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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  

  
Calendar Drop-down Field 

To select a date, click anywhere in the Calendar drop-down field and 
select the date using the drop-down calendar. Alternatively, type the 
desired date directly into the Calendar drop-down field and BADGE will 
automatically format the date in the proper MM/DD/YYYY format.  

 
Window Control Buttons 

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. 

 
Report Viewer Buttons (1 of 4) 

In order of appearance (from left to right): go to First Page ; go to 
Previous Page ; Current Page  displayed; Total Pages ; go to Next Page ; 
and go to Last Page .  

 
Report Viewer Buttons (2 of 4) 

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-
down menu. 

 
Report Viewer Buttons (3 of 4) 

In order of appearance (from left to right): click the Export  drop-down 
menu to choose to export a report as an Excel spreadsheet, PDF, or Word 
document; and Print .  

 
Report Viewer Buttons (4 of 4) 

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 
the next instance of text entered in the text box.  

 
Scroll Bars 

A scroll bar allows the user to move the window viewing area up, 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. 

 
Page Navigation Buttons 
 

In order of appearance (from left to right): go to First Page ; go to 
Previous Page ; Select Page  displayed from Available  Pages ; go to 
Next Page ; and go to Last Page . 

  

Record Count 
Display Drop-
down Menu 

A drop-down menu feature that allows the user to select the number of 
records to display if more than 10 records are available to view in a 
window.  

 or  
Refresh Button 

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

 
Help Button 

Click the Help button to display the Help window describing the business 
rules related to the selected report or for additional information related to 
the current tab, form, or window. The Help button may be listed as part of 
a drop-down menu or as a standalone button. The Help window name 
may include the name of the tab, form, or window. 
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Style/Symbol/Button  Meaning  

 
Close Button 

Click the Close button to close the current window, leaving open the prior 
window. 

 

Info Button and/or 
Text in Red Font 

A record with text displayed in red font generally indicates there is an 
ñalertò associated with a given juvenile record. To view an alert, click the 
red and white Info  button or select the Alerts tab on the Juvenile 
Information screen.  

 

Go Back 
Hyperlink Button 

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

 

 

 

Column Sort 
Button 

Click on any column header to toggle the sort order of the data in a 
column whenever the BADGE application presents data in a tabular 
format. In order of appearance (from top to bottom): Clear Sort (default); 
Sort A scending ; and Sort Descending .  

 

  
Show/Hide 
Toggle 

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

 

 

Right-Facing 
Arrow 

 
Click the right-facing arrow next to a record to view the notes related to 
the record. 

 

 

Down-Facing 
Arrow 

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

 

 In the BADGE Manual   
Style/Symbol  Meaning  

Underlined and Italicized 
Name of a screen, window, pop-up window, self-contained pop-up form, 
or card. 

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

Bolded  
Name of a function, key, button, option, table, or where emphasis is 
required. The name of data fields on a module screen, window, pop-up 
window, self-contained pop-up form, or card.  

Underlined 
Name of a column header in an application displayed table or an 
application generated report. Cased to match. 

ñText in Quotesò Data or selection in a data field, input field, or drop-down field. 

Bolded and Underlined  The manualôs main title and other titles for key sections. 

Hyperlink 

Press the Ctrl key and left click with the mouse to follow the hyperlink. 
Hyperlinks are links in the document that lead to webpages and files 
outside of the document or headings and bookmarks located inside the 
document. 

 
Note Bullet 

Tips and notes provide additional information, exceptions, or special 
circumstances that apply to a particular topic or area in BADGE. 
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Style/Symbol  Meaning  

 
Reference Bullet 

Refers the user to another page within the document or a resource 
outside of the document for additional information. 

 
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 updated and uploaded to DJJôs website and DJJ Connect 
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. 
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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 §§16.1-223 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@djj.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. 
 

http://www.djj.virginia.gov/documents/Admin/Info-Services/DJJ%20Acknowledgement%20Of%20Acceptable%20Use%20Of%20IT%20Resources%20&%20IS%20Access%20Agreement.pdf
https://law.lis.virginia.gov/vacode/2.2-2827/
https://law.lis.virginia.gov/vacode/16.1-223/
https://law.lis.virginia.gov/vacode/16.1-300/
mailto:DJJ-BADGE-Issues@djj.virginia.gov?subject=Badge%20Issues
mailto:DJJ-BADGE-Issues@djj.virginia.gov?subject=Badge%20Issues
mailto:DJJ-BADGE-Passwords@djj.virginia.gov?subject=BADGE%20Login%20Issues
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Caseload Module  
Access the Module  
To access the Caseload Module  the user begins by logging into BADGE using their assigned system 
credentials at the following URL: https://badge.djj.virginia.gov/account/login.  
 

 
 

 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.  
 

 
 

 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. 
 

 
 

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 . 

https://badge.djj.virginia.gov/account/login
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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Search for an Existing Caseload by:  

Caseload Number 

CSU/Facility 

Juvenile 

User (default window on log in) 

CSU Assignment 

Adult 

 

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 number entered, if found. 
a. If the caseload number entered does not exist, the system will display: ñCASE Number not 
found in the system.ò 
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 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.  

 

 
 

 
 

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

 
 

 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. 
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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. 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 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 display Juvenileôs 
Name, Description, Completed, Completed by, and Comments. 
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 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, MI, Current Status Category, and JCC 
Primary Worker for each record. 
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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.  
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 Refer to the Caseload Details Window section for instructions on using the Caseload Details window. 
 

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 JCC/HH, and each record will display Juvenile #, 
Caseload #, Juvenile Name, Date Arrived, and JCC Primary Worker(s). 
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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. 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 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 
Juvenileôs Name, Description, Completed, Completed by, and Comments. 
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 Click the Select Calendar Report Parameters header 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 for juveniles in direct 
care. 

 
3. Juvenile  

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 . 
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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. 

 

 
 

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. 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 . 

 

 
 

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. 
 

https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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 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.  

 

 
 

 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-on userôs name in the User Name field by default. 

 
 The Caseload - Search By User window is the default start window when a user initially logs onto BADGE. 
 The User Name field will always default to the user logged onto the BADGE application. 
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i. Caseload - Search By User  
1. (i) (a) Proceed with the default logged-on userôs name in the User 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. 

 

 
 

 
 

a. Search Employee Pop -up Window  
i. In the 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 
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results based on a partial name match.  
 

 To 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 
will appear, ñNo matches. Please change your criteria and search again.ò 
1. From the search results, click the Select hyperlink adjacent to the desired employee 

name and the Caseload - Search By User window will appear with the employeeôs 
name selected in the User Name  search field. 

 

 
 

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.  

 

 
 

 
 

2. After selecting the User Name  following the preceding instructions, (i) select the desired status 
from the User Status drop-down field (ñAll,ò ñAssigned To,ò or ñSupervised Byò), (ii) click the 
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 
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Name, First Name, MI, DOB, Assigned, Released, Current Status Category, and Type for each 
record. 

 

 
 

a. Open Caseload , Caseload Contacts Buttons , and A/J Number Hyperlinks  
i. From the Current Caseload Assignment  table on the Caseload - Search By User 

window, select the desired record and the row will be highlighted in blue. 
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. 
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 Refer to the Caseload Details Window section for instructions on using the Caseload Details window. 
 

b. Caseload Report Button  
i. 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. 

 

 
 

 
 

c. Calendar Report Button  
i. 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 
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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, 
and display Juvenileôs Name, Description, Completed, Completed by, and 
Comments. 

 

 
 

 
 

 
 

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

 
d. Juvenile/Adult  Info  Button  

i. From the Current Caseload Assignment  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  Info  button and the Juvenile Information module window 

will appear and display the Alerts tab. 
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 Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information window.  

 

 
 

 
 
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.  

 

 
 

https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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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 MI for each record. 

 

 
 

 The cases that are listed have been assigned to and released from the userôs caseload 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.  
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 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.  
 

 
 

 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  
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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 . 

 

 
 

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 . 

 

  
 

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. 
 

https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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 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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 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. 

 
b. 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. 

 

 
 

 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. To input or associate a VCC Code and Description with the status, click the Show Offenses  
button, and the juvenileôs Intake Offense History form will appear. 
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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 juvenileôs Intake 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 confirming the ñOffense(s) Associated.ò 
(iii) Click the OK button on the window to return to the juvenileôs Intake Offense History 
window.  

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

 

 

 

 
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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 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-on userôs name. Click 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 fac ilities (including expired ones)  checkbox. 
i. To show all facilities, select the Show All facilities (including expired ones)  checkbox.  

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. 

d. 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.  

http://www.djj.virginia.gov/documents/admin/Info-Services/Offense-History.pdf
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 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. 

 

 
 



BADGE Web Application   Caseload Manual  

 
Revised 10/2025  29 | P a g e   

 
 
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.  

 

 
 

 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, (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. To input or associate a VCC Code and Description with the status, click the Show Offenses  
button, and the adultôs Intake Offense History form will appear. 
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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 adultôs Intake 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 confirming the ñOffense(s) Associated.ò 
(iii) Click the OK button on the window to return to the adultôs Intake Offense History 
form.  

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

 

 

 

 
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. 
 

 
 

5. Add New Caseload / Add New Worker Assignment Form  
a. The Worker  and Supervisor  fields will default to the logged-on userôs name. Click the 

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. 

d. 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. 
 

 
 

 
 

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: 
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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 colored red and display an ñAlert!ò caption. For a juvenile 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.  
 

 
 

 
 

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

 
 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  

Status  
This tab lists all the current and past case statuses, and the statusesô relevant information. A new 
status can be added to an existing case, or an existing status can be edited/deleted. 

Worker Assignment 
This tab shows the workers assigned to the selected juvenileôs case. This tab allows primary and 
secondary workers to be added, edited, or deleted to or from a case. 

Contacts 
This tab lists all the contacts, the workerôs name, contact date, person contacted, contact type, 
contacted place, purpose of contact, and the workerôs facility information. 

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

Reports Provided 
This tab lists the names of the worker completing the report, the date of the report, and indicates if the 
report was ordered by a judge. 

Services 
This tab lists all the current and past services received, the opened date, service type, provider type, 
an indication of whether a service event was recorded, and the closed date information. 

VJCCCA 
This tab provides a summary of information found in the Community Programs Reporting (CPR) 
system for services in which the juvenile was enrolled. 

https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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Caseload Details Window  
Tabs 

Tab Summary  

Trade/Post-Sec This tab lists the selected juvenileôs education and training information. 

Employment This tab lists the selected juvenileôs employment information. 

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

Calendar 
This tab lists all the system generated calendar events for the selected juvenile. Users cannot add 
custom entries. 

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

CSU Access 
This tab lists the CSUs that have access to update the juvenileôs case, the date the access was 
granted, facility name, who the access is granted by, and the reason information. 

Version History 
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. 

 
 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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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. To input or associate a VCC Code and Description  with the status, click the Show 

Offenses  button, and the juvenileôs Intake Offense History window will appear on the bottom 
of the Status tab. 
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 Refer to the Offense History Manual for instructions using the Offense History window. 
 

 A second status (Status Category and Description field) cannot be added while another status is open for the same FIPS, 
except for the following Status Types: 1 - Pre-Disposition (1 Contact/Month) , 1 - Diversion at Intake , 1 - Pre-Disposition 
Tracking Only , and 1 - Pre-Court Services Referral and Tracking . 

 
b. Associate an Offense  

ii. To associate offenses with a Status  on the juvenileôs Intake Offense History window, (i) 
place a check mark in the corresponding Associated  checkbox(es), (ii) click the Save 
Associated  button, and a window will appear confirming the ñOffense(s) Associated.ò 
(iii) Click the OK button on the window to return to the juvenileôs Offense History window.  

iii. Click the Close button on the juvenileôs Offense History window to return to the Add New 
Status window. 

 

http://www.djj.virginia.gov/documents/admin/Info-Services/Offense-History.pdf
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 Refer to the Edit Offense History section for instructions to edit the associated offense(s)ô, offense 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.  

 

 

 

 
3. Save Button  

b. From the Add New Status window, click the Save button, a ñRecord Saved!ò notification will 
briefly appear, and the user will return to the Status Info  table on the Status tab.  
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 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. 
 

e. 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 ñRecord Removed!ò notification will briefly appear, and the user will return to the 
Status Info table on the Status tab. 
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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.  
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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.  

 

 
 

b. Intake Offense History  Window  
i. On the juvenileôs Intake Offense History 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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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 ñRecord Saved!ò notification will briefly 
appear, and the user will return to the Intake Offense History window.  

 

 
 

 
 

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

 

 

 

 
d. Save Button  

ii. From the Edit Status window, click the Save button, a ñRecord Saved!ò notification will 
briefly appear, and the user will return to the Status Info  table on the Status tab.  

 

 
 

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

http://www.djj.virginia.gov/documents/admin/Info-Services/Offense-History.pdf
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f. Select Action - LOS Estimator  
i. 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 . 

ii. Click the Selected  checkbox beside the desired offense(s). Select ONLY the offense(s) that are 
being considered for the juvenileôs commitment or potential commitment in order for the appropriate 
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. 
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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. 
 

 A juvenileôs LOS cannot be estimated if a YASI assessment is not completed. 
 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). 
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2. Worker Assignment Tab  

The Worker Assignment  Info  table on the bottom of the Worker Assignment tab displays the workers 
assigned to the selected juvenileôs case. The table displays Worker Name, Worker Type, Date 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. 
 

 
 

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 field will auto-populate with the name of that userôs 
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. 

 
iii. Select the desired (i) FIPS, (ii) 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  Info  table on the Worker 
Assignment tab.  
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v. Save Button  

a. From the Add New Worker Assignment pop-up form, click the Save button, a ñRecord Saved!ò 
notification will briefly appear, and the user will return to the Worker Assignment  Info  table on 
the Worker Assignment tab. 

 

 
 

 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. (iii) (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 
assignment record, a ñRecord Removed!ò notification will briefly appear, and the user will return 
to the Worker Assignment  Info table on the Worker Assignment tab. 
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ii. Edit 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 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.  

 

 
 

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

 



BADGE Web Application   Caseload Manual  

 
Revised 10/2025  48 | P a g e   

 
 

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

 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. 
 

a. Select Action - Add  New Contact  
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 






























































































































































































