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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,

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.

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

BADGE Module

Style/Symbol Meanin

Hvoerlink Press the Ctrl key and click the hyperlink in order to be
e 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.

Underlined and ltalicized Name of a screen.

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 steps on how to log in and search on BADGE.

Updates to the manuals are made frequently and uploaded to DJJ’s website without any
notification. For this reason, it is recommended that you access the manuals solely through the
website instead of downloading and printing them to ensure that you have the most up-to-date

version.
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Install BADGE
In order to install BADGE:

1. (i) Open an internet browser, (ii) enter the DJJ website (http://www.djj.virginia.gov/), (iii) click
the Staff Tools menu, (iv) select the Install BADGE option from the drop-down menu, and the
BADGE — Balanced Approach Data Gathering Environment internet tab will appear.

Protecting the public by preparing ¢

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE

| ——

BADGE
Community Programs Reporting (CPR)
Knowledge Center
-involved youth e successful citizens Community-based Vendor Satisfaction Survey
Web Mail
eVA

EmployeeDirect / TAL

[ hitpy/badge cijvirginia govine

P~ H [ Virginia Department of Juvenil... | & BADGE - Balanced Approac...

Virginia Department of Juvenile Justice

BADGE - Balanced Approach Data Gathering Environment.
Version: ~ 4.0.1.59

Publisher: Virginia Department of Juvenie Justice

Instal

BADGE - Balanced Approach Data Gathering Environment

2. (i) Click the Install button, and the Application Install — Security Warning screen will appear, (ii)

click the Install button, and the Installing

BADGE — Balanced Approach Data Gathering

Environment screen will appear.

[ hitpy/badge cijvirginia govine

P~ H [ Virginia Department of Juvenil..

Virginia Department of Juvenile Justice

BADGE - Balanced Approach Data Gathering Environment.
Version: ~ 4.0.1.59

Publisher: Virginia Department of Juvenie Justice

Instal

BADGE - Balanced Approach Data Gathering Environment

(© BADGE - Balanced Approac...

MName:
BADGE - Balanced Approach Data Gathering Environment

From (Hover over the string below to see the full domaink:
badge.djvirginia.gov

Publisher:
Unknown Publisher

9

Wi sgpicatont from the ntene can be sl they
allthis safcare. More

lly hamn your computas. I

Application Install - Security Warning = (5%) Installing BADGE - Balanced Approach Data Gathering Environment | — | = |[mi)
T.:“:::L ‘.':ﬁ e, e appicationt u?’ Installing BADGE - Balanced Approach Data Gathering Environment "QII

(. |

This may take several minutes. You can use your computer to do other tasks
during the installation,

g Meme BADGE- Balanced Approach Data Gathering Environment
srlse
From:  badge.djjvirginia.gov

-
Downloading: 4.50 MB of 757 MB

Cancel

3. When the installation is complete, the BADGE [Current Year] Login screen will appear.

BADGE 2018 Login (4.0.243)

Thi the

au m;d sws ol Byzeussngandusnglhssymn you are consenting to system

of the C Virginia and is intended for

User name
Password

Database

s/smmmaywheaywwsmorFedemlmmmdpemhs

Forgot Password

Show Password

Development -
| cancel

Revised: 7/2019
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Dependingon 4. After the installation is complete, the BADGE icon will automatically be added to the Desktop

your computer and All Programs screen under Start.

settings, you a. In order to access BADGE from the Desktop, click the BADGE — Balance Approach Data
Q%inredf)oume Gathering Environment icon.

click the b. Inorder to access BADGE from the All Programs, click (i) Start, (ii) All Programs, (iii)
BADGE icon. Virginia Department of Juvenile Justice, and (iv) BADGE — Balance Approach Data

Gathering Environment.

Add BADGE To Taskbar
1. To add BADGE to the taskbar from the Desktop, drag and drop the BADGE icon to the

In order to taskbar. S )

access BADGE 2. To add BADGE to the taskbar from All Programs, click (i) Start, (ii) All Programs, (iii)
fromthe Virginia Department of Juvenile Justice, (iv) right-click BADGE — Balance Approach Data
Taskbar, click Gathering Environment, (v) click Pin to Taskbar, and the BADGE icon will appear on your
the BADGE taskbar

icon.

Uninstall BADGE
1. In order to uninstall BADGE:

a. Click (i) Start, (ii) Control Panel, (iii) Uninstall a program, (iv) BADGE - Balance
Approach Data Gathering Environment, and (v) Uninstall/Change, and the BADGE —
Balanced Approach Data Gathering Environment Maintenance screen will appear, and (vi)
click the OK button.

BADGE - Balanced Approach Data Gathering Environment Maintenance =
BADGE - Balanced Approach Data Gathering Environment By
Choose the type of maintenance you need. ;ﬁ
&
) O Rt e
@
&

b. Cancel Button
i.  Click the Cancel button to cancel uninstalling BADGE.

¥ Refer to the Install BADGE section on how to install BADGE.

Log In To BADGE

" Thedatainthe LOQ In To The Training Database
Training The login information used to access the BADGE Training database will be different from your
database is personal login information. From the BADGE Login screen:

issirgﬂ:stﬁge%n%r 1. Type the User name for the users CSU (i.e., DJJ_CSU#).

training and 2. (i) Press the Tab button, or click on the Password field, and (i) type the Password for the
practice. In CSU (i.e., CSU + the CSU#).
ordertoview, 3 (j) Press the Tab button, or click the Database drop-down menu, (ii) select Training, (iii) click

add, delete, or .
edit live data, the Ok button, and the BADGE home screen will appear.

log in to the
Production
database.
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BADGE 2018 Login (4.0243) = 7 BADGE =S I=n
File JTSSearch JTSModules Non - JTS Modules Help
Version 4.0.2.43
» d t
User name < >
m—
Password Shio Bsons : % you Feve s/ Chianoe fo rod s leoe Gonfack Vo FIEM oy SLOSelerklors
Database | Training - 7 Every user accessing the system s bound iy rules
A information on juveniles in which you do not have a legitimate professional interest.
Cancel — O
Userame: DJJ tabase Name: Trainis

# Refer to Forgot Password on what to do for a forgotten password.
% Refer to Show Password on how to show the typed in password.

Log In To The Production Database
The login information used to access the BADGE Production database will be your personal login
If you do not information. From the BADGE Login screen:
have a 1. Type your User name (DJJ_EXAMPLE).
personal login, 2. (i) Press the Tab button, or click on the Password field, and (ii) type your password.
please consult 3 () pPress the Tab button, or click the Database drop-down menu, (i) select Production, (iii)

your g .
supervisor. click the Ok button, and the BADGE home screen will appear.
BADGE 2018 Login (4.0.2.43) == BADGE =S
File JTSSearch JTSModules My Account Help
BADGE
Tt ooy e Comomst o Vi it Version 4.0.2.43
monitoring for k d other purposes. i e
system may subject you to State or Federal criminal prosecution and panalties.
User name Forgot Password
Password Show Password MDUT::;:? tanissue please em‘aﬂ DJJVBADGEy—l:s:J:;%?rwg\ma gov
Database \m\ ,: Every user accessing the system s bound by confidentialityrules. Do ot access
. I P ‘ s information on juveniles in which you do not have 2 legitimate professional interest.
4. If the login information entered is incorrect, an error screen will appear. Click the OK button and
repeat steps 1 through 3 from above making sure to enter the correct information.
Login into Application |E\
It is important to py
COangure l@'l Invalid username/password; logon denied
security
questions as o]
soon as
ossible.
P # Refer to Forgot Password on what to do for a forgotten password.
You will have % Refer to Show Password on how to show the typed in password.

three attempts
to enter the Forgot Password

gﬁg@gﬁﬁ%&y 1. If you have not configured a security question, (i) type the User Name, (ii) click the Forgot

are Password hyperlink, and the Password Recovery screen will appear prompting the user to
unsuccessful send an e-mail to DJJ-BADGE-Passwords@DJJ.Virginia.gov for further assistance.
after three

attempts, an
error message
will appear.
Send an e-mail
to DJJ-BADGE-
Passwords@DJ

J.Virginia.gov
for further

assistance.

Revised: 7/2019 3|Page


mailto:DJJ-BADGE-Passwords@DJJ.Virginia.gov
mailto:DJJ-BADGE-Passwords@DJJ.Virginia.gov
mailto:DJJ-BADGE-Passwords@DJJ.Virginia.gov
mailto:DJJ-BADGE-Passwords@DJJ.Virginia.gov

The email from

JTS@DJJ.Virgi

nia.gov,
containing the
temporary
password, is
auto-generated
and can be
received at any
time.
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BADGE 2018 Login (4.0.2.43)

This computer system s the property of the Commomwealth of Virginia and is intended for
authorized users only. By acoessing and using this system, you tng to system
monitoring for | and other purposes. i this
system may subject you to State or Federal criminl prosecuion and penalties.

User name

Password Show Password

Database | Production -

——

| cancel |

Forgot Password h {

Passward Recovery

¥y Thequ
! D

Please send e-mail to DJJ-BADGE-Passwords@DJ).Virginia.gov

=

estion and answer used for passwaord recovery for the user name
has not been configured.

2. If you have configured your security question, (i) type the User Name, (ii) click the Forgot
Password hyperlink, and the Password Recovery screen containing a security question will

appear, (iii) type the answer to the security question into the Answer textbox, and (iv) click the

Submit button.

Password Reset

B
Validate Password Reset Request

User Name |DJL
Database Name | Production

Your BADG E Please supply your answer to the following question:

password Password Reset 5 el Your answer is not case sensitive but must otherwise exactly

must; (I) start . match the answer you had recorded, including punctuation.

with a letter, (ii) O o e e toryou e SV T e e

be at least nine ) Cancel

Ch aracters — To contact the DJJ Help Desk about password issues, please send an e-mail to

long, and (iii) L=

contain at least

Oﬂe special 3. If the security answer is correct, an email will be sent from JTS@DJJ.Virginia.gov and it will
c arﬁftg)(e'g” contain a temporary password.

Password Reset =

Commas and
periods cannot

Your passwaord has been sent to @djjvirginia.gov. This is the

be used tO LW e-mail address that we have recorded for your account.

fulfill the

special Lo |
character

[ t. : . . .
reduiremen 4. (i) Log in to the BADGE Production database using your User name and the temporary

The Show Password, (ii) click the Ok button, and the Login into Application screen will appear, (iii) click
Password the OK button, and the Change Password screen will appear, (iv) create/type the new

hyperlink password in the New Password textbox, (v) type the new password again in the Confirm New
3:23'3\/;’22 be Password textbox, (vi) click the Ok button, and the BADGE home screen will appear.

necessary as

password R =

hiding is in Your new password mustinchude atessthree o th follwing:

upper case letter, lower case letter, digit. and symbol.
It must also be atleast 9 characters in length.

place for the
security of your

User Name [ DII_

Login into Application ]
p as SWO rd ’ Old Password
Your account's passwerd has expired. You will be prompted to seta New Password
The ShOW I L new password. Confirm New Password
Password Show Passwords
hyperlink does oK (o . ool

not show what
your password
should be; it
will ONLY
show what you
have typed into
the password
field.

Show Password
The Show Password hyperlink assists with determining the password is being typed correctly.
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You will have
three attempts
to enter the
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BADGE 2018 Login (4.0.243) (=)

This computer systam is the property of the Commonwealth of Virginia and is intendad for

authorized users only. By acoessing and using this system, you are consenting to system

monitoring for law ‘other purposes. ized use of thi

system may subject you to State or Federal criminal prosecution and penalties.
User name Forgot Password
Password Show Password _
Database |Production -
0Ok [ cancel |

1. Click the Show Password hyperlink and the password being typed into the Password field will
become visible.

2. Click the Hide Password hyperlink and the password being typed into the Password field will
become hidden.

Log in Attempts and Lockouts

1. Users have three attempts to successfully login. If the user is unable to login after three
attempts, the system will automatically close BADGE. You will need to re-open BADGE and
repeat the login instructions.

correct security 2. If a user does not make any login attempts in 90 days, the account will be locked. If you are

answer. If you
are
unsuccessful
after three
attempts, an
error message
will appear.
Send an e-mail

to DJJ-BADGE-

locked out of BADGE, email DJJ-BADGE-Passwords@DJJ.Virginia.gov for further assistance.
Users will be locked out of their personal account after 15 minutes of inactivity. Please re-enter
your password to return to the BADGE Production database.

Check the BADGE Version
1. BADGE updates will automatically install when you open the BADGE application. In rare
instances, your BADGE application may get out-of-sync and requires reinstallation.

Passwords@DJ 2. Itis important for users to utilize the latest version of BADGE. If you do not have the latest

J.Virginia.gov
for further

assistance.

Your BADGE
password
must: (i) start
with a letter,
(ii) be at least
nine
characters
long, and (iii)
contain at
least one
special
character
(e.g., !, _,or

Q).

Commas and
periods
cannot be
used to fulfill
the special
character
requirement.

version, recent system changes (e.g., new codes or modified screens) will not be available. To
determine if you have the most up-to-date version, check the version on the screen below
against the number found on the webpage where you downloaded BADGE. If BADGE requires
a reinstallation, uninstall the current BADGE prior to downloading the latest version.

BADGE o] & ==

File JTSSearch JTSModules My Account t  Help

Version 4.0.2.43

g | Vg Dt b | 8406t - e

Virginia Department of Juvenile Justice
lease email DJJ-BADGE-lssues@dj.virginia.gov BADGE - Balanced Approach Data Gathering E
2 Ganarmg nvnent
v

iest please contact your RPM or Superintendent.

tem is bound by confidentiality rules. Do not access
information on juveniles in which you do not have 2 legitimate professional interest.

it
UserName: DJJ_ Database Name: Production

Change Your Password

From the BADGE home screen:

1. (i) Click the My Account menu, (ii) select the Change Password option from the drop-down
menu, and the Change Password screen will appeatr, (iii) type the Old Password, (iv) type the
New Password, (v) type the new password again in the Confirm New Password textbox, (vi)
click the Ok button, and the BADGE home screen will appear.

Revised: 7/2019 5|Page
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Users are
required to
update their
BADGE
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every 90
days.
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BADGE

File JTSSearch JTSModules | My Account | Help
| Change Password

Password Reset Settings
‘ My Account Info

Version 4.0.2.

To report an issue please email DJJ-BADGE-Issues@dj virginia gov
¥ you have a change to request please contact your RPM or Superintendent.

s ot
UserName: D1J_

43

Every user accessing the system is bound by confidentiality rules. Do not access
information on juveniles in which you do not have a legitimate professional interest.

Database Name: Production

Change Password

‘Your new password must include at least three of the following:
upper case letter, lower case letter, digit. and symbol.
It must also be at least 9 characters in length.

User Name m]_—_
Old Password |
New Password
Confirm New Password

Show Passwords

=

Configure Password Reset Settings

From the BADGE home screen:

1. (i) Click the My Account menu, (ii) select the Password Reset Settings option from the drop-
down menu, and the Password Reset Configuration screen will appear.

BADGE

E=niEch =]

File JTSSearch JTSModules | MyAccount | Help

Change Password
Password Reset Settings
My Account Info

5 ral

To repott an issue please email DJJ-BADGE Issues@dj.virginia.gov
¥ you have a change to request please contact your RPM or Superintendent

7 Every user acoessing the system is bound by confidentiality rules. Do not access:

i i o
UserName: D13_

Version 4.0.2.43

information on juveniles in which you do not have a legitimate professional interest.

Database Name: Production

Password Reset Configuration

Please select

==

Configure Password Reset Settings

User Name

Password

Database Name

question and enter the answer and email address

Question ‘

% I

Answer

e-Mail

(must be at least 10 characters)

Save ‘ Cancel

a. The User Name and the Database Name will auto-populate. (i) Type your password into
the Password textbox, (ii) select the security question from the Question drop-down menu,
(iii) type the answer to the selected security question in the Answer textbox, (iv) type your
DJJ e-mail address in the e-Mail textbox, (vi) click the Save button, and the BADGE home

screen will appear.

My Account Information

The My Account Info screen summarizes your contact information and existing BADGE module
permissions. To access the My Account Info screen from the BADGE home screen:

1. (i) Click the My Account menu, (ii) select the My Account Info option from the drop-down
menu, and the My Account Info screen will appear.

" Babce

o] @ s

My AccountInfo

==

File JTSSearch JTSModules | My Account | Help

Change Password
Password Reset Settings,

My Account Info

1

7 Every user accessing the system is bound by confidentiality rules. Do
el

[V o)

Userliame: DJJ_

Version 4.0.2.43

To report an issue please email DJ-BADGE-ssues@dj virginia. gov
f you have a change to request please contact your RPM or Superintendent.

not access

information on juveniles in which you do not have  legitimate professional interest.

Database Name: Production

AZ Change User

Contact Informati

Cell Phone:

ion | Module Permissions

Email

Active Facility

‘Work Phone Fax Phone

Edit |

Revised: 7/2019
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Contact Information Tab

1. The Contact Information tab lists the work cell phone number (if applicable), email address,
active facilities, work phone number, and fax number.

2. The current user’s information will auto-populate for the account info. If you would like to search
for a different employees account information, click the Change User button.

My Account Info (=3
Changing 4
the contact oo o
information e
on this tab
will ONLY
update
information
in BADGE.
Cea )
a. Change User Button
i. (i) Click the Change User button and (ii) enter the appropriate search criteria in the
Employee Search screen.
a.! Employee Search (e
Last Name Use Widcard
Name Suffic | MNone
First Mame Use Widcard
4| Find Oniy Curent Employees
[ Find l | Close |
1. Type the Last Name.
2. Click the Use Wildcard checkbox and the employee search will match any
character or sequence of characters that you put in the Last Name field.
3. Click the Name Suffix checkbox in order to select a suffix from the drop-down
menu.
4. Type the First Name.
In order to 5. Click the Use Wildcard checkbox and the employee search will match any
yield broader character or sequence of characters that you put in the First Name field.
search 6. The Find Only Current Employees checkbox will be selected automatically. If you
E?f,‘ﬂ"f‘wtvyopﬁr would like to include former employees in your search results, uncheck this
three checkbox.
characters of 7. Click the Find button and the Search Results screen will appear.
the last and ' - ‘
first name, e =
and select T e B
Use
Wildcard.

Revised: 7/2019 7|Page



This function
should NOT be
used to request
modifications to
your account or
permissions. In
order to request
modifications to
your account or
permissions,
complete and
submit the DJJ
ISS Request
Form to
Account.Facilita
tor@dijj.virginia.
gov.

When reporting
a bug or an
issue, be as
specific as
possible and
include
appropriate
screen shots,
juvenile
numbers, and
other
information as
necessary.

BADGE Manual

8. (i) Select an employee’s name, and the row will be highlighted in blue, (ii) click the
Select button, and the selected employee’s name will auto-populate onto the My
Account Info screen.
3. In order to edit the contact information, (i) click the Edit button, (ii) edit the information, and (iii)

click the Save button.

Module Permissions Tab

= ¢

1. The Module Permissions tab lists all of the selected user’s existing BADGE permissions by

facility.

Report an Issue

My Account Info ==
&8 Change User

Contact Information | Module Permissions

In order to report an issue or request a change in BADGE:
1. Toreport an issue, email DJJ-BADGE-Issues@djj.virginia.gov.
2. Torequest a change, contact your RPM or Superintendent.

Search for a Juvenile

BADGE =E

File JTSSearch JTSModules MyAccount Help
BADGE

Version 4.0.2.43

e email DJJ-BADGE-lssue:

To report an ssue pleas: @dj virginia gov
¥ you have a change to request please contact your RPM or Superntendent

i formati ich y it ional interest.
anis il
UserName: DJJ_ Database Name: Production

The steps below provide detailed instructions on how to use the various search methods in

BADGE to search for a specific juvenile record. From the BADGE home screen:

1. (i) Click the JTS Search menu, (ii) select the For Juvenile option from the drop-down menu,
and the Find Juvenile screen will appear.

Revised: 7/2019
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BADGE = B (=5
File | JTSSearch | JTS Modes My Account  Help

82 Find Juvenile @
B A\ D G E Fnd uvenie | Diect Care Popuitian | Detertion Population
Search by Use Wildcard
@ Juvenile Number Include  |None
= © DC Number Use Wildcard
VerSIOH 4' 0 '2 '43 ) Intake Case Number Include Atemative First Name Spellings

%) Caseload Number
© Advance Search @ DOB () Age

Previous Selections Street Address {Full or Partial)

To report an issue please email DJJ-BADGE-issues@dj.virginia gov

f you have a change to request please contact your RPM or Superintendert. ZIP Code (Home. Cell. or Work)

Juvenie Number =
Every user. it i Dc Find Juveniles with Commitment (s} to the State Clear All
information i jonal i

fion o in which you do not have a
Calalas Namc: Production Show Last Resuts Find

Find Juvenile Screen
The Find Juvenile screen consists of the Find Juvenile, Direct Care Population, and Detention
Population tabs.

o=l Find Juvenile ==
Find Juvenile | Direct Cars Population | Detertion Population Jf
Search by Use Wildcard
1 @ Juverile Number
The fields that _
5 DC Number Use Wideard
are greyed out ) Intake Case Number nclude Atemative Fist Name Spelings
are NOT (©) Caseload Number
H ©) Advance Search @ D0E O A
accessible. v Sere =
Previous Selections Street Address (Full or Partial)
ZIP Code (Home, Cell, or Work)
Juvenie Number .
Find Juveriles with Commitment (s) to the State Clear All

Show Last Resuits Fird

1. Find Juvenile Tab
The Find Juvenile tab consists of six search methods.
a. Juvenile Number Radio Button
i. (i) Click the Juvenile Number radio button, (ii) type the Juvenile Number at the bottom
of the screen, (iii) click the Find button, and the Juvenile Information screen will appear,
(iv) review the Juvenile Information screen to ensure the correct juvenile is found, and
(v) navigate to the applicable BADGE screen.

T
o2/ Find Juvenile (== =
Find Juverile | Direct Care Population | Detertion Population e s
At
Search by Use Widcard Oote e P
@ Jvenile Number inciude [None e B
Aot o a5
© DC Number Use Wildcard
VfaiEaon 5o | Mas | Gase Woters | (0 Viska | Dt e, A==+ | Faney | Acosen L2g [
) Intake Case Number Include Atemative First Name Spelings P e
(©) Caseload Number _vewcrange | e
. Pt |
© Advance Search 9 DOB  Age -
Previous Selections Street Adress {Ful or Partial)
ZIF Code {Home, Cell, or Work)
Juvenile Number .
Find Juveniles with Commitmentis) to the State Clear Al

b. DC Number Radio Button
i. (i) Click the DC Number radio button, (ii) type the DC Number at the bottom of the
screen, (iii) click the Find button, and the Juvenile Information screen will appear, (iv)
review the Juvenile Information screen to ensure the correct juvenile is found, and (v)
navigate to the applicable BADGE screen.

=
8=/ Find Juvenile ==
- s
Find Juverile | Direct Care Fopuiation | Detention Population Asveno Hame
Search by Use Wideard DD R )
© duverile Number include [None e
- Aot s
@ DC Number Use Wideard i
- i Faon stoek | | Gon Waters | 10 Wk | Datanin e, A=t
© Intake Case Number Include Akemative Fist Name Spelings [y

@ DOB ) Age
Strest Address {(Full or Partial}
2IP Code (Home, Cell or Work)
Find Juveniles with Commitment(s) to the: State Clear Al
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Conduct an
Advance
Search for
each criterion
separately.
Entering
multiple criteria
may be too
specific to yield
any results.

In order to yield
broader search
results, type
ONLY two or
three
characters of
the last and
first name, and
select Use
Wildcard.

The Include
Alternative
Spellings
checkbox does
not work with
the Use
Wildcard
option. Pick
ONLY one of
these options.
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c. Intake Case Number Radio Button
i. (i) Click the Intake Case Number radio button, (ii) type the Intake Case Number at the
bottom of the screen, (iii) click the Find button, and the Juvenile Information screen will
appear, (iv) review the Juvenile Information screen to ensure the correct juvenile is
found, and (v) navigate to the applicable BADGE screen.

a5 Find Juvenile

Find Juverile | Direct Care Popuiation | Detention Population

Search by

Juvenile Number
DC Number

@ Intake Case Number
Cassload Number
Advanee Search

Previous Selections

Intake Case &

Include [None

Include Atemative Fist Name Spelings

DOB Age
Street Address
ZIP Code

Find Juveriles with Commiment(s) o the State

(Full or Partial)
(Home. Cel. or Work)
Clear Al

Show Last Resuits

d. Caseload Number Radio Button
i. (i) Click the Caseload Number radio button, (ii) type the Caseload Number at the
bottom of the screen, (iii) click the Find button, and the Juvenile Information screen will
appear, (iv) review the Juvenile Information screen to ensure the correct juvenile is
found, and (v) navigate to the applicable BADGE screen.

a:! Find Juvenile

=

i Womation
Aorenks s ssH

v Nama
Do of e
Rsce / Bty

Rasdort o

RN |
|
[ Haa

T

oo

ioFaon hosk | .| Cow Woter | 10 Mk | Detanlon o, == | ey | Acosm | Dotoon |
oo

(e epiro]
o5

|
Poe s |

Search by

Cassload Number

Show Last Results

e. Advance Search Radio Button

£ =gy |
=3 [r—— -
dorenie Humoer £ —- -
Find Juvenile | Dirsct Care Population | Detention Popuiation Asvenis Namo fferae fision
= s
Use Widcard fedin ol i) ‘
Juverile Numb - ==
Juverile Mumber =
nclude [None et .o pr———
DC Number s Wi
Vee Wideard [ T P A e ) |
Irteke Case Number Include Atemative Fis: Name Spelings - st P
VCran
© Caseload Number = ous
P s |
Advancs Search 9 D0B ) Age
Previous Selections Street Address Full or Parial)
ZIP Code {Home, Cel. or Work)
Find Juvertles wih Commitmert{s}to the State Cear Al

i. Click the Advance Search radio button and the fields on the right-hand side of the

screen will be accessible.

a2 Find Juvenile @
Find Juvenie | Direct Care Population | Detegijgabeoalioal
Search by Last Name Use Wildcard ‘
Juvenile Number Name Suffic Include |None
DC Number First Name Use Wildcard

Intake Case Number

2ZIP Cod

Find Ju

Include Atemative First Name Spelings

s SSN

Caseload Number Hiiz
# @ Advance Search DOB / Age e
Previous Selections Street Address (Ful

e © D0B © Ag

e Phore

verilles wih Commitmert(s)to the State

{Home, Cell, or Work)

or Partial)

CearAl )

Show Last Results

3. Type the Last Name.

4. Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the Last Name field.
Click the Include checkbox in order to select a suffix from the drop-down menu.

5.
6. Type the First Name.
7

Click the Use Wildcard checkbox and the advance search will match any character
or sequence of characters that you put in the First Name field.
8. If you are unsure of the exact spelling of the First Name, click the Include

Alternative First Name Spelling

s checkbox.

9. Search using the juvenile’s alias by typing it into the Alias textbox.
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In order to
clear all of
the
information in
the search
fields, click
the Clear All
button.

The Previous
Selections radio
button will not be
accessible if you
have not opened
a juvenile record
since logging
into your
personal

BADGE account.
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10. Search using the juvenile’s Social Security Number by typing it into the SSN
textbox.

11. To search for a juvenile by using a date of birth or age ONLY, (i) select DOB and
type the date of birth into the textbox, or (ii) select Age and enter an age range.

12. Search using the juvenile’s full or partial address by typing it into the Street
Address textbox.

13. Search using the juvenile’s zip code by typing it into the ZIP Code textbox.

14. Search using the juvenile’s home, cell, or work phone number by typing it into the
Phone textbox.

15. In order to search for a juvenile who is placed into the custody of DJJ, click the Find
Juveniles with Commitment(s) to the State checkbox.

16. Click the Find button and any records matching the criteria entered will appear in
the Search Results screen.

are ke fFs COF e Gewiose

s o e S b tane s e

a. If you are unsure which record is the correct one, (i) select a name, and the row
will be highlighted in blue, (ii) click the View Info button, and the Juvenile
Information screen will appear, and (iii) review the Juvenile Information screen to
ensure the correct juvenile is selected. If the record is NOT the juvenile that you
are searching for, exit out of the Juvenile Information screen, and repeat steps
above.

b. If the results list the juvenile you are searching for, (i) select a name, and the
row will be highlighted in blue, (ii) click the Select button, and the Juvenile
Information screen will appear, (iii) review the Juvenile Information screen to
ensure the correct record has been selected, and (iv) navigate to the applicable
BADGE screen.

= =S

e b0

EEs

[ Oferen iy |

[ —— o [ hise
T

Pt Garslic Sex Casshosd
Wo/Facs Coms Workes | 1D Maka | Dkl ko A== | Famiy | docesa log] | Dt ]
it s |

Change |
s

B Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.

f. Previous Selections Radio Button
i. If you have opened a juvenile record since logging into BADGE, the Previous
Selections radio button will be accessible. (i) Click the Previous Selections radio
button, and the Previously Selected Juveniles (up to 10) section will appear on the
right side of the Find Juvenile screen, (ii) select a juvenile’s name, and the row will be
highlighted in blue, (iii) click the Select button, and the Juvenile Information screen will
appear.
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a2 Find Juvenile

Aol e s

Find Juvenile | Direct Care Popuiation | Detention Fopulation | e e

Dol B Ao oo -Morifa)

Face By DnciCae_|

rE

Insze
Search by st

Juverile Number

Previously Selected Juveniles (up to 10)
Juverile Number - Juvenile’s Ful Name (Juvenile’s Date of Birth)

- R Cocked ]

DC Number

éoTae shee | | Case Vw10 aws | Doorson o Aets  ranty | sesess s
Recad s

Intake Case Number
i

Caseload Number (e s |

[ Pt s

Advance Search

® Previous Selecions

Choose a juverile from the list above and then ik the select button below.

Show Last Resuts S
% Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.
g. Show Last Results Button

If you have conducted a juvenile search since logging into BADGE, the Show Last
Results button will be accessible. (i) Click the Show Last Results button, and the most
recent Search Results screen will appear, (ii) select a juvenile’s name, and the row will
be highlighted in blue, (iii) click the Select or View Info button, and the Juvenile
Information screen will appear.

The Show Last I
Results button

will not be

accessible if you

have not opened

a juvenile record

since logging
Into your e — @ [mm .
personal BADGE e e teme T T T T ot
Y [ ) [ O . s i)
account. - -
VéoFaon Sha | Maa.| Case Workar | 0 bk | Dtenton . A== | Fandy | Aoos Log [ oo |
Flonerdid s instes Paong |
—
e
St o o (== Coas
B Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.
2. Direct Care Population Tab
The Direct Care Population tab consists of seven search criteria.
62 Find Juvenile ==
Find Juverile | Direct Care Fopulation | Detertion Population |
Commiment Type Al Offender Type Al
Indeterminate Determinate Blended Serious Major Special Decision Case Regular

Comectional Faciity [¥] All Committed by

[£] Bon Ar JCC @ Al O CSU @ FIPS [7] Cireutt Court

% < Treatment Needs Assigned Genetic Sex Al

=] e-Entry [] SexOffender Male: Female

B [] Substance Abuse

[F] Agaression Managsment

The SearCh C““ESTﬂ"‘EﬁE‘wEW Level Il Level IV Information Mn’?
criteria found on
the Direct Care Show Last Resuts Fnd

Population tab
can be used
independently or
in conjunction
with each other.

a.

b.

C.

d.

Commitment Type
All will be selected automatically. (i) Deselect All in order to search by a specific
commitment type, (ii) select the Commitment Type, and (iii) click the Find button.
Offender Type
All will be selected automatically. (i) Deselect All in order to search by a specific
offender type, (ii) select the Offender Type, and (iii) click the Find button.
Correctional Facility
All will be selected automatically. (i) Deselect All in order to search by correctional
facility, (ii) select one or more Correctional Facility, and (iii) click the Find button.
Committed by
All will be selected automatically. (i) Select CSU or FIPS for the Committed by and (i)
select the name of the CSU or FIPS from the drop-down menu. You can also search by
selecting the Circuit Court checkbox. (iii) Click the Find button.

e. Treatment Needs Assighed
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account.

The search
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i. (i) Select Sex Offender, Substance Abuse, and/or Aggression Management for the
Treatment Needs Assigned, (ii) select the appropriate option(s) from the drop-down
menu(s), and (iii) click the Find button.

Genetic Sex

i.  All will be selected automatically. (i) Deselect All in order to search by a specific
Genetic Sex, (ii) select Male or Female, and (iii) click the Find button.

g. Custody Classification

i.  All will be selected automatically. (i) Deselect All in order to search by a specific
Custody Classification, (ii) select one or more Custody Classification, and (iii) click
the Find button.

h. Show Last Results Button

i. If you have conducted a juvenile search since logging into BADGE, the Show Last
Results button will be accessible. (i) Click the Show Last Results button, and the most
recent Search Results screen will appear, (ii) select a juvenile’s name, and the row will
be highlighted in blue, (iii) click the Select or View Info button, and the Juvenile
Information screen will appear.

f.
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B Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.

3. Detention Population Tab
The Detention Population tab consists of seven search criteria.

a2/ Find Juvenile

=

Find Juvenie | Direct Care Population | Detertion Popuition

Genatic Sex [7] Al

Male ) Female

Show Last Results

a. Juvenile Detention Center (JDC)

i.  All will be selected automatically. (i) Deselect All in order to search by a specific JDC,
(ii) select one or more JDC, and (iii) click the Find button.
b. Detained by

i.  All will be selected automatically. (i) Select CSU or FIPS for the Detained by, (ii) select
the appropriate option from the drop-down menu, and (iii) click the Find button.
c. Genetic Sex

i.  All will be selected automatically. (i) Deselect All in order to search by a specific
Genetic Sex, (ii) select Male or Female, and (iii) click the Find button.
d. Days Served

i. Type the Days Served range in the (i) from and (ii) to textboxes, and (iii) click the Find
button.
e. Age

i.  Type the Age range in the (i) from and (ii) to textboxes, and (iii) click the Find button.

f. Detention Status
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i.  All will be selected automatically. (i) Deselect All in order to search by a specific
Detention Status, (ii) select one or two statuses, and (iii) click the Find button.
g. Admission Type
i. Regular Admission will be selected automatically. (i) Select the Admission Type and
(i) click the Find button.
h. Show Last Results Button

i.  If you conducted a juvenile search since logging into BADGE, the Show Last Results
button will be accessible. (i) Click the Show Last Results button, and the most recent
Search Results screen will appear, (ii) select a juvenile’s name, and the row will be
highlighted in blue, (iii) click the Select or View Info button, and the Juvenile
Information screen will appear.
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¥ Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Juvenile Information
screen.

Search for an Adult

The steps below provide detailed instructions on how to use the various search methods in

BADGE to look up an adult. To search for an adult from the BADGE home screen:

1. (i) Click the JTS Search menu, (ii) select the For Adult option from the drop-down menu, and
the Adult Search screen will appear.

" BapGE

ElealEs

85 Adult Search

Version 4.0.2.43

@ Adult Number
Caseload Mumber

Advance Search

To report an issue please email DUJ-BADGE-ssues@dj vigi
¥ you have a

ia.gov
change to request please contact your RPM or Superintendent

g o Add Adult
Every user. ing the system is bound by confidentiality rules. Do not access:
information on juveniles in which you do not have  legitimate professional interest.

it
UserName: DJJ_

Find

Close

Database Name: Production

Adult Search Screen
The Adult Search screen consists of three adult search options.

ol Adult Search

=

@) Adult Number
Caseload Number
Advance Search
Add Adult

Find

Close

Adult Number Radio Button

a. (i) Click the Adult Number radio button, (ii) type the Adult Number, (iii) click the Find
button, and the Adult Information screen will appear, (iv) review the Adult Information
screen to ensure the correct adult is found, and (v) navigate to the applicable BADGE
screen.
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for the officer
by name and
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known.
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@ Adult Number
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Caseload Number
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Advance Search

Add Adult

Sate Lizense et

Find

Close

2. Caseload Number Radio Button
a. (i) Click the Caseload Number radio button, (ii) type the Caseload Number, (iii) click the
Find button, and the Adult Information screen will appear, (iv) review the Adult Information
screen to ensure the correct adult is found, and (v) navigate to the applicable BADGE
screen.

At vlomation

Date of B

o Adult Search

Adult Number
@) Caseload Number

Advance Search

Add Adult

Find

Close

3. Advance Search Radio Button
a. Click the Advance Search radio button and the fields at the bottom of the screen will
appear.

Vi.
Vil.

viii.
iX.
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a2l Adult Search
Adut Number
Caseload Number

I

Add Adut

ivance Search

Use Widcard
Name Suffix
Use Widcard
Include Atemative Spelings
(MM/DD/YYYY)
Include records that have no vaiues for suffx and DOB

Date of Bith
Genetic Sex  (g) Al Male Female.
SSN
Strest Address {Fullor Partia)
Ciy ZIP Code:
Is Law Enforcement Officer (LEO)?  LEO Badge #
(Home, Work, or Cell)

Find Aduks wth Gpen Workload

Phone

fnd | [ Coe | [ Cexrm

Type the Last Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the Last Name field.

Click the Name Suffix checkbox in order to select a suffix from the drop-down menu.
Type the First Name.

Click the Use Wildcard checkbox and the advance search will match any character or
sequence of characters that you put in the First Name field.

Click the Include records that have no values for suffix and DOB checkbox and the
search results will generate a list of names which meet the search criteria, even if the
adult entry does not list the date of birth or suffix.

You can search for the adult by including the Date of Birth ONLY. If you do not know
the date of birth, click the Include records that have no values for suffix and DOB
checkbox.

Select the Genetic Sex by clicking All, Male, or Female.

Search using the adult’s Social Security Number by typing it into the SSN textbox.
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In order to
clear all of the
information in
the search
fields, click the
Clear All
button.
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X. Search using the adult’s full or partial address by typing it into the Street Address
textbox.

xi. Search using the adult’s city by typing it into the City textbox.

xii. Search using the adult’s zip code by typing it into the ZIP Code textbox.

xiii. If you are searching for a law enforcement officer, you can (i) click the checkbox next to
the Is Law Enforcement Officer (LEO)? option, and the LEO Badge # textbox will
become accessible, and (ii) type in the LEO Badge #.

xiv. Search using the adult’s home, work, or cell phone number by typing it into the Phone
textbox.

xv. In order to include adults with open workloads in the search results, click the Find
Adults with Open Workload checkbox.

xvi. Click the Find button and any records matching the criteria entered will appear in the
Search Results screen.

s bt ) ae  Gewte ser

s o e b e - —— SOk o e

Adult Search

b

! ke Mo matches. Please change your criteria,

oK
Or -

1. If you are unsure which record is the correct one, (i) select a name, and the row will
be highlighted in blue, (ii) click the View Info button, and the Adult Information
screen will appear, and (iii) review the Adult Information screen to ensure the correct
adult is selected. If the record is NOT the adult that you are searching for, exit out of
the Adult Information screen, and repeat steps above.

2. If the results list the adult you are searching for, (i) select a name, and the row will
be highlighted in blue, (i) click the Select button, and the Adult Information screen
will appear, (iii) review the Adult Information screen to ensure the correct adult is
found, and (iv) navigate to the applicable BADGE screen.

B Refer to the Juvenile & Adult Information Screens User Manual on how to navigate the Adult Information screen.
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Document Revisions

Revision Revised Item Revision Details
Date

June 29, Family Tab — Contacts The field names for Juvenile Contacts were

2017 Screen changed from Father, Mother, Guardian, Other 1,
and Other 2 to Parent 1, Parent 2, Guardian,
Other 1 and Other 2 to coincide with a change to
the Supreme Court of Virginia’s DC-511 petition.
A drop-down menu for “Relationship” has been
added.

September My Account Screen You can now search for and view the facility,

21, 2017 module, and access level permissions for any
user. Supervisors will now be able to review
permissions for each staff.

October 10, | Advance Search — Adult This screen has been updated, changing Sex to

2017 Search Screen Genetic Sex, adding Street Address (Full or
Partial), and adding Zip Code to the search.

October 10, Find Juvenile Screen - The screen has been updated and added a

2017 Advance Search Street Address (Full or Partial) and Zip Code to
the search.

October 18, Change User Button The manual has been updated to add the

2017 instruction for the Change User button.

January 5, Hyperlinks & Table of Update Hyperlinks and Table of Contents

2018 Contents

March 21, Report an Issue Button The Report an Issue Button was removed after

2018 DJJ switched from Outlook to Gmail.

September 7,
2018

Log In Attempts and
Lockouts

Language was clarified to stat that if a user does
not make any login attempts in 90 days instead
of 30, the account will be locked.

January 15, Show/Hide Password The Show/Hide Password Hyperlink was added
2019 Hyperlink to the Login screen.

January 15, BADGE Home Screen The BADGE Home Screen has added the Non —
2019 JTS Modules Menu.

January 30, Find Juvenile Screen - The Find Juvenile screen has been updated and
2019 Advance Search added the ability to search for a juvenile by an

Alias previously recorded in BADGE. In addition,
clarification was added to two other search
criteria indicating that (i) the search for
alternative spellings only applies to the first name
field and (ii) the search for a phone applies to a
home, work, or cell phone.
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