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BADGE Manual

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

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

BADGE Application

Style/Symbol Meaning

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

2 A Scroll Bar allows the user to move the window viewing area

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

i the window.

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

BADGE Module

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

Hyperlink

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

NER
=5

Underlined and ltalicized

The BADGE manuals are instructional guides for users to understand how to use BADGE. The BADGE
manuals will apply the same formatting but individual information. This manual addresses the Community
Programs Reporting (CPR) Manual in the Community Programs Reporting BADGE Module.

Updates to the manuals are made frequently and uploaded to DJJ’s website without any notification. For this
reason, it is recommended that you access the manuals solely through the website instead of downloading and
printing them to ensure that you have the most up-to-date version.
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BADGE Manual
Community Programs Reporting Module
From the BADGE home screen:

1. (i) Click the JTS Modules menu, (ii) select the Community Programs Reporting option from the drop-
down menu, and the Community Programs Reporting screen will appear.

BADGE ol e s | Community Programs Reporting = e == |
File JTSSearch | JTSModules | Non - JTS Modules  Help File Fiscal Vear Fiscal Agent  Programs  Help CPA Deta Enry
Select VJCCCA Fiscal Agent and Plan Year
Cu'i‘mun v’,‘ S 2 § Fiscal Agert | - Fiscal Year - Search
e &-
CSU Intake - Localty Plans | Program Plans | User Access
Detention Total Budget
Direct Care Localty Localty Stete Marienance ‘Addiiondl Local User USDA
G Manigecn St udget Hlocation of Effoit Conrbution Fees Funds
Incident Reporting n4.0.2.45
Dats Cleansing »

To report an issue please emai DW-BADGE Issues@dj virginia gov
¥ you have 3 change to request please contact your RPM or Superntendent
Every user accessing the system is bound by confidentiality rules. Do not access
information cn juveniles in which you do not have a legitimate professional interest.

el il
Userflame: Database Name:

Edi Locaity Plan | [ Add Locdlity Plan |

Community Programs Reporting Screen

From the Community Programs Reporting screen, you can add and edit locality plans. The Community
Programs Reporting screen displays the CPR Data Entry system hyperlink, a VJCCCA Fiscal Agent and
Plan Year search menu, and the Locality Plans, Program Plans, and User Access tabs.

Community Programs Reporting ER==

File __Frscal Year_Eiscal Agent _Programs  Help CPF Deta Ery.
4 F end .
v FocalYer - Seoch_|
Locelty

iy Pans | Program Piars | User Acoess

Total Budget
— Localty ey Makrtananca Aditional Local Uer USDA
Budgel Hsaion of Efod Conlrbution Foot Funds

| Edt Lozaiy Flan Add Localty Plan

1. CPR Data Entry System Hyperlink
a. Click the CPR Data Entry hyperlink located in the upper right-hand corner and the CPR Home screen

will appear.
Youlh Enrolment and Services P
Community Programs Reporting ol @ ==
File FiscalVear Fiscal Agent Programs  Help # CPR Data Ertry e
Select VICCCA Fiscal Agent and Plan Year P e
Fiscal Agent | v FscaYer| bacbon

Refer to the CPR User Manual for instructions on how to login and use the internet-based CPR Data Entry System.

2. Search for Existing Locality Plan Information
a. To search for locality plan information, select a (i) Fiscal Agent and (ii) Fiscal Year from the drop-

down menus located in the Select VJCCCA Fiscal Agent and Plan Year section, (iii) click the Search

button, and locality plan information will populate into the corresponding tabs.
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-mmr‘mﬂmmmvum

Fiscal Agert | v| el e | ) [ seorcn |

_Eﬂi 1]

Select VICCCA Fiscal Agert and Plan Year . . .

S — SR

Congratulations! The budget is balanced.

Total Budget | $0.00
USDA
Funds

Locality Plans | Program Plans | User Access |

User
Fees.

Locaity State Mairtenance
Alocation of Efort

Addtional Local
Locality Budget Cortrbution

< m 3

[ Edht Localty Plen | [ Add Localty Plan |

3. Locality Plans Tab
a. The Community Programs Reporting screen will automatically open to the Locality Plans tab. This tab
displays locality plan information by locality, budget, state allocation, maintenance of effort, additional
local contribution, user fees, USDA funds, other locality funds, recovered funds, and other funds and
their sources information.
b. At the bottom of the Locality Plans tab, two buttons will become accessible after a fiscal agent and
fiscal plan year search has been completed.

Edit Locality Plan | Add Locality Plan

B =t

Select VICCCA Fiscal Agent and Plan Year . . .

O — ) v )

#L"CEMYP'EHE Program Plans | User Access Cong ions! The 15 bal d.

Locaii Locality State Maintenance Additional Local User LUSDA
cality Budaet Alocation of Effor Cortrbution Fees Funds

c. Add Locality Plan Button
i. Click the Add Locality Plan button located at the bottom of the Locality Plans tab, and the

Community Programs Reporting — Locality Budget screen will appear.
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Community Programs Reporting EI = @
File  Fiscal Vear Fiscal Agent  Programs  Help CPR Data Entry

Select VICCCA Fiscal Agent and Plan Year . . .

Fiscal Agert | County *|  FecalYear (206~
f
Localty Plans | Program Flans I User Access Congratulations! The budget is balanced.
Total Budget 50.00
Locait Localty State Maintenance Addtional Local User USDA
calty Budget Allocation of Effort Contribution Fees Funds
$0.00 30.00 30.00 50.00 30.00

4 1 N

ii. Community Programs Reporting — Locality Budget Screen
1.  The Fiscal Agent and Fiscal Year fields will auto-populate. The Total Budget field will auto-
populate to a $0.00 amount until additional amounts are entered into the State Allocation,
Maintenance of Effort, Additional Local Contribution, User Fees, USDA Funds, Other
Locality Funds, Received Funds, Other Funds (1), Other Funds (2), and Other Funds
Source locality plan fields.

Community Programs Reporting - Locality Budget EI =] @ I
Fiscal Agent Courty Fiscal Year 2016
Locality County - Total Budget £0.00
State Alocation G000 Recoversd Funds $0.00
Mairtenance of Effort 50.00 Other Funds (1) $0.00
Additional Local Contribution £0.00 Other Funds (2) £0.00
User Fees £0.00 (Other Funds Source
USDA Funds s0.00
Cther Locality Funds £0.00
| Save | | Cancel |

2F Refer to the Plan Info tab on the VJCCCA plan for that fiscal year to get the budget amount(s).

2.  Enter budget values for the (i) State Allocation, (i) Maintenance of Effort, (iii) Additional
Local Contribution, (iv) User Fees, (v) USDA Funds, (vi) Other Locality Funds, (vii)
Recovered Funds, (viii) Other Funds (1), (ix) Other Funds (2), and (x) Other Funds Source
fields (if applicable), and (xi) click the Save button.

3. Cancel Button
a. (i) Click the Cancel button and the Data Changed screen will appear asking if you wish to

save changes to the locality plan, and (ii) click the Yes, No, or Cancel button. If you click
either the Yes or Cancel buttons, you will return to the Community Programs Reporting —
Locality Budget screen, and if you click the No button, you will return to the Community
Programs Reporting screen.

d. Edit Locality Plan Button
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i. After searching for a locality plan by fiscal agent and fiscal year, (i) select a locality plan record from
the list, and the row will be highlighted in blue, (ii) click the Edit Locality Plan button, and the
Community Programs Reporting — Locality Budget screen will appear, (iii) edit the information, and
(iv) click the Save button.

Commurity Frograme Faperting o] =

File  Fical Vear  Focal Ageen Prograrn Hulp PR Diaty Ertre
Cormmunity Programs Reporting - Locality Budget =
et A et A e P o ty Progiams Reparting - Locality Budg =] ===
- - ™ - 2

e b ! Fhcal fear [ 2016 ! . | Fiscal Agent County Fiscal Year 2016

~ Conpraitions’ The Sudget & el y
Locally Pliret | Frogram Plars | Use Acoses Locality County Total Budget

Total Budgst 000 _—
State Allocation $0.00 Recovered Funds $0.00

iy Localty Hate WMantenance Aodondl Loca User
Lecoly Budge: T —— of Eizr Cortrkin Freme

Maintenance of Effort 50.00 Other Funds (1) 50.00
Additional Local Contribution $0.00 Other Funds (2) 50.00
User Fees $0.00 Other Funds Source
USDA Funds $0.00

Cther Locality Funds £0.00

B " [
- Ede Localsy Plan Add Locsly Flan Delete | | Save ‘ | Cancel

When editing the locality budget, the Delete, Save, and Cancel buttons will not become available until the program’s locality
budget is balanced. The sum of the budget line items must equal the Total Budget amount.

i. Delete Button
1. Click the Delete button and the locality’s VJCCCA plan information will be deleted.
iii. Cancel Button
1. (i) Click the Cancel button and the Data Changed screen will appear asking if you wish to save
changes to the locality plan, and (ii) click the Yes, No, or Cancel button. If you click either the
Yes or Cancel buttons, you will return to the Community Programs Reporting — Locality Budget
screen, and if you click the No button, you will return to the Community Programs Reporting
screen.
4. Program Plans Tab
a. The Program Plan tab displays locality program plan information by program type, ID, name, and
budget information.
b. At the bottom of the Program Plans tab, two buttons will become accessible after a fiscal agent and
fiscal plan year search has been completed.

Edit Program Plan | Add Program Plan

A program and program provider must already exist or be added to the system prior to the program’s budget being added.

c. To access the Program Plans tab after searching for a plan by fiscal agent and year, click the Program
Plans tab.
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Each Program Plan must be associated with at least one Program Provider.

¥ Refer to the Add a Program Provider section for instructions on how to add a program provider.

d. Add a Program Plan Button
i. (i) Click the Add Program Plan button, and the Community Programs Reporting — Program Budget
screen will appear.

To add a new program plan budget, the program and service provider must already exist in the system.

If the Program Plan budget is balanced, a Congratulations! The budget is balanced message will appear on the Community
Program Reporting screen after the Program Plan has been added or edited,

ZF For instructions on how to add a new program or service provider, refer to the Programs Maintenance section.
©F Refer to the Programs Menu section for instructions how to Add / Edit a program provider.

ii. Community Programs Reporting — Program Budget Screen
1. The Fiscal Agent and Fiscal Year fields will auto-populate with read-only information.

Revised 09/2025 5|Page
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2. (i) Select a program type from the Type drop-down menu, (ii) edit the Description if
appropriate, enter the (iii) Budget amount, and the number of (iv) Youth Served, (v) FTE, and
(vi) Units / Youth into the textboxes (if applicable), enter the (vii) Average Unit Cost amount,
(viii) click the Save button, and the new program will appear under the Service Providers. (ix)
Select the In Program Plan? checkbox for each program record that is appropriate, and (vii)
click the Save button.

3. Cancel Button
a. (i) Click the Cancel button and the Data Changed screen will appear asking if you wish to
save changes to the program plan, and (ii) click the Yes, No, or Cancel button. If you click
either the Yes or Cancel buttons, you will return to the Community Programs Reporting —
Program Budget screen, and if you click the No button, you will return to the Community
Programs Reporting screen.
e. Edit Program Plan Button
i. After searching for a locality plan by fiscal agent and plan year, (i) select a program plan record

from the list, and the row will be highlighted in blue, (ii) click the Edit Program Plan button at the

bottom of the screen, and the Community Programs Reporting — Program Budget screen will

appear, (iii) edit the information, and (iv) click the Save button.

Community Programs Reparting [=1 3 Community Programs Reperting - Program Budget \EI = @

File  Fiscal Year Fiscal Agent  Frograms  Help PR Dala Erlry
Fiscal Agent County Fiscal Year 2016

Salnct VICCCA Fazal Agert and Plan Year
Fcal Agert County - Facal Year 2016 - Search

Program Plan

Type

Locably Flans | Frogam Flane | Use socess Description

Total Budget Budget Youth Served Estimated Units

Senvice Providers

In
Program Program Mame ‘F‘[;nglam Provider Mame

Plan?

: ;
-(E:tnog':'nﬁm 3 Program Flan Dete | [ Save | [ Cancel

If the Program Plan budget is balanced, a Congratulations! The budget is ba/anced message WI|| appear on the Community
Program Reporting screen after the Program Plan has been added or edited, L0

¥ Refer to the Programs Menu section for instructions how to Add / Edit a program provider.

i. Delete Button
1. Click the Delete button and the program plan information will be deleted.
iii. Cancel Button
1. Click the Cancel button and the Data Changed screen will appear asking if you wish to save
changes to the locality plan, and (ii) click the Yes, No, or Cancel button. If you click either the
Yes or Cancel buttons, you will return to the Community Programs Reporting — Locality Budget
screen, and if you click the No button, you will return to the Community Programs Reporting
screen.
5. User Access Tab
The User Access tab provides a list of user names that can be granted access to make changes to locality
plans in the CPR module. Users can also be restricted from making changes to locality plan information from
the User Access tab.

Revised 09/2025 6|Page



BADGE Manual

Sedect VUOCCA Fscal Agert and Plan Year .

Fcal dgert | 013 - Beciord Courty v FecelYes 206 -] | Seamh |
Lty e | [ |
| Aecessbie Prgrems checeed)
Ler Hame Uagr P
User 1 Aoram?
User 2 ]
User 3 ]
]
¥

Only Central Office staff will have access to make changes on the User Access tab.
If no fiscal agent or fiscal year agent options are selected, the User Access tab will show that there are no users or programs
associated with the fiscal agent.

Default access for a user is all programs.

a. To access the User Access tab after searching for a plan by fiscal agent and year, click the User
Access tab.
i. Grant or Restrict User Access

1. Click the desired name in the User Name list, and a list of the community programs that the
user can be granted access to will appear.

2. To grant user access, place a checkmark in the User Access? checkbox located in the row of
the selected program in the Accessible Programs (checked) list, and the user will be granted
access to make changes to plan information for that program.

3. Torestrict user access, uncheck the User Access? checkbox.

4. Click the Save Restricted Programs button to save all changes made on the screen.
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Community Programs Reporting EI = @
File  Fiscal Year Fiscal Agent  Programs  Help CPR Data Entry

Select VUCCCA Fiscal Agent and Plan Year

Fiscal Agent | 000 - County A +|  Fiscal Year 2018 =
Ci tulations! The budget is balanced.
| Locality Plans I Program Plans ‘ r Access | OAGratUIstons: 1he Bucget s baianc
le Programs {checked)
User Name User =
Access?  FrogEm
User A

FIRST OFFENDER PROGRAM: 12TH DISTRICT CSU
PROGRAM SUPPORT: 12TH CSU

HOME INCARCERATION PROGRAM: CHESTERFILED COUNTY
COMMUNITY SERVICE

FAMILY RESOURCE PROGRAM: CHESTERFIELD COUNTY
YOUTH REPORTING CENTER - DAY PROGRAM

SUPERVISION PLAN SERVICES: CHESTERFIELD COUNTY
TOUTH REPORTING CENTER: CHESTERFIELD COUNTY
CHESTERFIELD ADOLESCENT REPORTING CTR: CSW PROG

m

]!!!!!!!!H

- Save Restricted Programs

Fiscal Year Menu

From the Community Programs Reporting screen, select options from the (i) Fiscal Agent and (ii) Fiscal Year
drop-down menus, (iii) click the Search button, and plan information will populate, and the Fiscal Year drop-
down menu options will become available.

1. Add Fiscal Year
a. (i) Click the Fiscal Year menu, (ii) select the Add Fiscal Year option from the drop-down menu, and
the CPR — Add FY screen will appear, (iii) enter the fiscal year into the Fiscal Year textbox, (iv) click
the Save button, and the ADD FISCAL YEAR screen will appear informing you to review the details, (v)
click OK to the Add Fiscal Year message, and you will return to the Community Programs Reporting

screen.
CPR-AddFY  [wi3s]
Commranily Programs Sepating ==| 1= E‘ Fizcal Year 2|}2|].|
i Fistal Ve | Facal Bgeet .Fluuldrm. Help P B Ci=i= Enjrs
&dd =iscad Vear F’
: Diedete Fiscal Year - - Save
I | D e

2. Delete Fiscal year
a. (i) Click the Fiscal Year menu, (ii) select the Delete Fiscal Year option from the drop-down menu, and
a Remove Fiscal Year message will appear with the notification that Information Services must be
contacted to delete a fiscal year from the system.

Community Programs Reporting = = EI
File | Fiscal Year | Fiscal Agent  Programs — Help CFR Data Entry

Add Fiscal Year
Delete Fizcal Year = : .
'mlﬂv“‘—" | Pl Yaar - [ Seacn |
Fiscal Agent Menu

From the Community Programs Reporting screen, select options from the (i) Fiscal Agent and (ii) Fiscal Year
drop-down menus, (iii) click the Search button, and plan information will populate, and the Fiscal Agent drop-
down menu options will become available.
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1. Add Fiscal Agent

a. (i) Click the Fiscal Agent menu, (ii) select the Add Fiscal Agent drop-down menu, and the ADD
FISCAL AGENT screen will appear. The ADD FISCAL AGENT screen states that Information Services
must be contacted to add a specific locality or commission as a fiscal agent to the facility table.

Community Programs Reportin =
ty Prog = < E' @ ADD FISCAL AGENT ==
File  Fiscal Year | Fiscal Agent | Programs Help CFR Data Ertry
= (B Please contact Information Services to add a specific locality or
Select VICCCA Fiscal? Add Fiscal Agent ' commission as 2 fiscal agent to the facility table.
Delete Fiscal Agent
Fiscal Agent | - Fiscal Year -

2. Delete Fiscal Agent
a. (i) Click the Fiscal Agent menu, (ii) select the Delete Fiscal Agent option from the drop-down menu,
and the REMOVE FISCAL AGENT screen will appear. The REMOVE FISCAL AGENT screen states
that Information Services must be contacted to expire/delete a fiscal agent in the facility table.

Community Programs Repoerting EI =] @
File  Fiscal Year | Fiscal Agent | Programs Help CPR Data Entry REMOVE FISCAL AGENT &

Add Fiscal Agent

Select Wi & - 7+ tPa\;‘a;E(Dnta(t[nfmmatmn Services to expire a fiscal agent in the facility
| Delete Fiscal Agent | :
Fiscal Agent - Fiscal Year - Search

oK

The system will automatically load last year’s data into the new fiscal year, and the message “Congratulations! The budget is

balanced” will be displayed. The balanced budget is from the previous year. The new fiscal year's budget must be updated in
the system.

Programs Menu
1. Maintenance
a. To add, edit, or delete a program provider or community program, from the Community Programs

Reporting screen, (i) click the Programs menu, (ii) select the Maintenance option from the drop-down
menu, and the Community Programs Reporting — Provider Programs screen will appear.

Carnmunity Prograrns Reporting T

=| B |
File Fiscal Year  Fiscal Aggnt | Frograms | Help CPH el Eriry
Misintenance '
Saiect VIOCCA Riscal AN 1
Fiscel Agent | — Sekect Fiecdl Agent — - Fscal Tear
Community Programs Reporting - Provider Programs o] = =
Loality Plans | Frogram Flang | User Acomss Provider
Total Budgst W Provider Type: [ Select Provider Type — -
Program Type Program I Pragam Na
Search
Pogam|D  ProgamType  Neme  Expired

i Program Flar Add Frogram lar

i. Community Programs Reporting — Provider Programs Screen
The Community Programs Reporting — Provider Programs screen displays a program’s provider
type, ID, program type, name, and expired (if applicable) information.
1. Search for a Program by Provider Type
Revised 09/2025 9|Page




BADGE Manual

a. To search and view a program provider’s information, (i) Select a provider type from the
Provider Type drop-down menu, and a provider type Name drop-down menu will appear,
(i) select a program name from the Name drop-down menu, (iii) click the Search button,
and the provider ID, program type, program name, and expired date (if applicable)

information will appear.

b. The Add Provider and Edit Provider buttons will appear based on which Provider Type
options are selected.
Community Pragrams Repeting - Previder Programs e = (e Community Programs Reparting - Provider Programs [ol ® ==
Provader Provider
g . [ 59eu Frovder Tywe — - Provider Type: |JABG -
ﬂ
CONTRACTED SERVICES Name: JABG- -
hullzl :I:I'!'Ji:_:_ FROVIDER:
AfHOUSE [ AddProvider | [ Edt Provider |
Frogram D Frogram Tyoe MName Expired Program D Program Type Name Expired
TS — rrer———
[ AddProgam | | EdtProgem |

If no Provider Type is selected, and the Search button is clicked, only the Add Program button will become available.
If a Provider Type does not have any program names associated with it, only the Add Provider, Edit Provider, and Add

Program buttons will be available.

If the VJCCCA Provider Type is selected, the Add Provider and Edit Provider buttons will not appear.
If the Provider Type does not have any associated programs, only the Add Program button will appear.

Lot

2. Add a Program Provider
a.

Refer to the Programs Menu section for instructions how to Add / Edit a program provider.

(i) Select an option from the Provider Type drop-down menu, (ii) click the Add Provider

button, and the Community Programs Reporting — Providers screen will appear.

Community Progrems Reporting - Provider Programs | = El
Prrvider
__ DIRELT SERVICE FROVIDER -
Mame: | ADCESS INTENSNVE COUNSELING -
Swarh - Add Frovider St Frowider
Click here ko atd a prevade
far the selected provider Eype.
Pregram 10 Pregram Type Hame: Egred Community Programs Reporting - Providers EI =] @
Provider Type: DIRECT SERVICE PROVIDER
Name: I
Expired Date: [2E]
| Save | | Cancsl
Ready

The Expired Date is usually the end of the fiscal year (June 30, YYYY). Expire programs after the VJCCCA expenditure

process.

i. Community Programs Reporting — Providers screen

Revised 09/2025

10|Page




BADGE Manual
1. The Provider Type information will auto-populate, and will be read-only. (i) Type the
provider name into the Name textbox, (ii) (ii) enter an Expired Date or select a date
on the calendar screen, and (iii) click the Save button.
2. Cancel button
a. Click the Cancel button and you will return to the Community Programs
Reporting — Provider Programs screen

Community Programs Reporting - Providers EI [=] @

Pravider Type: DIRECT SERVICE PROVIDER

Mame: I

Expired Date: 5]

| Save | | Cancel

Ready

3. Edit a Program Provider
a. (i) Select an option from the Provider Type drop-down menu, (ii) click the Edit Provider
button, and the Community Programs Reporting — Providers screen will appear, (iii) edit the
information, and (iv) click the Save button.
b. Cancel Button
i. Click the Cancel button and you will return to the Community Programs Reporting —
Provider Programs screen.
4. Add a Community Program
a. Select the (i) Provider Type and (ii) Name (if applicable) from the drop-down menus, (ii)
click the Search button, and the Add Program and Edit Program buttons will appear at the
bottom of the screen.

Cemmunity Pragrams Fepaiting - Provider Programs ==| (7l EI
Prorocier
Provider Type: | DONTRACTED SERCES "l
larren: T|
Search [ add Prerwicer | Fdt Fravid
Program (O Frogram Type Hams Spred
Individiial, Groug, Family Courssling | IndCapsFam Coun: Adolescent & Family ratiule B30CHNE
Kertorng Mari: Adclsscent & Famity restboe w11
| Add Program | Edé Frogram

i. Add Program Button

1. (i) Click the Add Program button, and the Community Programs Reporting —
Provider Service/Program screen will appear, select the (ii) Fiscal Agent and (iii)
Program Type from the drop-down menus, (iv) type the program name into the
Program Name textbox, (v) select the Service Unit Type from the drop-down menu,
(vi) enter either an Effective Date or Expired Date, or click the calendars to select a
date, and (vii) click the Save button.

2. Cancel Button
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a. Click the Cancel button and you will return to the Community Programs

Reporting — Provider Programs screen.

Community Programs Reporting - Provider Programs =N =~ Community Programs Reporting - Provider Service/Program E = @
Frovider
Provider Type: CONTRACTED SERVICES
Provider Type: [CONTRACTED SERVICES -
Name:
Name: | -
| Add Frovider | [ Edit Provider |
Fiscal Agent Select Fiscal Agent — -
Progam ID Program Type Name Expired -
. CisisIniervention And Sheltercare | CsisInterv. & Shircare: Adolescent & Family Insiuie Program Type. [ Select Progrem Type — i
Individual, Group, Famiy Counseling | Ind/Grp/Fam Coun: Adolescent 4 Famil Institute 6/30/2008 Torem s
Mentoring Mert: Adolescent & Famiy Instiute 6/30/2006 E
B —
Effective Date: |
] e =
Add P Edit P
ogem | | rogram Ready

Information Services must be contacted in order to update the Effective Date for a program.

ii. Edit a Community Program

1. (i) Click the Edit Program button, and the Community Programs Reporting —
Provider Service/Program screen will appear. The Fiscal Agent, Program Type,
Effective Date, and Expired Date fields will not be accessible.

2. (i) Click in the Program Name textbox to edit the program name, (ii) select an option
from the Service Unit Type drop-down menu, and (iii) click the Save button.

3. Cancel Button
a. Click the Cancel button and you will return to the Community Programs

Reporting — Provider Programs screen.

Community Programs Reperting - Provider Frograms ] Community Programs Reporting - Provider Service/Program EI = @
Fos= . Provider Type: CONTRACTED SERVICES
Frowder Typs:  CONTRACTED SERMCES -
) Name
Kems: -
. - . Program |D:
| Search Add Fromcer | Bt Frodder
Fiscal Agent:
Pragram ID Program Tipe Hame Goired -
Program Type:
Gne bl & Slivears, Adiwacand & Faip bebtan 5302006

brebndhial, Group, Famby Counssing | nd G Fan Coun: Adsleecem & Famdy et 502006 Program Name ]

Mertoing Weri: Acolescert & Tamily Insude =
Service Unit Type: |NOT APPLICABLE
Effective Date: 1/2002 ‘
N
Add Program Exid Frogeam
- S . Please contact Information Services to update the effective date for this program.
Help Menu

1. From the Community Programs Reporting screen, (i) click the Help menu, (ii) select the User Menu option
from the drop-down menu, and the User Manual screen will appear.

Commarity Programs Reporting TR
File  FiscalVear  Fiscal Agert H‘I Help | P Cis Coiry
Lizer kanual I

Sedect WICLDA Fecal Agerd and Flan Yaar

Foacl fapert »|  Foacd Vi - =

2. The User Manual screen provides guidance on operating the Community Programs Reporting Module.
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A. Document Revisions
Details

09/2025 Hyperlinks, Notes, All hyperlinks, Notes, and References updated.
and References
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