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Key/Legend

The BADGE application and the manuals use various styles and icons. Below are their explanations. The
BADGE Application refers to items in the BADGE application while the BADGE Manual refers to formatting
and items contained in the BADGE manual.

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

In the BADGE Application
Style/Symbol/Button Meaning

Located in the upper right-hand corner of any given window, in order of
appearance (from left to right): Minimize the window; Maximize the
window; and Close the window. If a component is greyed out it is not
available.

O © [ v In order of appearance (from left to right): Refresh report; Back to Parent
Report ; and choose the document view by clicking on the Zoom drop-
Report Viewer Buttons (2 of 4) | down menu.

In order of appearance (from left to right): Text Box , enter text to search
. for; click Find to search for text entered in text box; and click Next to find
Report Viewer Buttons (4 of 4) | the next instance of text entered in the text box.

Find | Mext

« < z 3z 4 5 > » |Inorder of appearance (from left to right): go to First Page ; go to
Page Navigation Buttons Previous Page ; Select Page displayed from Available Pages; go to
Next Page ; and go to Last Page .

Click the Refresh button to display the most current information for a
[ Refresh ] [ Refresh Adult Info given window, form, or tab. The Refresh button description may also
or > . )
include the name of the window, form, or tab that the user is currently

viewing.

Refresh Button

Revised 10/2025 ii|Page
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Style/Symbol/Button Meaning

Close Button \(/:v:lr::(lj(otvr\l/e Close button to close the current window, leaving open the prior

A

Go Back Click the Go Back hyperlink button to return to the previous window,
Hyperlink Button | typically located on report viewer windows.

Show/Hide
Toggle Click on the Show/Hide Toggle to show or hide the characters entered.

Click the down-facing arrow next to a record to hide the notes related to

Down-Facing the record.
Arrow

In the BADGE Manual
Style/Symbol Meaning

Italicized Name of a tab, document title, report title, or manual title.

Underlined Name of a column header in an application displayed table or an

EE— aiilication ienerated reiort. Cased to match.

Bolded and Underlined The manual 6s main title and ot her

= Tips and notes provide additional information, exceptions, or special

— Note Bullet

circumstances that apply to a particular topic or area in BADGE.
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Style/Symbol Meaning

@

The BADGE manuals are instructional guides for users to understand how to use the BADGE application. The
BADGE manuals apply the same formatting across all manuals but contain information specific to each
module. This manual is intended to assist those using the Caseload Module _in the BADGE application.

The BADGE application manuals are regularly wupdated
without user notification. For this reason, it is recommended that users access the manuals solely through the
website instead of downloading and printing them to ensure that the most up-to-date version is used.

Revised 10/2025 v|Page
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Please Note

The BADGE electronic data management system is the property of the Commonwealth of Virginia and is
intended for authorized users only. By accessing and using the BADGE system, users are consenting to
system monitoring for law enforcement and other purposes.

Every user accessing the BADGE electronic data management system is bound by confidentiality rules.
BADGE system users should not access information on any persons for which there is not a legitimate
professional interest. A log entry is made whenever a user accesses a record in the BADGE system.

Access the following link for the DJJ Acceptable Use & Information Security Agreement. See §2.2-2827 of the
Code of Virginia for restrictions on state employee access to information infrastructure. See 8816.1-223 and
16.1-300 of the Code of Virginia for confidentiality requirements and use restrictions of data and records.

Unauthorized use of the BADGE electronic data management system may subject a user to State or Federal
criminal prosecution and penalties.

To report any issues encountered with the BADGE electronic data management system please email DJJ-
BADGE-Issues@dijj.virginia.gov. If there is a need to request a change, please contact the appropriate
Regional Program Manager (RPM) or Superintendent.

Please email DJJ-BADGE-Passwords@djj.virginia.gov for assistance with BADGE login problems.

All potentially sensitive data have been removed from all images presented in this manual.
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BADGE Web Application

Caseload Module
Access the Module

Caseload Manual

To access the Caseload Module _the user begins by logging into BADGE using their assigned system
credentials at the following URL.: hitps://badge.djj.virginia.gov/account/login.

BADGE - Department of Juvenile Justice

Login

Username

Password

Enter assigned credentials
and click the Log in buttion.

Database

© 2025 - Virginia Department of Juvenile Justice - APO8

Click here to show/hide the

Y password.

This computer system is the property of the Commonwealth of Virginia and is intended for authorized users only. By accessing and using this system, you are consenting to system
monitoring for law enforcement and other purposes. Unauthorized use of this computer system may subject you to State or Federal criminal prosecution and penalties.

Every user accessing the system is bound by confidentiality rules. Do not access information on juveniles for whom you have no legitimate professional interest.

Click the Show/Hide Toggle to show or hide the characters entered.
Refer to the User Drop-Down Menu section of the Juvenile /Adult Search & Information Manual for more instructions related to
passwords in the BADGE web application.

On initial BADGE application log in, the Caseload - Search By User window will appear. See below for

instructions on using the Search By User option located in the Caseload - Search By User window.

# BADGE Caseload Reports
Caseload - Search By User .
Default start window
Current Caseload Assignment
User Name Change User
User Status All e
Search (Search can also be used to refresh)

@ 2025 - Virginia Department of Juvenile Justice

Whenever a user first logs into the BADGE application, the Caseload - Search By User window will appear. The user can then
use the BADGE application menu bar to access the desired module.

From the BADGE application menu bar, the user can click the Caseload menu to access the New Juvenile
Caseload , New Adult Caseload , and Search By options.

M BADGE Caseload
Caseloafl MNew Juvenile Caseload
CurrentlC. New Adult Caseload
User Marhe Search By
Caseload Number
User Stafus CSU/Facility All
Juvenile
User
C5U Assignment
Adult
@ 2025 - Vir_ |qJustice

Reports

Change User

w

Search (Search can also be used to refresh)

Search By

To perform a search, from the BADGE application menu bar click the Caseload menu to access the following
Search By options: Caseload Number , CSU/Facility , Juvenile , User (default window on log in), CSU

Assignment , and Adult .

Revised 10/2025
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-
QEADG ntake Detention GMS Direct Care SIR Child Support Reports =

Caseload Mew Juvenile Caseload

Current € MNew Adult Caseload

Search By:
User Maf _;I Change User
Cazeload Number

User Stafus

CsU/Facility Al i

Juvenile [ Search (Search can also be used to refresh)

User

C5U Assignment

Adult
@ 2025 - Yir_ .

g Justice

Search for an Existing Caseload by:

CSU/Facility

User (default window on log in)

1. Caseload Number
a. Click the Caseload Number option from the Caseload menu Search By section and the Caseload -
Search By Caseload Number window will appear.
i. Caseload - Search By Caseload Number
1. (i) Enter the caseload number in the Caseload Number field, (ii) click the Search button, and
the Caseload Details window will appear with the results for the case nhumber entered, if found.
a. If the caseload number entered does not exist, the system will display: CABE Number not
found in the system. o

-~
‘EADG ntake Detention GMS Direct Care SIR  Child Support Reports -

Caseload MNew Juvenile Caseload

Current C, MNew Adult Caseload

User Nam| Seoren B Change User
Caseload Number |

User SIS S Facility Al h

Juvenile (Search can also be used to refresh)

User

C5U Assignment

Adult
@ 2025 - Vi _ X le Justice

M BADGE Caseload Intake Detention GMS Direct Care SIR Child Support Reports SA <

Caseload - Search By Caseload Number

© 2025 - Virginia Department of Juvenile Justice
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M BADGE Caseload Reports -

Caseload Details

Caseload #  Juvenie#  Name DOB Home Phone Alert!

Contacts Reports Provided Viooca Trade/Post-Sec Employment YASI

Calendar

Worker Assignment

Status Info
5 w Search:
Status Category and VCCCodeand Start End
FIPS Description Description  Date Date Closed Code

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

2. CSU/Facility

a. Click the CSU/Facility option from the Caseload menu Search By section and the Caseload - Search
By CSU/Facility window will appear. The window allows users to search for caseloads with open

statuses by CSU or JCC/HH.

&~
# BADG Reports -

Caseload Mew Juvenile Caseload

Current € Mew Adult Caseload

Search By: ]
User Name  ~ - Change User
Cazeload Number

User SBUE - col Racility Al e

Juvenile | Search (Search can also be used to refresh)

User

C5U Assignment

Adult
@ 2025 - Vir_ X le Justice O
-

& BADGE Caseload Reports -
Caseload - Search By CSU/Facility

Caseload with open statuses

csu JCC/HH

| Search ‘
@ 2025 - Virginia Department of Juvenile Justice -

i. Caseload - Search By CSU/Facility , Caseload with open statuses
1. CSU drop -down field

a.

To select a CSU from the Caseload - Search By CSU/Facility window (i) click the CSU drop-
down field and select a CSU from the list, (ii) click the Search button, and the Caseload
with Open Statuses table will be displayed. The table will display A/J Number, Adult
(indicator), Last Name, First Name, MI, Current Status Category, and CSU Primary Worker
for each record.

Revised 10/2025
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& BADGE Caseload Reports

Caseload - Search By CSU/Facility

Caseloads with Open Statuses

csu JCC/HH
Williamsburg (CSU) N

| Search

coson
Juveniles are ordered by Last Name, with the ones that have no worker assignment at the top.

10 v

A/) Current Status

1

) 3
(m} 2
] 1

(m] *1,3

Showing 1 to 10 of 218 entries

* means more than one open status

© 2025 - Virginia Department of Juvenile Justice

Caseload with Open Statuses for selected CSU

Number Adult Last Name FirstName MI Category CSU Primary Worker

Search:

Test account for CSU9 ~

Total Cases: 218

a

i. Open and Contacts Buttons

1. From the Caseloads with open statuses table on the Caseload - Search By
CSU/Facility window, select the desired record and the row will be highlighted in

blue.

a. Click the Open button and the Caseload Details window will appear and display

the Status tab.

b. Click the Contacts button and the Caseload Details window will appear and

display the Contacts tab.

Revised 10/2025
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A BADGE Caseload Intake GMS Direct Care SIR Child Support Reports ¥
Caseload - Search By CSU/Facility
Caseload with open statuses
csu JCC/HH
Richmond City (CSU) v v
Caseload Report | Calendar Report
d by Last Name, with the ones that have no worker assignment at the top. Total Cases: 205
10 v Search records
A/) Number Adult  Last Name First Name Ml Current Status Category CSU Primary Worker
m] - 1
_Jim] 1
i & |
| \ - e | — o s — ey W e
[m] Z
) - - - 5 -
0 3
. O p— — *7.8 -
[m] - 6
O p— *1,5 - -
m] 1
Showing 1 to 10 of 205 entries « < 2|3 |45 L |2 [ P

* means more than one open status

© 2025 - Virginia Department of Juvenile Justice

M BADGE Caseload Int

Reports =
Caseload Details

Caseload #  Juvenie#  Name DOB Home Phone Alert!

Employment YASI

Status Worker Assignment

Calendar

Status Info
5 Search:
Status Category and VCC Codeand  Start End
FIPS Description Description  Date Date Closed Code

Revised 10/2025
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A BADGE  Caseload Reports -

Caseload Details

Caseload #  Juvenile#  Name DOB Home Phone

CSU Access | Version History

Click here to view the Running

Contact Info Record/FOCUS Notes.

Select Action ~

Search:

Contact
Contact Date  Person Contacted Method Contact Purpose Facility

View
Details

View

> .
Details

View
Details

er Name

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

Contact Info

Select Action ~

5 v Search:

Down facing
L arrow Contact
Worker Name ontact Date  Person Contacted Method Contact Purpose Facility

View

Details
- View

Details

Please reply to this email with confirmation of receipt. If the above is not your understanding and/or you would like to add more information please reply to this email and let me

Running Record / FOCUS Notes

know.
v Right facing View
arrow Details

Running Record / FOCUS No;
View
Details

> Viev.v
Details

Click the right-facing arrow next to the record to view the Running/Record Focus notes, if applicable.
Click the down-facing arrow next to the record to hide the Running/Record Focus notes, if applicable.

ii. Caseload Report Button
1. From the Caseloads with open statuses table on the Caseload - Search By
CSU/Facility window click the Caseload Report button and the Caseload Report
window will appear with a report listing all cases with an open status. The report will
be generated for the selected CSU and each record will display Juvenile #, Caseload
#, Juvenile Name, and CSU Primary Worker(s) to include locality name and FIPS.

Revised 10/2025 6|Page
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_ a

A BADGE Caseload Reports >

Caseload - Search By CSU/Facility

Caseload with open statuses
Csu JCC/HH
Richmond City (CSU) v v
Juveniles are ordédred-by-Last-Namel with the ones that have no worker assignment at the top. Total Cases: 205
10.v Search records
A/) Number  Adult Last Name First Name MI  Current Status Category CSU Primary Worker
v
A BADGE  Caseload Reports -
Caseload Report
a
1< < I of27 D >l &) © 100% v v =) Find | Next
Virginia Department of Juvenile Justice
Appomattox (CSU) Current Caseload Listing
This is a list of all cases for juveniles in the current population Total Cases: 77
Juvenile # Caseload # Juvenile Name CSU Primary Worker(s)
pa— — s aa— p—
i p—— ™ ™™™ B

iii. Calendar Report Button
1. From the Caseloads with open statuses table on the Caseload - Search By

CSU/Facility window click the Calendar Report button and the Select Caseload

Report Parameters window will appear.

a. Onthe Select Calendar Report Parameters window (i) (a) use the default start
and end dates (previous, current, and next two months) or (i) (b) change the date
parameters using the Start Date and End Date calendar drop-down fields. (ii)
Click to place a check mark next to the desired items in the Select Calendar
Event(s) drop-down field. (iii) Click the Generate Report button and the report
will appear listing all selected calendar events for the selected period. The CSU
calendar events will be listed by date, grouped by week, and displayJ uveni | e 6
Name, Description, Completed, Completed by, and Comments.

Revised 10/2025 7|Page
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S
A BADGE Caseload Reports -
Caseload - Search By CSU/Facility
Caseload with open statuses
Csu JCC/HH
Richmond City (CSU) v v
] Search ‘
Contacts | Caseload Report | Calendar Report
Juveniles are ordered by Last Namb-with-the-enes-tHat have no worker assignment at the top. Total Cases: 205
10 v Search records
A/) Number  Adult Last Name First Name MI  Current Status Category CSU Primary Worker
— -— - -
v
a
M BADGE Caseload Reports -
Go back
Select Calendar Report Parameters
Default dates are from Previous month, current month, and next two months.
Start Date 2025
End Date 2025
Calendar Events Select Calendar Event(s) -
Generate Report
A J
'y
A BADGE Caseload Reports -
Click to update parameters and o back
Select Calendar Report Parameters
generate a new report.
_ a
14 [T ofz  » I O ® 100% v . & Find | Nexz
Document Map Calendar Events for Caseload of Richmond City (CSU)
B rotCalendsrReport Starting on Ending on
2025 Juvenile's Name Description Compisted
2025
Wesk of |
pozs Service Pian Monthly Progress Date
2025 Completed by: Comments:
2025 Service Plan Monthly Progress Date
Completed by: Comments;
po2s Week of I
pozs Service Pian Monthly Progress Date
2025 Completed by: Comments:
005 | Servics Pian Quarterly Review Datz
Completed by: Comments:
2025 [ | Service Plan Manthly Progress Date
2025 Completed by: Comments: L

Click the Select Calendar Report Parameter s button to change the Start Date, End Date, or update Select Calendar

Event(s) , and generate a new report.

The Calendar Events report, created by using the Calendar Report button, will ONLY display events juveniles in direct care.

2. JCC/HH Drop-down Menu

a. To select a JCC/HH from the Caseload - Search By CSU/Facility window (i) click the
JCC/HH drop-down field and select a JCC/HH from the list, (ii) click the Search button, and
the Caseload with open statuses table will be displayed. The table will display A/J
Number, Adult (indicator), Last Name, First Name, Ml, Current Status Category, and JCC
Primary Worker for each record.

Revised 10/2025
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M BADGE Caseload

Caseload - Search By CSU/Facility

Caseload with open statuses

csu

Search

Caseload Report | Calendar Report

Juveniles are ordered by Last Name, with the ones that have no worker assig
10~
A/JNumber  Adult  Last Name First Name Ml Curre
[m]
[m]
(]

Reports =

JCC/HH

CPP {Community Placement Program) o

| Bon Air Juvenile Correctional Center
CAP [Cenfral Admission and Placement unit)

] Continuum Placement (Direct Care) 7
Detention Re-Entry |

it
| Individual JDC Beds

Y

i. Open and Contacts Buttons

1. From the Caseloads with open statuses

table on the Caseload - Search By

CSU/Facility window, select the desired record and the row will be highlighted in

blue.

a. Click the Open button and the Caseload Details window will appear and display

the Status tab.

b. Click the Contacts button and the Caseload Details window will appear and

display the Contacts tab.

& BADGE Caseload
Caseload - Search By CSU/Facility

Caseload with open statuses

Csu

v

| Search

A/) Number  Adult Last Name First Name Ml

t Reports >

JCC/HH

CPP {Community Placement Program) v

Search records

Current Status Category* JCC Primary Worker

Total Cases: 74

a ICh O §t

Revised 10/2025
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A BADGE  Caseload Reports

Caseload Details

Caseload #  Juvenie#  Name DOB Home Phone Alert!

Contacts Reports Provided VICOCA Trade/Post-Sec Employment YASI
Calendar

Worker Assignment

Status Info
5 w Search:
Status Category and VCCCodeand Start End
FIPS Description Description  Date Date Closed Code

A BADGE  Caseload Reports

Caseload Details

Caseload #  Juvenile # Name DOoB Home Phone

x ‘

Status | Worker Assignment DRT | Reports Provided VICCCA | Trade/Post-Sec | Employment | YASI
CSU Access

Version History

Contact Info
5 v Search:
A Contact
Worker Name Contact Date  Person Contacted Method Contact Purpose Facility

. View

» - - p
Details

View

4 ¥
Details

—— e e = =]

S

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

ii. Caseload Report Button

Caseload Manual

1. From the Caseloads with open statuses table on the Caseload - Search By

CSU/Facility window click the Caseload Report button and the Caseload Report

window will appear with a report listing all cases with an open status. The report will
be generated for the selected JCC/HH, and each record will display Juvenile #,

Caseload #, Juvenile Name, Date Arrived, and JCC Primary Worker(s).

Revised 10/2025
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A BADGE Caseload

Caseload - Search By CSU/Facility

Caseload with open statuses

Csu JCC/HH

Juveniles are ordeTed by L=

10 v

Reports

G CPP {Community Placement Program)

= with the ones that have no worker assignment at the top.

Search

Total Cases: 74

ecords

a

This is a list of all cases for juveniles in the current population

Juvenile# Caseload# Juvenile Name Date Arrived  JCC Primary Worker(s):

Total Cases: 74

A/J Number  Adult Last Name FirstName Ml  Current Status Category* JCC Primary Worker
0 v
S
A BADGE Caseload Reports -
Caseload Report
= a
< of2 > ]| &) © 100% v & =) Find | Next
_F' d Text in Report
Cop (C ity P Program) Current C Listing m

iii. Calendar Report Button

1. From the Caseloads with open statuses

table on the Caseload - Search By

CSU/Facility window click the Calendar Report button and the Select Caseload
Report Parameters window will appear.
a. Onthe Select Calendar Report Parameters window (i) (a) use the default start

and end dates (previous, current, and next two months) or (i) (b) change the date
parameters using the Start Date and End Date calendar drop-down fields. (ii)
Click to place a check mark next to the desired items in the Select Calendar
Event(s) drop-down field. (iii) Click the Generate Report button and the report
will appear listing all selected calendar events for the selected period. The
JCC/HH calendar events will be listed by date, grouped by week, and display

Juvenil

Revised 10/2025
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&
A BADGE Caseload C Reports -
Caseload - Search By CSU/Facility
Caseload with open statuses
Ccsu JCC/HH
v CPP {Community Placement Program) v
Search
(o s | cosonri
Juveniles are ordered by Last Narve, W =One t have no worker assignment at the top. Total Cases: 74
10 v Search records
A/) Number  Adult Last Name First Name Ml  Current Status Category * JCC Primary Worker
1]
m}
J
O
O
(]
O
O
O v
a
# BADGE Caseload Reports -
Go back
Select Calendar Report Parameters
Default dates are from Previous month, current month, and next two months.
Start Date 2025
End Date 2025
Calendar Events Select Calendar Event(s) -
Generate Report
v
'y
M BADGE Caseload Reports -
Click to update parameters and o back
Select Calendar Report Parameters
generate a new report.
_ a
14 [T ofz > | O @ 100% v . & Find | Nexz
Document Map Calendar Events for Caseload of CPP (Community Placement Program)
E rptCalendarReport Starting on 2025 and Ending on 2025
= Juvenile's Name Description Completed
125
Wesk of ]
= Senvice Pian Monthly Progress Date
5, Completed by: Comments:
125 Service Pian Monthly Progress Date
Completed by: Comments:
25 Service Plan Monthly Progress Oate
125 Completed by: Comments:
5 Week of |
5 Service Plan Monthly Progress Oate
Completed by: Comments
125 IE Senvice Flan Quarterly Review Date
125 Completed by: Comments;
y2g Wesk of 420/2028 ]
joc Senviee Plan Monthly Progress Date =

Click the Select Calendar Report Parameters
Calendar Event(s) , and generate a new report.
The Calendar Events report, created by using the Calendar Report button, will ONLY display events for juveniles in direct

Juvenile

header button to change the Start Date, End Date, or update Select

The Caseload - Search by Juvenile window allows the user to search for a juvenile using the following
options: Search By Number (Juvenile Number , DC Number, and Intake Case Number ), Advanced
Search, Direct Care Population , and Detention Population

Revised 10/2025
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a. To access the various search options, click the Juvenile option from the Caseload menu Search By
section and the Caseload - Search By Juvenile window will appear.

»

M BADGE Caseload Reports -
P

Caseload Mew Juvenile Caseload

Current €. Mew Adult Caseload

Search By: —
User Name e Change User

Caseload Number
User Status CSU/Facility All ~
Search | (Search can also be used to refresh)
User
CSU Assignment
@ 2025 - Vir_ Adule X le Justice

i. Caseload - Search By Juvenile
1. Click the Search Options drop-down menu to select one of four search options: Search By
Number, Advanced Search , Direct Care Population , and Detention Population

Refer to the Juvenile / Adult Search & Information Manual for detailed instructions to Search for a Juvenile using the
following options: Search By Number (Juvenile Number , DC Number, and Intake Case Number ), Advanced Search ,
Direct Care Population , and Detention Population

A BADGE Caseload Reports -

Caseload - Search By Juvenile

Search Options ~

Search By Number ser Show Last Search Result

Advanced Search

Direct Care Population MMper b Number | Search |

Detention Population

© 2025 - Virginia Department of Juvenile Justice

a. If Search By Number is selected, the user will click the Search By drop down menu to
select one of three search options: Juvenile Number , DC Number, or Intake Case
Number .

M BADGE Caseload Reports -

Caseload - Search By Juvenile

Search Options ~

Juvenile Search - By Number Show Last Search Result

Search By: Juvenile Number 4 Number | Search |

Juvenile Number

DC Number

© 2025 - Virgini_Intake Case Number

2. (i) Search for a juvenile by entering or selecting the necessary option(s) in the Caseload -
Search By Juvenile window, as determined by the preceding search options selected. (ii) Click
the Search button, and the search result(s) will appear in a table on the bottom of the Caseload
- Search By Juvenile window. The table will display Juvenile #, Full Name, Residence FIPS,
DOB, Race, Genetic Sex, and SSN for each record.

a. Click the Select hyperlink adjacent to the desired record and the Caseload Details window
will appear.

Revised 10/2025 13|Page
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19 juvenile(s) met your criteria.

Show Last Search Result

v

Post-D with Programs

A BADGE Caseload Reports
Caseload - Search By Juvenile
Juvenile Search - Detention Population
Detention Facility -
Detained By @Al ©OcCsu O FIPS
- All CSUs -
Detention Status All Pre-D Post-D w/o Programs
Days Served (Reg. Adm.) from - 0
Age from - to
Genetic Sex @ Al O Male O Female
Admission Type O All @ Regular Admission O Weekend Admission

5 v
Search Results Table
Juvenile #  Full Name Residence FIPS
o g
[Showing 1 to 5 of 19 entries

Search records

DOB  Race Genetic Sex SSN

Select
Select
Select

Select

elect

« (234)»

Performing a Juvenile Search - By Number will return a single record result if found, whereas Advanced Search , Direct
Care Population search, and Detention Population search are likely to return multiple records.

M BADGE  Caseload

Caseload Details

Caseload #  Juvenie#  Name

Worker Assignment

Calendar

Reports

Alert!

Home Phone

Contacts Repaorts Provided VICOCA Trade/Post-Sec Employment YASI

Status Info
5 w Search:
Status Category and VCCCodeand Start End
FIPS Description Description  Date Date Closed Code

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

4. User

a. Click the User option from the Caseload menu Search By section and the Caseload - Search By User

window will appear with the logged-onu s er 6 s

The Caseload - Search By User window is the default start window when a user initially logs onto BADGE.

n aUsee Name fietd byedefault.

The User Name field will always default to the user logged onto the BADGE application.

Revised 10/2025
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N E-‘«DE Reports - -

Caseload Mew Juvenile Caseload
Mew Adult Caseload

Current C

Search By:

User Name e Change User
Caseload Number

User Status CSU/Facility All ~
Juvenile | Search {Search can also be used to refresh)

User
CSU Assignment

Adult
© 2025 - Vir_ X le Justice o

»

# BADGE Caseload Reports -

Caseload - Search By User .
Default start window

Current Caseload Assignment

User Mame C\*a”—ge User
User Status All e
Search (Search can also be used to refresh)
@ 2025 - Virginia Department of Juvenile Justice o

i. Caseload - Search By User
1. (i) (a) Proceed with the default logged-on user6 s n a meUsér Name field or (i) (b) click the
Change User button to select the User Name for a different employee and the Search
Employee pop-up window will appear.

»

# BADGE Caseload Reports -

Caseload - Search By User

Current Caseload Assignment

User Name

User Status All A4
Search (Search can also be used to refresh)
@ 2025 - Virginia Department of Juvenile Justice v
Search Employee X
Last Name: O wildcard
Suffix: ~
First Name: O wildcard
Find Only Current Employees

a. Search Employee Pop -up Window

i. Inthe Search Employee pop-up window either (i) (a) type the full last name in in the Last
Name text field for an exact name match or (i) (b) enter a partial sequence of characters
beginning with the first letter of the last name in the Last Name text field and (ii) click the
Use Wildcard checkbox to obtain results based on a partial name match. (iii) If desired,
select a suffix from the Suffix drop-down field.

ii. Either (i) (a) type the full first name in in the First Name text field for an exact name
match or (i) (b) enter a partial sequence of characters beginning with the first letter of the
first name in the First Name text field and (ii) click the Use Wildcard checkbox to obtain

Revised 10/2025 15|Page
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results based on a partial name match.

B 7o yield broader search results, type ONLY the first two or three characters of the last and first name and select Use
Wildcard .

iii. The Find Only Current Employees checkbox will be automatically selected, uncheck
this checkbox to include former employees in the search results.
iv. Click the Search button and the search result(s) will appear in a table on the bottom of
the Search Employee pop-up window. If no results are returned the following statement
willappear, M No mat ches. Pl eas eandtskaachapan. your crit el
1. From the search results, click the Select hyperlink adjacent to the desired employee
name and the Caseload - Search By User window will appear withthee mp | oy ee & s
name selected in the User Name search field.

Search Employee

28 employee(s) met your criteria.

10 v Search records

Legal Last Name Suffix  Legal First Name Display Name Account Closed

Select
Select
Select

Select

Select

2. To perform a new search or to close the Search Employee pop-up window without
selecting a record (i) click the Search Employee pop-up window header to reset the
Search Employee pop-up window and (ii) (a) perform a new search following the
instructions detailed above or (ii) (b) click the Close button to return to the Caseload
- Search By User window.

Search Employee

Search records

Legal Last Name Suffix  Legal First Name Display Name Account Closed
Select
Select
Select

Select

Select

Search Employee X
Last Name: O wildcard
Suffix: v
First Name: O Wildcard
Find Only Current Employees

2. After selecting the User Name following the preceding instructions, (i) select the desired status
from the User Status drop-downfield( A Al | , 6 A Assigned T(@)¢lickther A Su
Search button, and the results will appear in the Current Caseload Assignment table on the
Caseload - Search By User window. The table will display A/J Number, Adult (indicator), Last

Revised 10/2025 l6|Page
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Name, First Name, MI, DOB, Assigned, Released, Current Status Category, and Type for each

Revised 10/2025

Caseload Manual

record.

A BADGE Caseload Reports

Caseload - Search By User

Current Caseload Assignment

UserName ———————————  Testaccount for CSU9 =

User Statlss oo All v

sﬁm can ko be used o refesh)
Open Camnd — T

Cases assigned to and released from within the last 30 days

0~

A/) Number  Adult Last Name A First Name * MI DOB

0o0oo0oD0D0OO0O0O0O0O0

Showing 1 to 10 of 35 entries

spen status

Assigned

Released

Juveniles listed in red have alerts that can be seen by selecting the juvenile, and then clicking the ‘Juvenile/Adult Info’ button above.

Current Status Category Type

Total Cases: 35

Search:

« < 2 3 4 > »

© 2025 - Virginia Department of Juvenile Justice - APOS

a. Open Caseload, Caseload Contacts Buttons , and A/J Number Hyperlinks
i. From the Current Caseload Assignment
window, select the desired record and the row will be highlighted in blue.

table on the Caseload - Search By User

1. Click the Open Caseload button and the Caseload Details window will appear and

display the Status tab.

2. Click the Caseload Contacts button and the Caseload Details window will appear

and display the Contacts tab.

3. Click the desired hyperlink in the A/J Number column and the Caseload Details
window will appear and display the Status tab.

A BADGE Caseload Reports
Caseload - Search By User

Current Caseload Assignment

User Name Test account fer CSUQ =
User Status All v

| Search | Search can also be used to refresh)

Open Caseload Caseload Report Calendar Report Juvenile/Adult Info

Cases assigned to and released from within the last 30 days

10 v
A/) Number | Adult Last Name 4 FirstName 4 M1 DOB
(@]
@]
@]
@]
(@]
@]
@]
@]
@]
(@]

Showing 1 to 10 of 35 entries

* means more than one open status

© 2025 - Virginia Department of Juvenile Justice - AP09

Assigned

Released

Juveniles listed in red have alerts that can be seen by selecting the juvenile, and then clicking the Juvenile/Adult Info' button above.

Change User
Total Cases: 35
Search:
Current Status Category Type
1
6
8
3
3
1

(((234)))
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A BADGE

Caseload #

Caseload Details

CSU Access | Version History

Status Info

Select Action ~

5 v Search:
Start End
FIPS Status Category and Description  VCC Code and Description Date Date Closed Code
iy Details
A — — —

Caseload Reports

Juvenile # Name Dos Home Phone

Info

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

b. Caseload Report Button

From the Current Caseload Assignment table on the Caseload - Search By User
window, click the Caseload Report button and the Caseload Report window will appear
with the Caseloads Assigned to [User Name] report listing all cases by Name, DOB,
Caseload #, Juvenile #, Assignments, Date Assigned, Type, and Date Released.

M BADGE Caseload Reports

Caseload - Search By User

Current Caseload Assignment

User Status Al

Open Caseload Caseload Contacts Caseload Report Calendar Report Juvenile/Adult Info

Cases assigned to and released from within the fast 30 days

v

Total Cases: 35

10 v Search:
A/J Number  Adult Last Name 4 FirstName 4 MI DOB Assigned Released  Current Status Category Type
0 p— S— J—— FR—
@]
— D
-~
M BADGE Caseload Reports -

Caseload Report
-~

I < of34 D @ [ w v | B Find | Next ]
Document Map
Bl rpeUsenCasgSearch Caseloads assigned to lss -
MName: DOE: Caseload#: Juvenile#:
Assignments:
Date Assigned: Type: Date Released
Name: DOB: Caseload#: Juveniles:
Assignments:
Date Assigned: Type: Date Releasad

— -/3““- /L casew.

c. Calendar Report Button

From the Current Caseload Assignment table on the Caseload - Search By User

window, click the Calendar Report button and the Select Caseload Report Parameters

window will appear.

1. On the Select Calendar Report Parameters window (i) (a) use the default start and
end dates (previous, current, and next two months) or (i) (b) change the date
parameters using the Start Date and End Date calendar drop-down fields. (ii) Click

Revised 10/2025
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to place a check mark next to the desired items in the Select Calendar Event(s)
drop-down field. (iii) Click the Generate Report button and the Calendar Events for
Caseload of [User Name] report will appear listing all selected calendar events for
the selected period. The calendar events will be listed by date, grouped by week,
anddisplayJ uv e ni | e Descrigtiegnn@empleted, Completed by, and

& BADGE  Caseload Reports -
Caseload - Search By User
Current Caseload Assignment
User Name Change User
User Status Al v
| Search | seatch can also be used to refresh)
Cases assigned to and released from within the last 30 days Total Cases: 35
10~ Search:
A/JNumber Adult  LastName A First Name 4 MI DOB Assigned Released  Current Status Category Type
O - — - - - -
@]
e @]
-
M BADGE Caseload Reports -
Go back
Select Calendar Report Parameters
Default dates are from Previcus month, current month, and next twe months.
Start Date 2025
End Date 2025
Calendar Events Select Calendar Event(s) -
Generate Report
A J
-~
M BADGE Caseload Reports -
Click header to update parameters and  Gdback
Select Calendar Report Parameters
generate a new report.
_ -
1< 4 1 ofd ¥ ] ] @ 100% ~ (= = Find | Next
Document Map Calendar Events for Caseload of — Employee Name
B rprlalendarReport Starting on 4/1/2025 and Ending on 4/1/2025
2E0/2028 Juvenile's Name Deseription Completed:
4/6/2025
Week of 3/30/2025 |
AnEa08 0410412025 Service Pian Monthly Progress Date
472002025 Completed by. Comments
42772025 04/04/2025 Servica Fian Quarterly Review Data
Completed by: Comments:
salozs \Week of 41612025 ]
Ao 04/06/2025 Servica Pian Monthly Progress Date
5/18/2025 Completed by: Comments:
552008 0410872025 y Annual Dental Exam
Completed by. Comments
BO4202s D4108/2025 Annual Physical Exam
682025 Completed by: Comments:
6715£2025 04/03/2025 PPD(TB) Test
Complsted by Comments:
04/11/2025 Service Plan Development Date
Completed by: Comments v

d. Juvenile/Adult Info Button
i. From the Current Caseload Assignment

The Calendar Events report, created by using the Calendar Report button, will ONLY display events for juveniles in direct

table on the Caseload - Search By User

window, select the desired record and the row will be highlighted in blue.

1. Click the Juvenile/Adult
will appear and display the Alerts tab.

Info button and the Juvenile Information module window

19|Page



BADGE Web Application

Caseload Manual

Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information window.

A BADGE Caseload Reports -

Caseload - Search By User

Current Caseload Assignment

User Name Change User

User Status. Al v

Open Caseload Caseload Contacts Caseload Report Calendar Report Juvenile/Adult Info

Cases assigned to and released from within the last 30 days Total Cases: 35
10 v Search:
A/) Number  Adult Last Name 4 FirstName 4 MI DOoB Assigned Released  Current Status Category Type
__[«] - — e — - . - - .-
(@]

aseloa take Detention GMS Direct Care SIR  Child Support orts =
M BADGE  Caseload C C SIR C 5 Rep

|Juveni|e information - * (Juvenile# I -}l Juvenile Dashboard

Juvenile Alerts

Generated Alerts
No Data Found

Recorded Alerts View/Change

© 2025 - Virginia Department of Juvenile Justice

5. CSU Assignment
a. Click the CSU Assignment option from the Caseload menu Search By section and the Caseload -
Search By CSU Assignment window will appear. The window allows users to search a specified CSU

for cases to which it has been granted access within the last 30 days.

QBADG ntake Detentio 5MS Direct Care SIR  Child Support Reports -

Caseload Mew Juvenile Caseload

Current €. New Adult Caseload

Search By:
User Name - Change User

Caseload Number

UsEr SIS U Facility Al ¥
Juvenile {Search can also be used to refresh)
User |
© 2025 - Vir_ Adule X le Justice

Revised 10/2025
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M BADGE Caseload Reports

Caseload - Search By CSU Assignment

Cases to which CSU has been granted access in last 30 days

csu v | Search | (Search can also be used to refresh)

© 2025 - Virginia Department of Juvenile Justice

i. Caseload - Search By CSU Assignment
1. (i) Click the CSU drop-down field and select the desired CSU from the list, (ii) click the Search
button, and the Cases to which CSU has been granted access in the last 30 days table will
be displayed on the Caseload - Search By CSU Assignment window. The table will display
Caseload #, Date Assigned, A/J Number, Last Name, First Name, and Ml for each record.

»

M BADGE Caseload Reports

Caseload - Search By CSU Assignment

Cases to which CSU has been granted access in last 30 days

csu Abingdon (CSU) w | Search | (Search can also be used to refresh)

@ Total Cases: 4
o Cases granted to CSU within the last 30 days . ;
hd 8arch recoras
Caseload #  Date Assigned A/) Number  Last Name First Name M
06/03/2025
06/03/2025
06/03/2025
06/03/2025

Showing 1to 4 of 4 entries & <« > 0»

The cases that are listed have been assigned to and released fromt h e ucaseload within the last 30 days.

a. Open and Contacts Buttons
i. From the Cases to which CSU has been granted access in the last 30 days table on
the Caseload - Search By CSU Assignment window, select the desired record and the
row will be highlighted in blue.
1. Click the Open button and the Caseload Details window will appear and display the
Status tab.
2. Click the Contacts button and the Caseload Details window will appear and display

the Contacts tab.

»

M BADGE Caseload Reports

Caseload - Search By CSU Assignment

Cases to which C5U has been granted access in last 30 days
csu Abingdon (CSU) v | Search | [Search can also be used to refresh)
ﬁ Con Total Cases: 4
10~ Search records

Caseload #  Date Assigned Af] Number  Last Name First Name Mi

Showing 1 to 4 of 4 entries « < > »

@ 2025 - Virginia Department of Juvenile Justice -
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Calendar

Status Info

5w Search:

Status Category and
FIPS Description

VCCCodeand Start End

Description  Date Date Closed Code

A BADGE  Caseload + Reports
Caseload Details
Caseload #  Juvenie#  Name DOB Home Phone Alert!
Worker Assignment Reports Provided VICOCA Trade/Post-Sec Employment YASI

— f — f ~ \f@ —

# BADGE Caseload Intake Detention GMS Direct Care SIR  Child Suppo Reports
Caseload Details
Caseload #  Juvenile # Name DOB Home Phone Alert!

Worker Assignment

Version History

Contact Info
5 v Search:
Worker Contact Contact
Name Date Person Contacted Type Contact Purpose
Telephone

Facility

Reports Provided Trade/Post-Sec Employment YASI

View
Details

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

6. Adult

The Caseload - Search by Adult window allows the user to search for a juvenile using the following options:
Search By Number (Adult Number and Caseload Number) and Advanced Search .
a. To access the various search options, click the Adult option from the Caseload menu Search By

section and the Caseload - Search By Adult window will appear.

ﬂBADG ntake Detentio

Caseload Mew Juvenile Caseload

t Reports

Current C. New Adult Caseload

Search By:
User Name : Change User

Caseload Number
User Status All -

CSU/Facility
(Search can also be used to refresh)

Juvenile
User
C5U Assignment

Adult
@ 2025 - Justice

When the Adult search option is selected from the Caseload menu Search By section, the Adult Search - Advanced

window will be displayed on the Caseload - Search By Adult window by default

Revised 10/2025
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i. Caseload - Search By Adult
1. Click the Search Options drop-down menu to select one of two search options: Search By
Number and Advanced Search .

Refer to the Juvenile / Adult Search & Information Manual for detailed instructions to Search for a n Adult using the following
options: Search By Number (Adult Number and Caseload Number) and Advanced Search .

Caseload - Search By Adult

Search Options =

Search By Number ed

Advanced Search
Last Name:

M BADGE Caseload Reports - I

L) Wildeard

Suffix: b4

L) Wildeard

a. If Search By Number is selected, the user will click the Search By drop down menu to
select one of two search options: Adult Number or Caseload Number .

M BADGE Caseload Reports -

Caseload - Search By Adult

Search Options =

Adult Search - By Number

Search By: Adult Number w Number

Adult Number

Caseload Number

2. (i) Search for an adult by entering or selecting the necessary option(s) in the Caseload - Search
By Adult window, as determined by the preceding search options selected. (ii) Click the Search
button, and the search result(s) will appear in a table on the bottom of the Caseload - Search By
Adult window. The table will display Adult #, Last Name, Suffix, First Name, Middle Name, City,
DOB, Race, and Genetic Sex for each record.

a. Click the Select hyperlink adjacent to the desired record and the Caseload Details window
will appear.
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A BADGE Caseload Reports -
Caseload - Search By Adult
Search Options ~
Adult Search - Advanced
Last Name: Wildcard
Suffix: ~
First Name: U Wildcard
[ Include Alternative First Name Spellings
Date of Birth: MM/DD/ Y
[ Indude records that have no values for suffix and DOB
Genetic Sex: ® Al CMale OFemale
SSN:
Street Address: Street Address (Full or Partial)
City: City P
O Is Law Enforcement Officer (LEC)?
LEQ Badge®:
Phone: Home, Work, or Ce
[ Is Professional?
O Find Adults with Open Workload
‘ Search |
63 adult(s) met your criteria.
10 v Search Results Table
Adult#  Last Name Suffix First Name Middle Name City DOB Race Genetic Sex
Select
Select
Select
Select
Select
Select
Select
Select
Select
Select
Showing 1 to 10 of 63 entries « < 2. 3 4 5 6 T > »
© 2025 - Virginia Department of Juvenile Justice

Performing an Adult Search - By Number will return a single record result if found, whereas the Advanced Search is likely to
return multiple records.

The Caseload Number , the Intake Case Number , the Adult Number, and the Juvenile Number are all unique identifiers
and are not interchangeable.

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

Add a New Caseload
1. New Juvenile Caseload
a. To add a new juvenile caseload (i) select the New Juvenile Caseload option from the Caseload menu
and the Add New Juvenile Caseload window will appear. (ii) Follow the instructions in the Search By
Juvenile section to perform a juvenile search.
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# BADGH Caseload Reports

New Juvenile Caseload

Caseloa

Current C/ New Adult Caseload

Search By:
User Name -

Caseload Number

CSU/Facility Al ~

User Status

luvenile Search (Search can also be used to refresh)
User
CSU Assignment

Adult

@ 2025 - Vir_ le Justice

A BADGE  Caseload Reports

Add New Juvenile Caseload

Search Options -

Search By Number ser

Advanced Search

Direct Care Population HMpPer ~ Number Search |

Detention Population

@ 2025 - Virginia Department of Juvenile Justice

Show Last Search Resu

t

The user must have appropriate permissions to view and select the Add New option from the Select Action drop-down menu.
Additionally, to add a new caseload for a juvenile, the CSU must have an intake with the juvenile or adult with whom the case

is associated or be granted access to the case.

Add New Juvenile Caseload Window

i. Once the juvenile search has been performed, the search result(s) will appear in a table on the
bottom of the Add New Juvenile Caseload window. The table will display Juvenile #, Full Name,

Residence FIPS, DOB, Race, Genetic Sex, and SSN for each record.

ii. Click the Select hyperlink adjacent to the desired record and the Add New Status form will appear

in the Add New Caseload window.

¥ BADGE Caseload Reports
P

Add New Juvenile Caseload

Search Options ~

Juvenile Search - By Number

Search By: Juvenile Number v ‘ Search ‘

1 juvenile(s) met your criteria.

Show Last Search Result

5 v Search records

Juvenile #  Full Name Residence FIPS DOB  Race Genetic Sex SSN
Showing 1to 1 of 1 entries & < > »

If a caseload already exists for the juvenile, when the user clicks the Select hyperlink adjacent to the desired record the

Caseload Details window will open and display the Status tab in lieu of the Add New Status form.

iii. Add New Caseload Window / Add New Status Form

1. Select the desired (i) FIPS, (ii) Status Type , (iii) Start Date , (iv) Closed Code , and (v) Date

Closed (if required) from the corresponding drop-down field or calendar options.

2. Toinput or associate a VCC Code and Description with the status, click the Show Offenses

button, and the j u v e nritakeeOdfense History form will appear.
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A& BADGE Caseload Reports -
Add New Caseload

Juvenile #  Name DOB Home Phone

Add New Status

FIPS v
Status Type
Start Date
Closed Code
Date Closed

VCC Code and Description

‘You must associate at least one intake offense with a status, in order to save the status.

3. Add New Caseload Window / Intake Offense History =~ Form
a. Associate an Offense

i. To associate offenses witha Status on t h e jlntakeeQfféenseddiStery form, (i)
place a check mark in the corresponding Associated checkbox(es), (ii) click the Save
Associated button, and a window will appear confirmingthe da Of f ense(s) AssoO
(i) Click the OK buttonon t he wi ndow t o r lathke Ofiensd Histoty h e |
window.

ii. ClicktheClosebutt on on tlitae Qffenseddistory vendlasv to return to the
Add New Status window. The associated offenses will be displayed in the VCC Code
and Description field.

M BADGE Caseload Reports -
Add New Caseload
Juvenile # MName DOB Home Phone
Intake Offense History
m Search: Offense(s) Associated. Click 'Close’ to
continue,
Intake Amended
Associated Case# Offense¥ OffDate FIPS Offense Adj Guilty Charge Cmt Prb 37
View
e o O o Details
View
o o O o Details
View
o o 0 o Details
e Vi
a1 / i - /-‘ 8 O / =] D;:;s
/

4, After offenses have been associated with the status, click the Next button on the Add New
Status form and the Add New Worker Assignment form will appear.
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A BADGE Caseload Reports
Add New Caseload

Juvenile#  Name DOB Home Phone

Info

Add New Status

FIPS

Status Type
Start Date
Closed Code

Date Closed

VCC Code and Description

LAR-2366-M1-(Less Than $200 Not From Person)
LAR-2366-M1-{Less Than $200 Not From Person)
LAR-2366-M1-(Less Than $200 Not From Person)

At least one offense should be associated with the case status.

‘You must associate at least one intake offense with a status, in order to save the status.

Show Offenses

Refer to the Offense History Manual for instructions on using the Offense History window.

5. Add New Caseload / Add New Worker Assignment Form

a. The Worker and Supervisor fields will default to the logged-o n

u s e r GCéck @hange
User button beside each field and follow the instructions outlined in the Search By User
section to select a different worker and/or supervisor.

If the worker is assigned to more than one facility, choose the correct one from the drop-
down field below the Show All fac ilities (including expired ones)  checkbox.

i. To show all facilities, select the Show All facilities (including expired ones) checkbox.
Select the desired (i) FIPS, (ii) Date Assigned , (iii) Worker Type , (iv) Worker Status , and
Date Released (if required) from the corresponding drop-down field or calendar drop-down

field options.

d. Click the Go back to Status button to return to the Add New Status form.

A BADGE Caseload Reports
Add New Caseload

Juvenile#  Name DOB Home Phone

45145 EXPUNGED , EXPUNGED 05/25/1981

Assign a CSU Primary Worker assignment for the same selected FIPS as in Status

Add New Worker Assignment

Worker Change User

[ Show Al facilities (including expired ones)

FIPS

Date Assigned
Worker Type
Worker Status
Supervisor Change User

O Show Al facilities (including expired ones)

Date Released

Go back to Status

Save Caseload

e. Click the Save Caseload button and the Caseload Details window will appear and display

the Status tab.

Revised 10/2025
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A BADGE Caseload t  Reports

Add New Caseload

Juvenile#  Name DOB Home Phone

Assign a CSU Primary Worker assignment for the same selected FIPS as in Status

45145 EXPUNGED , EXPUNGED 05/25/1981

Add New Worker Assignment

Worker Change User
Show All facilities (including expired ones)

FIPS

Date Assigned

Warker Type

Worker Status

Supenvisor

Change User

O Show All facilities (including expired ones)

Date Released

Go back to Status

A BADGE Caseload

Caseload Details

t Reports S

Caseload #  Juvenile#  Name DOB Home Phone
Info
Worker Assignment

CSU Access

Version History

Status Info
5 v
Status Category and
FIPS Description VCC Code and Description

Showing 1 to 1 of 1 entries

Reports Provided VICCCA | Trade/Post-Sec | Employment | YASI

Search:
Start End Closed
Date Date Code

View
Details
« < > »

Refer to the Caseload Details Window section for instructions on using the Caseload Details window.

2. New Adult Caseload
a. To add a new adult caseload (i) select the New Adult

Caseload option from the Caseload menu and

the Add New Adult Caseload window will appear. (ii) Follow the instructions in the Search By Adult

section to perform an adult search.

Caseload  New Juvenile Caseload

Current ) New Adult Caseload

User Name Search Byt

Caseload Number

UserStatus  co) racility

All

Juvenile
. User
CSU Assignment

Adult

© 2025 - Vir_ le Justice

~

{Search can alse be used to refresh)

Change User

Revised 10/2025

28|Page



BADGE Web Application Caseload Manual

4 BADGE Caseload Reports - i
Add New Adult Caseload

Search Options ~

Search By Number g

Advanced Search

1 AST IYAME:

L) Wildeard

b. Add New Adult Caseload Window
i. Once the adult search has been performed the search result(s) will appear in a table on the bottom
of the Add New Adult Caseload window. The table will display Adult #, Last Name, Suffix, First
Name, Middle Name, City, DOB, Race, and Genetic Sex for each record.
ii. Click the Select hyperlink adjacent to the desired record and the Add New Status form will appear
in the Add New Caseload window.

M BADGE Caseload Reports =
Add New Adult Caseload

Search Options =

Adult Search - By Number

Search By: Adult Number ~
| Search |

71 adult(s) met your criteria.

0 Search Results Table

Adult#  Last Name Suffix  First Name Middle Name City DOB Race Genetic Sex

Showing 1 to 1 of 1 entries « < n > »

If a caseload already exists for the adult, when the user clicks the Select hyperlink adjacent to the desired record the
Caseload Details window will open and display the Status tab in lieu of the Add New Status form.

iii. Add New Caseload Window / Add New Status Form
1. Select the desired (i) FIPS, (i) Status Type , (iii) Start Date , (iv) Closed Code , and (v) Date
Closed (if required) from the corresponding drop-down field or calendar options.
2. Toinput or associate a VCC Code and Description with the status, click the Show Offenses
button, and the adultdé mtake Offense History form will appear.

»

# BADGE Caseload Reports -

Add New Caseload

Adult # Mame oos Home Phone m

Add New Status

FIPS ~
Status Type ~
Start Date

Closed Code v

Date Closed

WCC Code and Description

et izte at leact one intake offense with a status, in order to save the status.

Show Offenses

()
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3. Add New Caseload Window / Intake Offense History Form
a. Associate an Offense

i. To associate offenses with a Status on the adultd ftake Offense History form, (i) place
a check mark in the corresponding Associated checkbox(es), (ii) click the Save
Associated button, and a window will appear confirmingthed Of f ense(s) AssoO
(iii) Click the OK button on the window to return to the adulté mtake Offense History
form.

ii. Click the Close button on the adultdé htake Offense History window to return to the Add
New Status form. The associated offenses will be displayed in the VCC Code and
Description field.

A BADGE  Caselon .

Add Mew Caseload

Offense(s) Associated. Click 'Close’ to

Search: continue,

Intake Amended
Assaciated Cased  Offensed  OFfDate  FIPS  Offense Adj Guity Charge tmt  Prb oK

Wiew
[=] = o ° 0 | o]
Wiew
5 s |o o o [am]

Shawing 1 ta 2 of 2 entries

& 2025 - Varginia Department of kuvenile Justice - APOR

4, After offenses have been associated with the status, click the Next button on the Add New
Status form and the Add New Worker Assignment form will appear.

»

M BADGE  Caseload Reports -

Add New Caseload

Adult # Name DOB Home Phone m

Add New Status

FIPS ~
Status Type w
Start Date

Closed Code v

Date Closed

WCC Code and Description

PRT-3836-19-(Protection Order, Family Abuse)

*ou must associate at least one intake offense with a status, in order to save the status.

Show Offenses

(=

5. Add New Caseload / Add New Worker Assignment Form
a. The Worker and Supervisor fields will default to the logged-o n  u s e r 8Céick thea me
Change User button beside each field and follow the instructions outlined in the Search By
User section to select a different worker and/or supervisor.
b. If the worker is assigned to more than one facility, choose the correct one from the drop-
down field below the Show All facilities (including expired ones) checkbox.
i. To show all facilities, select the Show All facilities (including expired ones) checkbox.
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c. Select the desired (i) FIPS, (ii) Date Assigned , (iii) Worker Type , (iv) Worker Status , and
Date Released (if required) from the corresponding drop-down field or calendar drop-down

field options.

o

Click the Go back to Status button to return to the Add New Status form.

e. Click the Save Caseload button and the Caseload Details window will appear and display

the Status tab.

M BADGE Caseload

Adult # Name

Add New Caseload

Reports

DB Heme Phone

Wiorler

FIPS

Date Assigned
Wiorker Type
‘Worker Status

Supervisor

Date Released

Add New Worker Assignment

Assign a CSU Primary Worker assignment for the same selected FIPS as in Status

Change User

O Show All facilities (including expired ones)

Change User

[0 Show All facilities {including expired ones)

Go back to Status

© 2025 - Virginia Department of Juvenile Justice

M BADGE Caseload

Caseload Details

Showing 1to 1 of 1 entries

Caseload #  Adult# Name

Reports

DOB Home Phone m

Status Info
5w
Status Category and VCC Code and Start End
FIPS Description Description Date Date

© 2025 - Virginia Department of Juvenile Justice

Search:
Closed Code
View
Details
« < - > »

Caseload Details Window

The Caseload Details window is accessed using the instructions detailed in the Search By and Add a New

Caseload sections above.

The top of the Caseload Details window displays the following juvenile or adult caseload information:

Revised 10/2025
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Caseload #, Juvenile # or Adult #, Name, DOB, and Home Phone. If any alerts exist for the juvenile the Info
button will be coloredredandd i s p | &lgrt!doa nc afipFbria uvenile record, clicking the Info button will
always display the Alert tab on the Juvenile Information window. For an adult record, clicking the Info button
will display the Adult Information window.

& BADGE Caseload Intake

-
entio art  Reports -
Caseload Details
Alert
Caseload # | Juvenile # MName DOoB Home Phone Alert!

=]
T
7
=}
=

Worker Assignment Reports Provided VICCCA Trade/Post-Sec Employment

# BADGE Caseload Intake Detention GMS Direct Care SIR Child Support Reports Eric J. Reinick ~
Caseload Details / NO Alert
Caseload # | Adult # Mame CoB Home Phone

Evaluations Version History Tabs

Status

Calendar

Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information and Adult
Information windows.

B The Juvenile OR Adult Information at the top of the Caseload Details window cannot be edited from the Caseload Details
window.

The Caseload Details window consists of the following tabs:

Caseload Details Window

Tabs Tab Summary

This tab shows the workers assi gntabdllowsprintatyands e |

Worker Assignment secondary workers to be added, edited, or deleted to or from a case.

This tab is used by appropriate staff to make dispositional recommendations to the court as part of the
Social History Report.

This tab lists all the current and past services received, the opened date, service type, provider type,

Services an indication of whether a service event was recorded, and the closed date information.
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Caseload Details Window
Tabs

Trade/Post-Sec

Evaluations

Version History

Caseload Manual

Tab Summary

This tab Iists the selected juvenilebs educati

This tab lists read-only information related to YASI Full Screens, Pre-Screens, and Pre-Adjudication
Screens completed on the juvenile.

This tab displays information related to evaluations entered for the juvenile, such as Parole/Probation
Discharge Evaluations, SEAS, and G.R.E.A.T.

This tab lists the history of the tables edited or viewed in the Caseload Module and displays the data
impacted, operation, date/time, and staff completing the action information.

B For adult cases, only the Status, Worker Assignment, Contacts, Reports Provided, Services, CSU Access, and Version History

tabs are available.

1. Status Tab

The Caseload Details window will typically open to the Status tab. The Status Info table on the bottom of

the Status tab displays all the current and past case statuses to include FIPS, Status Category and
Description, VCC Code and Description, Start Date, End Date, and Closed Code.

The Select Action drop-down menu button allows the user to perform the following actions: Add New and

LOS Estimator .

The View Details button allows the user to access the View Status Details (if the status is closed) and Edit
Status (if the status is open) windows, access the Intake Offense History table and add, edit, or delete an
Offense History Details record.
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-
M BADGE  Caseload Reports -

Caseload Details

Caseload #  Juvenile # Mame DoB Home Phone Alert!

Status Info
Al s Search:
Status Category and Start End
FIPS Description VCC Code and Description Date Date Closed Code
4 - Post-D Residential y
(Judicially Ordered) w/Case
Details
Mgmt
8 - Inactive Supervision - -
. View
Courtesy Superv in Another
csu ctails
(2 Re O 1 Vi
3 - Probation - Level 3 S S IE'II.d
Another Status Details

a. Select Action - Add New
To add a status, select the Add New option from the Select Action drop-down menu button and the
Add New Status window will appear on the bottom of the Status tab.
i. Add New Status Window
1. Select the desired (ii) FIPS, (iii) Status Type, (iv) Start Date, (v) Closed Code , and (vi) Date
Closed (if required) from the respective drop-down field or calendar options.
a. Toinput or associate a VCC Code and Description with the status, click the Show
Offenses button, and thej u v e nrtakeeOffense History window will appear on the bottom
of the Status tab.

»

# BADGE Caseload Reports -

Caseload Details

Caseload #  Juvenile # MName DoB Home Phone Alert!

Contacts Reports Provided Trade/Post-Sec Employment

‘ LOS Estimator
Refresh

Help
Al s Search:
Status Category and Start 4 End
EIPS 1A ? indi MICC o, Dk indi DNat, DNata il Ao,

Revised 10/2025 34|Page



BADGE Web Application

Caseload Manual

M BADGE  Caseload Reports Eric J. Reinick ~

Caseload Details

Caseload #  Juvenile # Mame DOB Home Phone Alert!

Status Worker Assignment Reports Provided VICCCA Trade/Post-Sec Employment
CSU Access Version History

Add New Status X
FIPS -
Status Type b
Start Date
Closed Code ~
Date Closed

VCC Code and Description

Show Offenses.

Close |[ Save

@ 2025 - Virginia Department of Juvenile Justice

&~

BADGE Caseload Repaorts
P

Caseload Details

Cateload & Juvenile = Hame DOB Home Phone At

Offense Histary - Juvenile# [ Close |
Ietake Amended
Associated Case#  Offensed  OFf Dote  FiPS Offense Adj Guilty Charge Cmt  Prb
B @ O 0 0 |
D B D 0 0 | oo
u] B O 0O o D":H

Refer to the Offense History Manual for instructions using the Offense History window.

B A second status (Status Category and Description
except for the following Status Types: 1 - Pre-Disposition (1 Contact/Month)

Tracking Only , and 1 - Pre-Court Services Referral and Tracking

b. Associate an Offense

field) cannot be added while another status is open for the same FIPS,
, 1 - Diversion at Intake , 1 - Pre-Disposition

ii. To associate offenses with a Status on t h e | lntake @ffehse Hissory window, (i)

place a check mark in the corresponding Associated checkbox(es), (ii) click the Save

Associated button, and a window will appear confirmingthe i Of f e n ssecfated.0 A
(iii) Click the OK button on the windowt o r et ur n t ®ffenhse Histdryuwwindow.i

iii. ClicktheClose butt on on tdifensejHistornewinddweodeturn to the Add New

Status window.
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% BADGE Cazeload Reports

Caseload Details

Cxigload = Juvenile # Mamig Doe Home Phone

Alert

m Offense(s) Associated. Click 'Close' to

continue.

!

Offense History - Juvenile#

Close

|

—
Save Associated

Associated Case#  Offensed OFfDate  FIPS Offense Adj Guilty Charge Cmt Prb
Wi
(8] B O 0 o |)=
Wi
o 8 O o o || 2=
u] B O o o Ve
Dietails

Refer to the Edit Offense History section for instructions to edit the associated offense( s, pffénse history.

2. Close Button
a. From the Add New Status window, (i) click the Close button and the Unsaved Data! warning
window will appear if data has been entered and not saved. (ii) (a) Click the NO button to
return to the Add New Status window or (ii) (b) click the YES button to discard the changes
and return to the Status Info table on the Status tab.

»

# BADGE Caseload Intake Detention GMS Direct Care SIR  Child Support Reports -
Caseload Details

Caseload #  Juvenile # Name DOB Home Phone Alert!

Worker Assignment Reports Provided VICCCA Trade/Post-Sec

Add New Status X

Unsaved Data!

FIPS Are you sure you want to close the window?
v
You will lose your changes!

Status Type ~

Start Date

Closed Code u
Date Closed

WCC Code and Description

Show Offenses.

Close Save

© 2025 - Virginia Department of Juvenile Justice

3. Save Button
b. From the Add New Status window, click the Save button, a fARecord Saved! o
briefly appear, and the user will return to the Status Info table on the Status tab.

+ Record Saved!
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@

P oW

®

The Associated column is available ONLY when the action being performed is associating or linking an offense to another
piece of data (e.g., case status or DRT).

ONLY associate an offense if it is linked to the selected Status on the Status tab.

If an offense is being associated with a Probation (Prb checkbox) or Committed to DJJ (Cmt checkbox) status, the
appropriate disposition(s) MUST be added.

Every Status must be associated with at least one offense through the Intake Offense History screen.

When closing a case, the End Date should match the Date Released in the Worker Assignment tab for the most recent
primary caseworker.

View Details Button/ Edit OR Delete an Existing Status
iii. Delete an Existing Sta tus / Edit Status Window
1. On the Status tab Status Info table (i) click the View Details button adjacent to the status

record to be deleted and the Edit Status window will appear. On the Edit Status window, (ii) click
the Delete button and the Delete Status Info! warning window will appear. (iii) (a) Click the NO
button to return to the Edit Status window or (iii) (b) click the YES button to delete the status
record,a fiReRemaoved! 6 noti fi cat i o,mndthe lsérwibretirretbthey app e e
Status Info table on the Status tab.

»

# BADGE  Caseload Reports -
Caseload Details

Caseload #  Juvenile # Mame DoB Home Phone Alert!

T e smen —— —

Status Info
All v Search:
Status Category and Start End
FIPS Description VCC Code and Description Date Date Closed Code

4 - Post-D Residential
(Judicially Ordered) w/Case
Mgmt

8 - Inactive Supervision - .
. View
Courtesy Superv in Another
csu
Case Remains Open t Vi
3 - Probation - Level 3 LT R =
Another Status Details

View
Details
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A BADGE Caseload Intake Detention GMS DirectCare SIR Child Suppart Reports
Caseload Details
Caseload #  Juvenile # Name DOB Home Phone Alert!

Woaorker Assignment Reports Provided

Edit Status

| Delete Status Info!
FIPS Are you sure you want to delete this Status?

Status Type 1 - Pre-Cdu NO YES

Start Date

Closed Code
Date Closed

VCC Code and Description

© 2025 - Virginia Department of Juvenile Justice

a

+ Record Removed!

iv. Edit an Existing Status / Edit Status Window

1. On the Status tab Status Info table click the View Details button adjacent to the status record
to be edited and the Edit Status window will appear. The Edit Status window mirrors the Add
New Status window. To edit the status, follow the instructions detailed in the Add New Status

Window section above.

M BADGE Caseload Reports

Caseload Details

Caseload #  Juvenile # Name DOB Home Phone Alert!

Status Info
All v Search:
Status Category and Start End
FIPS Description VCC Code and Description Date Date Closed Code

4 - Post-D Residential
(Judicially Ordered) w/Case
Mgmt

8 - Inactive Supervision -
Courtesy Superv in Another
csu

Case Remains Open to

3 - Probation - Level 3
robation - Leve! Another Status

D — viccca | odeposse
Calendar CSU Access Version History

View
Details

View
Details
View
Details

»
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M BADGE Caseload

Caseload Details

Caseload #  Juvenile #

Status [| Worker Assignment J| Contacts | DRT || Reports Provided vicccA | Trade/Post-Sec J| Employment
CSU Access Version History

Y

t Reports Eric J. Reinick ~

Name Home Phone Alert!

Edit Status

FIPS

Status Type
Start Date
Closed Code
Date Closed

VCC Code and Description

Show Offenses

025 _ \irninia O

Close Save

of luvenile lysti,

2. Edit Offense History

a.

If the VCC Code and Description data and the associated offense(s) require editing, from

the Edit Status window click the Show Offenses button to open the Intake Offense History

window.

M BADGE Caseload

Caseload Details

Caseload #  Juvenile #

Worker Assignment Reports Provided Trade/Post-Sec Employment
CSU Access Version History

»

t Reports Eric J. Reinick ~

Mame DOB Heme Phone Alert!

Edit Status

FIPS

Status Type
Start Date
Closed Code
Date Closed

VCC Code and Description

Show Offenses

Close Save

025 _ \irninia [

of luvenile lysti,

b. Intake Offense History Window

i. On

t he

i Iotake @ffenseeHis®ry window, click the View Details button adjacent

to the offense record to be edited and the Offense History Details form will appear.
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o BADGE Caszeload c Repaorts -

Caseload Details

Cxsioad ®  Juvenile = Name ooe Home Phone Aert

Offense History - Juvenile# Close
Save Associated Select Action = Search:
Imtake Amended
Assaciated Came#  Offensed  Off Date  FIPS Offense Adj Guilty Charge Cmt  Prb
iew
] B O 0 0| o
. b | bk
o e o 0O O Vew
Dietails

ii. Offense History Details Form
1. (i) Edit the data fields in the lower half of the Offense History Details form as
necessary. (ii) Click the Save button, a fARecord Saved! o0 not
appear, and the user will return to the Intake Offense History window.

| Offense History Details

Intakes Intake Date Locality

Offense Date Supreme Ct. Docket#

Modifier Offense Decision Judge Ordered Detention

C5U Comments

Adjudication

Date Adjudicated

Deferred Date

Amended Charge
Date Amended

Amend Modifier

Court Dispaosition N
Edit Delete

Court Disposition (Court Order) Court Order Date
100 - COURT ORDER CONDITIONS AND LIMITATIONS (16.1-278.8.2)

+ Record Saved!

iii. Click the Close button on the Intake Offense History window and the user will return to
the Edit Status window.

Revised 10/2025 40|Page



BADGE Web Application

Caseload Manual

M EADGE Caseload Reports

Caseload Details

Caceload #  Juvenile & Name Dog

C5U Access Version History

Intake Offense History

Save hssocisted J Select Action ~

ey ) ) S T ey ) ) )

Search:
Intake Amended
Associated Casef  Offense# Off Date  FIPS Dffense Adj  Guilty Charge Cmt Prb
View
o el “ o
View
= 0P o =
View
o 8o = o

c. Close Button
i

From the Edit Status window, (i) click the Close button and the Unsaved Data! warning

window will appear. (ii) (a) Click the NO button to return to the Edit Status window or (ii)
(b) click the YES button to discard the changes and return to the Status Info table on

the Status tab.

# BADGE Caseload t Reports

Caseload Details

Caseload #  Juvenile # Name

Home Phone Alert!

Worker Assignment Reports Provided VICCCA | Trade/Post-Sec Employment
CSU Access | Version History

Edit Status

FIPS

Status Type
Start Date
Closed Code
Date Closed

WCC Code and Description

Show Offenses

Close Save

© 2025 - Virginia Department of Juvenile Justice

Unsaved Datal

Are you sure you want to close the window?
You will lose your changes!

d. Save Button
ii. From the Edit Status window, click the Save button,

briefly appear, and the user will return to the Status Info table on the Status tab.

a

fRecord Saved!

+ Record Saved!

Refer to the Offense History Manual for instructions on using the Offense History.
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f. Select Action - LOS Estimator

Select the LOS Estimator option from the Select Action drop-down menu button and the LOS
Estimation window will appear. The top of the window displays the most recent YASI Information
for the juvenile to include, Assessment Date , Completed by FIPS , Risk Level , Overall Risk ,
Dynamic Protective Score , and Dynamic Risk Score .

Click the Selected checkbox beside the desired offense(s). Select ONLY the offense(s) that are
being considered for the juveniled6 s ¢ o mmi t me n tommitmenpio drderrfar thesappropriate
offense(s) to be included in the LOS estimation. Once the desired checkboxes have been selected
the Most Serious Offense Tier Selected and the Estimated LOS will be displayed on the bottom
of the LOS Estimation window.

»

# BADGE Caseload Reports -
Caseload Details

Caseload #  Juvenile # MName DoB Home Phone Alert!

Contacts Reports Provided Trade/Post-Sec Employment
CSU Access Version History

Add New
‘ LOS Estimator]

Refresh

Help

Select Action ~

All Search:

Status Category and Start 4 End
Necerini,

EIPS MECC Cod, D ini Dat. DNata Clocad Cod
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LOS Estimation

YASI Information
Assessment Date  Completed By FIPS

Risk Lewel ~ Owerall Risk  Dynamic Protective Score

Dynamic Risk Score

Intake Offense History (Non-Domestic Offenses Only)

Please check the offenses that should be included in calculation

Click to select offenses to include in LOS Estimation
LOS
Offense Tier
Selected| Intake# Date 2023 Adj Guilty Offense Amended Charge

Showing 1 to 32 of 32 entries

Most Serious Offense Tier Selected Estimated LOS

1. Print Button
a. Click the Print button to generate a LOS Estimation Report which will list the Estimated
LOS, Risk Level, Most Serious Offense Tier, and other related information.
2. Close Button
a. Click the Close button to return to the Status Info table on the Status tab.

B A juvenileds LOS cannot be estimated if a YASI assessment
B The Most Serious Offense Tier Selected  and the Estimated LOS fields at the bottom of the window will change based on
the most serious selected offense(s).

O

Showing 1 to 32 of 32 entries

Most Serious Offense Tier Selected Estimated LOS
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A BADGE Caseload Reparts
LOS Estimation Report

< h of2 > > O ® 100% ~ = =) Find | Next

Virginia Department of Juvenile Justice
LOS Estimation Report

Juvenile Name: DOB: Juvenile Number:

ESTIMATED LOS: 15-21 months
Risk Level: B Most Serious Offense Tier: IV

Overall YASI Risk Level: High Assessment Date: Completing CSU:

Dynamic Protective Level: Moderate-High  Dynamic Risk Level: Moderate-High

Most Serious Risk Level
Committing Offense A B C D

Class 1 misdemeanors
Tiery |ootlistedinTiersTlor | oo b0 | 7-10 months | 8-11 months | 9-15 months
III (see Appendix B of

the LOS Guidelines)

Certain other Class 1
misdemeanors; certain
Tier IT | non-person felonies 8-11 months | 9-12 months | 10-13 months | 11-17 moenths

(see Appendix C of the
LOS Guidelines)

Parole violations;
certain other Class 1
misdemeanors; certain
felonies (see

Appendix D of the LOS
Guidelines)

Certain felonies
Tier IV | (see Appendix E of the |12-18 months|15-21 months | 18-24 months | 21-30 months
LOS Guidelines)

Murder, manslaughter,
and other serious felony
Tier V. | offenses (see Appendix |18-24 months [21-27 months | 24-30 months | 27-36 months

Tier IIT 10-13 months | 11-14 months | 12-15 months [ 13-19 months

F of the LOS
Guidelines)
Juveniles who have been assessed as needing inpatient sex
€ Other* | Treatment Override offender treatment are managed as an exception to the

grid.

* There are three levels of sex offender treatment at DJJ and only those juveniles who require the most
intensive treatment will not be assigned a projected LOS range. These juveniles will be eligible for
release only upon completion of the sex offender treatment program and fulfillment of all applicable
additional requirements.

Other Considerations:

1. The actual assigned LOS may change based upon the juvenile's assessed treatment needs, such as an assessed sex offender
treatment need.

2. Ajuvenile may be held in direct care due o negafive behavior, poor adjusiment, lack of progress in treatment, or failure to meet
educational or vecational requirements for any period of fime until his/her statutory release dafe, which is reached when the juvenile
has been committed for 36 continuous months (except for murder and manslaughter) or the day before hisfher 21st birthday, whichever
oceurs first

3. Updates to the juvenile’s YASI and changes in risiuprotective levels may change the estimated and/or actual assigned LOS.

4. Violations of Probation, violations of a court order, and violations of a suspended commitment are categorized by the most serious
underlying offense

5. Additional and subsequent indeterminate commitments to DJJ may change the estimated andior actual assigned LOS.

Page 1of 2

2. Worker Assignment Tab
The Worker Assignment Info table on the bottom of the Worker Assignment tab displays the workers
assigned to the s e [The tableddplaysiNoker Name, 8verkec Ty eDate Assigned,
Worker Status, Supervisor Name, Date Released, and FIPS information. This window allows primary and
secondary workers to be added to, edited, or deleted from a case.

The Add New button allows the user to access the Add New Worker Assignment pop-up form to add a
new Worker Assignment record.

The View Details button allows the user to access the Edit Worker Assignment pop-up form to view, edit,
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or delete a Worker Assignment record.

Caseload Manual

M BADGE Caseload Reports
P
Caseload Details

DoB Home Phone Alert!

Caseload #  Juvenile # Mame

Status Worker Assignment Contacts

Calendar C5U Access

Evaluations Version History

Worker Assignment Info

5 .

Worker
Name

Date Date

Assigned

Supervisor

Worker Type Worker Status Name

Search:

Released

FIPS

View
Details
View
Details

View

a. Add New Button

i. To assign a new worker click the Add New button and the Add New Worker Assignment pop-up

form will appear.

ii. The name in the Worker field will auto-populate with the name of user who is currently logged onto

the BADGE application and the Supervisor fieldwillauto-popul at e

with the name

assigned supervisor. Click the Change User button adjacent to the Worker or Supervisor field to

select a name for a different employee.

Refer to the Caseload - Search By User section for instructions on using the Change User button.

ii. Select the desired (i) FIPS, (i) Worker Type , and (iii) Worker Status from the corresponding drop-
down fields. Select the (iv) Date Assigned and the (v) Date Released (if required) from the

corresponding calendar drop-down fields.
iv. Close Button

a. From the Add New Worker Assignment pop-up form, (i) click the Close button and the Unsaved
Data! warning window will appear if data has been entered and not saved. (ii) (a) Click the NO
button to return to the Add New Worker Assignment pop-up form or (ii) (b) click the YES button

to discard the changes and return to the Worker Assignment
Assignment tab.

Revised 10/2025
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Add New Worker Assignment

Change User

[ Show Al facilities {including expired ones)

FIPS

1
Date Assigned Unsaved Data!

Are you sure you want to close the window?

‘Worker Type B
You will lose your changes!

Worker Status B - BSU PRIMARY WORKER

Supervisor Change User

O Show Al facilities {including expired ones)

Date Released

v. Save Button
a. From the Add New Worker Assignment pop-up form, click the Save button, a A Recor d S
notification will briefly appear, and the user will return to the Worker Assignment Info table on

the Worker Assignment tab.

+ Record Saved!

Multiple primary workers can be added to a single case if they are from different FIPS. Multiple secondary workers can be
added to a single case regardless of FIPS.

b. View Details Button/ Edit OR Delete an Existing Worker Assignment
i. Delete an Existing Worker Assignment / Edit Worker Assignment Pop -up Form

1. On the Worker Assignment tab Worker Assignment Info table (i) click the View Details button
adjacent to the worker assignment record to be deleted and the Edit Worker Assignment pop-up
form will appear. On the Edit Worker Assignment pop-up form, (ii) click the Delete button and
the Delete Assignment Info! warning window will appear. (i) (a) Click the NO button to return to
the Edit Worker Assignment pop-up form or (iii) (b) click the YES button to delete the worker
assignmentrecord,a f Recor d P#ficaton wiltbtiadly appear, and the user will return
to the Worker Assignment Info table on the Worker Assignment tab.

Edit Worker Assignment X

Wiorker - Change User

O Show All facilities {including expired ones)

FIPS -
Date Assigned Delete Assignment Info!
e Are.you sure you want to delete this "
Assignment Info?
Worker Status w
NO  YES
Supervisor |

[ Show Al facilities (including expired ones)
Abingdon (CSU) v

Date Released
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+ Record Removed!

ii. Editan Existing Worker Assignment / Edit Worker Assignment Pop -up Form
1. On the Worker Assignment tab Worker Assignment Info  table (i) click the View Details button
adjacent to the worker assignment record to be edited and the Edit Worker Assignment pop-up
form will appear. The Edit Worker Assignment pop-up form mirrors the Add New Worker
Assignment pop-up form. To edit the worker assignment, (ii) follow the instructions detailed in
the Add New Button section above.

Edit Worker Assignment

Worker Change User

O Show All facilities {including expired ones)

FIPS
Date Assigned
Worker Type 07 - Locally Funded Staff Supervised By CSU

Worker Status § - SECOMDARY USER REGARDLESS OF THE FACILITY TYPE

Superviser Change User

) Show All facilities (including expired ones)

Date Released

B The Supervisor should NOT be edited unless added in error.

B 1o change the assigned worker or supervisor, the existing entry MUST be closed out and a new assignment MUST be
created.

& Only users with sufficient privileges can add, edit, or delete workers and their data.

3. Contacts Tab
The Contact Info table on the bottom of the Contacts tab displays all documented case contacts. The table
displays the Worker Name, Contact Date, Person Contacted, Contact Method, Contact Purpose, and
Facility information.

The Select Action drop-down menu button allows the user to perform the following actions: Add New
Contact , Copy Contact , Print Selected Contact , Running Record Report , Refresh and Help.

The View Details button allows the user to access either the Edit Contact (if the user originally added the
contact) window or View Contact Details (if another user added the contact) window to view, edit, or delete
a contact info record.
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Caseload Manual

Caseload Details

Caseload #  Juvenile®#  Name DOB Home Phone

Status | Worker Assignment

CSU Access

Contact Info

Select Action ~

5 v

Version History

Record / FOCUS Notes.

Reports

Alertl

Info

Reports Provided VICCCA | Trade/Post-Sec | Employment | YASI

Click here to view/hide the Running

Search:

e

I Running Record / FOCUS Notes

Facility

Charlottecille
e w— e Y -

View
Details

View
Details
View
Details

m

button.

oW

Select Action - Add New Contact

o

Click the right-facing arrow next to the record to view the Running Records/FOCUS Notes.
Click the down-facing arrow next to the record to hide the Running Records/FOCUS Notes.

The Contacts tab can be directly accessed from the Current Caseload Assignment screen by clicking the Caseload Contacts

To add a new contacts record, select the Add New Contact option from the Select Action drop-down
menu button and the Add New Contact window will appear on the bottom of the Contacts tab.

i. Add New Contact Window

1. The name in the Worker field will auto-populate with the user name that is currently logged onto
the BADGE application. Click the Change User button adjacent to the Worker field to select a

name for a different employee.

Refer to the Caseload - Search By User section for instructions on using the Change User button.

2. Select the (i) Facility from the corresponding drop-down field. Select the (ii) Contact Date and
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