar down, left, or right. The Scroll Bar can be vertical or horizontal
and is commonly located on the far right or bottom of the window.

}..a Magnifying Glass Click the magnifying glass to expand a comment/textbox.

BADGE Module

Style/Symbol Meaning

Press the Ctrl key and click the hyperlink in order to be
transferred to another document or a specific topic within the
same document for more information.

Tips and notes provide additional information, exceptions, or
. Notepad Bullet special circumstances that apply to a particular topic or area in
BADGE.

Hyperlink

o
o

Denotes mandatory fields that must be completed before data can
be saved.

The BADGE manuals are instructional guides for users to understand how to use BADGE. The
BADGE manuals will apply the same formatting but individual information. This manual addresses
the Juvenile and Adult Information screens in BADGE.
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The Juvenile
Information at
the top of the
screen cannot
be edited.

The Alerts tab
can also be
accessed by
clicking on the
Alert! Info
button found
on various
BADGE
screens.

Info

The Alert! Info
button will be
red if the
juvenile has
documented
alerts.

Alert!

Info

If the juvenile
does not have
any alerts, DO
NOT put in an
alert stating
the juvenile
has no alerts.
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Juvenile Information Screen

From the Juvenile Information screen, you can access the juvenile number, Social Security

Number, last name, first name, middle initial (if provided), date of birth, age, race/ethnicity,

residence information, genetic sex, and an image (if available).

Juvenile Info Button

The Juvenile Information screen consists of eight tabs with additional juvenile information, such as

the Info/Face Sheet, Alias, Case Workers, ID Marks, Detention Info, Alerts, Family, and Access

Log tabs.

1. Alerts Tab

i

When the Juvenile Information screen opens, the Alerts tab will be displayed. This tab shows

the JTS Generated Alerts and JTS Recorded Alerts, along with a description for each alert.

dsvente Homation

Asverde Humber
Avenie Name
Date of Bith
Race / Ethricty
Fesdert of

Genetic: Sex

InfovFace Sheet | Mas | Case Worken | 1D Marks | Deternon Info | Aets -g

Vew/Change

Pert Aets

Information Found Under the Alerts Tab:
U JTS Generated Alerts are automated alerts created by BADGE based on case-specific
information that has been recorded in the system. These alerts cannot be entered, edited,
or deleted by the user from this screen.
U JTS Recorded Alerts are current or expired alerts that are manually entered by a user. A
user with the appropriate privileges can expire an existing alert, even if the user did not

initially create the alert.
a. View/Change Button
i. The View/Change button allows you to input new, edit existing, or delete JTS

Recorded Alerts. Click the View/Change button and the View/Change Juvenile Alerts

screen will appear.

Revised: 1/2019
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Only the Date
Expired and
the information
in the
Comments
textbox can be
edited. The
Date Expired
can ONLY be
edited if it was
not previously
entered.

Information in
the
Comments
textbox must
be as detailed
as possible.

Delete should
be used for
removing an
incorrect alert
entry ONLY. If
the alert is no
longer valid,
edit the alert
and add the
Date Expired.
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Svonte fomation — Mot Camgy fot Dmscnon twe: Gored Camers
v Number 35N .

Juvenie Name:
Date of B Aot (fears - Marthe)
Race / Bhricty. [ Dvect Cane

Fesident of Genelic Sex | Cassoad

Info/Face Sheet | Mlas | Case Worker | ID Madks | Detention Infa | Hets | Famly | Access Log
GM5
View/Gange Het Catngery Cote asmed
it Descsgon Dete Expeed
Fert Herts

Lot Chranged 5y Oote L3 Charged

l Close
=SS [ i ow

1. The Last Changed by field will auto-populate with the name of the user who made
the changes and the Date Last Changed field will auto-populate with the date the
most recent changes were made.

ii. Add New Button

1. (i) Click the Add New button, and the fields on the bottom-half of the screen will
become accessible, select the (ii) Alerts Category and (iii) Alert Description from
the drop-down menus, and (iv) select the Date Initiated from the calendar screen.
You do not need to select the Date Expired at this time. (v) Type any information
about the alert in the Comments textbox and (vi) click the Save button.

iii. Edit Button

1. (i) Select an alert, and the row will be highlighted in blue, (ii) click the Edit button, (iii)

edit the information, and (iv) click the Save button.
iv. Delete Button
1. (i) Select an alert, and the row will be highlighted in blue, and (ii) click the Delete
button.
v. Close Button
1.  Click the Close button and you will return to the Juvenile Information screen.
Print Alerts Button
i. The Juvenile Alert Report consists of all the alert information related to the specific
juvenile. Click the Print Alerts button, and the Report Viewer screen will appear, and
the report will be displayed.

T @2k M RS

duvenie Humber SSN.
e flne Juvenile Alert Report

Date of Bith Age (Years - Months) Ho Image: ek Juvenile Last Name, First Name  Juveniled

Race / Ethricty |  Dwect Care

Fesdert of Genetic Sex | Cossond |

System Generated Alerts

Info/Faca Sheet | Mz | Case Workan | ID Matk | Detertion info | Aets | Fandy | Access Log |__Daewen |

Veew/Change

Port Aets

2. Info/Face Sheet Tab
This tab consists of the General Information, Address Information, and Birth/Family/Alien
Information radio buttons.
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Heght [ * [ = wWeignt [ Simelsued | Sue

Color: Eyes Hair Juvenile Phone/Email

School | Home |

Cel |

Grade | Work |

Bt [

Avingion CSU Social File # | Email |

Pint Face Sheet

Last Modfiedby |

a. General Information Radio Button
Information found under the General Information radio button under the Info/Face Sheet

Dr i

tab:

U Juvenile Information

U4 Juvenile

U Juvenile Phone/E-mail
U Last Modified by

ver 6s

Li

Edit Juvenile Information

cense

0 The Last Modified by field will auto-populate with the name of the user who made

modi f i

cations to

t he

juvenilebs

© General Information  ©) Address Information

© Bith/Famiy/Alien Information
s L

Is DNA Sample Submited? |
Height | * [ " Weght [
Color: Eyes Hair Juvernile Phone/E-mail

School | Home |

Grade | Work |

Adington CSU Social File # | Emai |

Last Modfied by |

i. Print Face Sheet Button
1. The Juvenile Face Sheet displays demographic, family, caseload status,
caseworker, and identifying marks information. Click the Print Face Sheet button,
and the Report Viewer screen will appear, and the report will be displayed.

Juvenile Info.

® General Information
luvenil Infomation

© Address Infomation

© Bith/Famity/Alien Information
er's License - Unknown

Is DNA Sample Scbmited? |
Heght [ 0 [ ¢ weamt [
Color: Eyes Hair

[
[ s [

Juverile Phone/Email

School |

Home |

Grade |

Wordk |

Adington CSU Social Fle # |

Emai |

Last Modfied by |

Print Face Sheet
Edit duvenile Information

ii. Edit Juvenile Information Button
1.  Click the Edit Juvenile Information button and the Edit Information screen will
appear. The Edit Information screen consists of the Name/Address Information,
General Information, and Birth/Family/Alien Information tabs.

a. Name/Address Information Tab

Revised: 1/2019
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Type the Zip
Code and click
the Find City

i. From the Name/Address Information tab, you can edit the Juvenile Name,
Genetic Sex, Juvenile Address, and Juvenile FIPS of Residence fields.
(i) Edit the information and (ii) click the Save button.

by Zip Code
button. The T o
City/Town, R _—
State, and o
Juvenile FIPS ot oo Nt 1oz
Of Residence Race / Bhriciy. [ DrecCoe | a3 Edit Information for Juvenile Number ==
ﬁelds will auto- Wd‘ : | G!mclsu | | : : Cosdoad Infomnation o | Bith/Family/Alien Information

Info/Face Sheet | Alas | Case Workers | ID Mariss | Detention Irfo | Alets | Famiy. | Access Log Detertion Juverie Name Juverill Address
populate for © Gens amaton @ A omaien © iy Fmaon Lot Ko e
Vlrglnla le \::Lezfs\;ﬂ::“:\;:mmew Juvenile Drivers License - Unknown GMS Suff . 5. 1 1L 11, IV, etc)
codes. Out-of- b [ o e et
state cuh;j: = J::::‘E FrenefErel ol Genetic Sex () Mde () Female State
infOI’mation W||| Grade ok Bt [] Is Deceased? s Faste Unknown
need to be Adington CSU Social File # E-mail —_ Al Fields in Bold Are Mandatory Moot
entered e oty QMJ [&] *- @ Yes [ No [ Unknown Save Cancel
manually.

b. General Information Tab
i. From the General Information tab, you can edit the Juvenile Information,
Juvenile Driverd6 s L i caedidgvenile Phone/E-mail fields. (i) Edit the
information and (ii) click the Save button.
55! Edit Information for Juvenile Number - L =]

The Yes/ No/ P
Unknown |
|egend can be Bhniciy (] Is Juvenie Hepanic or Latino? *
found In the Cala:‘zj: E]:[];] Hair V‘% Juvenile Phone/E-mail
lower left Schod Home Phene o Prone
corner Of the . Grﬁd;uF Work PEhurve‘ Extertion
Edlt fington ocial File ~-mail
|nformation “- ¥ Yes [ Mo Unknu..nl Save Cancel
screen. Follow
this legend for . . . .
any ql‘j’estion c. Birth/Family/Alien Information Tab
that has an i.  From the Birth/Family/Alien Information tab, you can edit the Juvenile Birth
asterisk (*) next Information, Juvenile Family Information, and the Juvenile Alien
toit. Information fields. (i) Edit the information and (ii) click the Save button.
If you are a2/ Edit Information for Juvenile Number =

making edits in
multiple tabs in
the Edit
Information
screen, you
can click the
Save bhutton
when all of the
edits are
completed.

4

Juvenile Bith Information
Date of Bith

Juvenile Family information

Mother's Maiden Name

Name/Address Information | General Information | Bith/Family/Alien Information -

Age (YY-MM)
Bith Country.

Bith Cer. # Unknown

Juvenie Alen Information

Status O No (O Yes () Suspected

- [l Yes [ Mo Unknown| Save

Cancel

b. Address Information Radio Button
Information found under the Address Information radio button under the Info/Face Sheet

tab:

U Current Home Address
U Address History
U Last Modified by

Revised: 1/2019
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htess ity

[ Pant Face Sheet |

Last Modfied by | Edit Juvenie Ifomalion

i. Map It Button

1. The Map It button allows juvenile addresses saved in the system to be geocoded
and viewed on a map. The Map It button will only appear for cases that have
geocoded addresses. If no currenthome address i s recor ded, i ot
address has changed, or if the current home address is not geocoded, you can use
the Add and Edit buttons to update the address.

2.  To map a geocoded juvenile address, (i) click the Map It button and the Map
Addresses screen will appear.

(© General Information @ Address Information (2 Bith/Famiy/Alen Information
Curert Home Address

100 € Fraridn S, Retmond, VA 22219
JUT— Adds Hitory

L=st Modfied by |

a. Map Addresses Screen
i. The Map Addresses screen shows the selected address as a point on a
map. From the Map Addresses screen you can zoom in or out on the map,
change to display a satellite image, and print.
1. Print Button
a. Click the Print button to print the map.

You can only
open one
address at a
time on the
Google map.

2. Toview an individual mapped address point, (i) click the individual
address point, and the juvenile number and selected address will appear,
(ii) click the hyperlinked address, and the internet will appear displaying
the Google map of the address.
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You can type
the state
abbreviation
and the
City/County of
Residence if
you do not want
to use the drop-
down menus.

Type the Zip
Code and click
the Find City
by Zip Code
button. The
City/Town,
State, and
Juvenile FIPS
of Residence
fields will auto-
populate for
Virginia zip
codes. Out-of-
state
information will
need to be
entered
manually.

The address
fields are for
the juve
home address
and should not
list the address
of any
placements in
which they
reside (e.g.,
Bon Air JCC, or
a CPP).
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ii. Add Button
1. (i) Click the Add button, and the Enter Juvenile Address screen will appear, type the

(i) Address, (iii) Zip Code, and (iv) City/Town, select the (v) State and (vi)

City/County of Residence from the drop-down menus, (vii) click the Save button,
and you will return to the Address Information radio button under the Info/Face

Sheet tab.

o

iii. Edit Button

1. (i) Click the Edit button, and the Update Juvenile Address screen will appear, (i)
edit the information, (iii) click the Save button when the edits are completed, and
you will return to the Address Information screen under the Info/Face Sheet tab.

Revised: 1/2019

©
Curent Home Address

100 E Frankin St, Richmond, VA 23219

After adding or editing an address on the Update Juvenile Address screen, click the

Save button and the Address Mapping screen will appear. The Address Mapping
screen will show the possible match in the database of geocoded addresses. (i)
Click Save to confirm and continue, (i) Go Back T Retry to return to the Update
Juvenile Address screen to continue editing the record, or click Continue Without

Mapping to save the non-geocoded address.

6|Page
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& Update Juvenie Add

) EETE

iv. Show Address History Button
1. Click the Show Address Historybut t on and the juvenilebs
timeframes during which they resided at each address will be displayed.

v. Print Face Sheet Button
1. The Juvenile Face Sheet displays demographic, family, caseload status,
caseworker, and identifying marks information. Click the Print Face Sheet button,
and the Report Viewer screen will appear, and the report will be displayed.
vi. Edit Juvenile Information Button
1. Click the Edit Juvenile Information button and the Edit Information screen will
appear.

¥ Refer to page 4 on how to navigate the Edit Juvenile Information button.

c. Birth/Family/Alien Information Radio Button
Information found under the Birth/Family/Alien Information radio button under the
Info/Face Sheet tab:
U Juvenile Birth Information
U Juvenile Family Information
U Juvenile Alien Status
U Last Modified by

Juvenile Info

Last Modfied by |

i.  Print Face Sheet Button
1. The Juvenile Face Sheet displays demographic, family, caseload status,
caseworker, and identifying marks information. Click the Print Face Sheet button,
and the Report Viewer screen will appear, and the report will be displayed.
i. Edit Juvenile Information Button
1. Click the Edit Juvenile Information button and the Edit Information screen will
appear.
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< An alias should
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# Refer to page 5 on how to navigate the Edit Juvenile Information button.

3. Alias Tab
Information found under the Alias tab:
U Juvenile Aliases Information
U Modification History

a. Add Button

i. (i) Click the Add button, and the Add New Alias field will become accessible, (i) type

the new alias, (iii) click the Add New button, and the new alias will appear in the box on
the left.

b. Edit Button
i. (i) Select the alias, and the row will be highlighted in blue, (ii) click the Edit button, and

be edi the selected alias will appear in the Edit Selected Alias textbox, (iii) edit the alias, (iii)

e edited . . . . .
ONLY if a typo click the Save button when the edits are completed, and the updated alias will appear in
exists. the box on the left.

* An alias should c. Remove Button
be removed i. (i) Select an alias, and the row will be highlighted in blue, (ii) click the Remove button,
ONLY when an and the selected alias will appear in the Remove Selected Alias textbox, iii) click the
Z'c;%z;v ;Serror. Confirm button, and the selected alias will be removed from the box on the left.
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To return to the
Standard View,
click the
Standard View
button. The
Standard View
button is
located where
the
Modification
History button
was located.

4.

Information
found on the
Case Workers
tab cannot be
edited.

Wor ker 6s
will be blank for
direct care staff.

5.

d. Modification History Button

i. TheJuvenilebds Ali ases

ddrsidts df thecabas #, alias nafnie,she o r y

name of the employee who recorded the information, the action (i.e., Inserted, Updated,
Deleted), and the date of the modification. Click the Modification History button, and
juvenil ebs

t he

aliasepeamodi fi cati on

=5 &=

I ¢

Case Workers Tab
Information found under the Case Workers Tab:
U Currently Assigned Primary Caseload Workers
o Worker Name
o Worker Type
o Date Assigned
o Phone Number

0 Workerds FIPS
0 Workerds Fax
0 Supervisords Name
0 Supervisords Phone
0 Supervisorodos Fax
wm'wunm\
SpenisorsPone | SweirsPac |
ID Marks Tab

Information found under the ID Marks Tab:
U Juvenile Identifying Marks Information
o ID Type
o0 Description
o Date Last Update

Revised: 1/2019
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© The Rotate and

Crop buttons
will not be
accessible
unless an
image is
uploaded.

~ Information in
the
Description
textbox must be
as detailed as
possible.

* A photo should

be added only
when Front
Photo is
selected as the

Type.

If the cropped
image does not
display the
correct area,
click the Revert
button and crop
the image
again.

BADGE Manual
U Recorded by

o The Recorded by field will auto-populate with the name of the user who entered in the

information.

w2 =] ==

pRERE

a. Add Button

Revised: 1/2019

(i) Click the Add button, and the Add New Identifier screen will appear, (ii) select the
Type from the drop-down menu, and if using Front Photo, refer to step (b) below, (iii)
type the description of the identifying mark in the Description textbox, (iv) click the
Save button, and you will return to the ID Marks tab under the Juvenile Information
screen.

o) Add New Identifier =]

o) Add New Identifier [=]

If you are adding a Front Photo, you must add an image in accordance with CSU
Procedure # VOL I11-3.4.94.06. (i) Select Front Photo from the Type drop-down menu,
(i) type the description of the Front Photo, (iii) click the Open button, and the Open
screen will appeatr, (iv) search and (v) select the image, and (vi) click the Open button.
You can also select the image by double clicking the image. You will return to the Add
New Identifier screen and the selected image will appear, and (vii) click the Save
button, and you will return to the ID Marks tab on the Juvenile Information screen.

a5l Add New Identifier =]

2 Open
I B b+ Pt » Ry

Oganize = Newlolder PR |

& Windows (C)
5 toos (eo.files)

Clear Button

1. Click the Clear button and the image will be deleted.

Rotate Button

1. (i) Click the Rotate button, and the image will rotate counterclockwise, (ii) continue
to click the Rotate button until the image is right-side up, and (iii) click the Save
button.

Crop Button

1. (i) Click and drag the cursor to form a red box around the section of the image you
want to crop, (ii) click the Crop button, and (iii) click the Save button.

10|Page



* Toreturn to the
Standard View,
click the
Standard View
button. The
Standard View
button is
located where
the
Modification
History button
was located.
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a5' Add New Identifier

===
E‘E
=1 )

b. Edit Button

(i) Select an identifying mark, and the row will be highlighted in blue, (ii) click the Edit

button, and the Edit Identifier screen will appear, (i) edit the information, (iv) click the

Save button, and you will return to the ID Marks tab on the Juvenile Information screen.

c. Remove Button
i. (i) Select an identifying mark, and the row will be highlighted in blue, (ii) click the

Remove button, and the Please Confirm screen will appear, (iii) click the Yes button to

delete the identification mark, and you will return to the ID Marks tab on the Juvenile
Information screen.

d. Modification History Button
i.  Click the Modification Historybut t on.

The

modi f i

cati on

identifying marks consists of the ID type, description of the identifying mark, the action
(i.e., Deleted, Updated, or Inserted), and the date of the modification.

6. Detention Info Tab

This tab consists of theJ u v e n i
Admission History radio buttons.

Revised: 1/2019
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