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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 all BADGE modules while the Module  Manual  covers this specific module. 
 
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  

 or  
Calendar Screen Button and 
Date Field 

To select a date, click the Calendar drop-down menu and select the date 
from the drop-down calendar. The date chosen will populate the text field 
to the left of the calendar drop-down menu.  

  
Screen/Window Control Buttons 

Located in the upper right-hand corner of any given screen/window, in 
order of appearance (from left to right): Minimize the screen; Maximize 
the screen; and Close the screen. 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): go Back to Parent Report ; 
Stop Rendering report; and Refresh  report.  

 
Report Viewer Buttons (3 of 4) 

In order of appearance (from left to right): Print ; Print Layout ; Page 
Setup ; click the Export  icon to choose to export a report as an Excel 
spreadsheet, PDF, or Word document from the drop-down menu; and 
choose the document view by clicking on the Zoom  drop-down menu.  

 
Report Viewer Buttons (4 of 4) 

In order of appearance (from left to right): Textbox , enter text to search 
for; click Find to search for text entered in textbox; and click Next  to find 
the next instance of text entered in the textbox.  

  
Scroll Bars 

A scroll bar allows the user the 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.  

 

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.  

 

Icon displayed on 
Question and/or 
Confirmation Screen 

The question mark icon typically displays when the application user is 
prompted to confirm a requested action prior to proceeding. 

 

Icon displayed on 
various screens. 

The exclamation mark on a red background denotes a mandatory field.  

 

Icon displayed on 
various screens. 

The exclamation mark on yellow background typically displays on a 
search screen to inform the user no matches were found and that the 
search criteria should be changed. 

 

Icon displayed on 
Information Screen 

The ñiò icon typically displays when the application notifies a user of the 
results of a requested action, for example: ñData saved successfully.ò 
This also displays when there is additional information for field. 
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Style/Symbol/Button  Meaning  

or 

 

Help Button 
Click the Help button to display the Help screen describing the business 
rules related to the selected report or for additional information related to 
the current screen.  

 
or 

 

Close Button 
Click the Close button to close the current screen, leaving open the prior 
screen 

 

Magnifying Glass 
Button 

Click the Magnifying Glass button to expand a comment/textbox.  

 Map It Button The Map It button is currently disabled across the BADGE application. 

 
Questions with an asterik (*) 
next to it follow the legend 
above. 

Click on a checkbox to place a checkmark in the appropriate checkbox to 
indicate ñYes,ò ñNo,ò or ñUnknown.ò  The default status, prior to user 
input, is a blue square in the ñUnknownò checkbox.   
 

 

In the BADGE Manual  
Style/Symbol  Meaning  

Underlined and Italicized Name of a screen. 

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

Bolded  
Name of a function, key, button, option or where emphasis is required. 
The name of data fields on a module screen.  

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 menu. 

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. 

 
Padlock Icon Denotes a locked item or record that cannot be changed. 

 
Notepad Bullet 

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

 Reference Bullet Refer to another page or resource 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 information specific to each module. This 
manual is intended to assist those using the Direct Care Module . 
 
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 screen 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
mailto:DJJ-BADGE-Issues@djj.virginia.gov
mailto:DJJ-BADGE-Passwords@djj.virginia.gov?subject=BADGE%20Login%20Issues
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Direct Care Module  
Access the Module  
From the BADGE home screen (i) Click the JTS Modules  drop-down menu, (ii) click the Direct Care  option 
from the drop-down menu, and the Direct Care Main screen will appear. 
 

 
 

 

Search  
Click the Search drop-down menu on the Direct Care Main screen to access the various methods available to 
search for an existing juvenile in direct care: Admissions by Juvenile , Current Population , and Resident 
Grievance Tracking . 
 

 
 
1. Admissions by Juvenile  

a. From the Direct Care Main screen (i) click the Search drop-down menu, (ii) select the Admissions  by 
Juvenile  option from the drop-down menu, and the Find Juvenile screen will appear.  
i. On the Find Juvenile screen search for a juvenile by (i) selecting an option in the Search by area 

on the Find Juvenile tab and (ii) entering the appropriate search data in any available text fields 
provided. 
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ii. Click the Find  button and one of the following three screens will appear: 

1. The Juvenile Search screen will appear stating ñNo matches. Please change your criteria.ò 
 

 
 

2. The DC Admission History screen will appear with the results for the specified juvenile. 
3. The Search Results screen will appear with any potential matches.  

a. On the Search Results screen (i) select the desired juvenile highlighting the row in blue, (ii) 
click the Select button and the DC Admission History screen will appear with the results for 
the juvenile selected from the search results. 

 

 

 
 

 Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen int the BADGE Windows 
application. 

 Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Find Juvenile screen in the 
BADGE web application. 

http://www.djj.virginia.gov/documents/admin/info-services/Login-Search.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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 Refer to the DC Admission History Screen section for instructions on how to navigate the DC Admission History screen 
application. 

 
2. Current Population  

From the Direct Care Main screen (i) click the Search drop-down menu, (ii) select the Current Population  
option from the drop-down menu, and the JCC Current Population screen will appear.  
On the JCC Current Population screen (i) select the Facility from the drop-down menu. The Do Not Filter 
by Unit checkbox will be selected automatically, to filter the results by a specific unit (ii) uncheck this 
checkbox and (iii) select a Unit  from the drop-down menu.  

 

 
 

  
 

a. Search Button and View Data Button  
(i) Click the Search  button and the search results will appear in a table on the screen. (ii) Select the 
desired juvenile, and the row will be highlighted in blue. (iii) Click the View Data  button and the DC 
Admission History screen will appear.  
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 Refer to the DC Admission History Screen section for instructions on how to navigate the DC Admission History screen. 

 
b. CTM (Community Treatment Model)  Button .  

On the JCC Current Population screen (i) click the CTM button, and the CTM Data Level screen will 
appear. (ii) Select either the Facility Level , Unit Level , or Juvenile Level  radio button and (iii) click 
OK to advance to the selected CTM data level screen.  

 

 

 

 
 A record search must be performed and a record selected on the JCC Current Population screen prior to clicking the CTM 

button.  
 

i. Facility Level  Screen   
1. (i) Select the Facility Level  radio button, (ii) click the OK button, and the Facility Level screen 

will appear. The Facility Level screen contains the Community Supervisors Meeting tab and the 
Cluster Meetings tab. 
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a. Community Supervisors Meeting Tab . This tab displays the community supervisors 
meeting information: Recorded By, Date, Attendees, Goals Achieved, a Comments  textbox, 
and an Attendees table. 
i. Add Meeting Button  

1. (i) Click the Add Meeting  button, and the fields on the bottom of the screen will 
become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) 
select one or more Goals Achieved  checkbox options, and (iv) enter any 
Comments  in the textbox.  

2. (i) Click the Add Attendee  button, and the fields in the Attendees  section will 
become accessible. (ii) Select the Position  from the drop-down menu, if Other  is 
selected, (iii) type the position name in the Other Position  textbox. (iv) Select the 
Cluster  from the drop-down menu and (v) select the Unit  from the drop-down menu.  

3. Click Save Meeting  button, and the meeting record will appear in the table at the top 
of the screen. The Recorded By  field will auto-populate with the name of the logged 
in BADGE user who saved the meeting information.  

 

 
 

ii. Edit Meeting Button  
1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will 

become accessible for the selected record. (ii) Edit the information in the Date, 
Goals Achieved , and Comment fields as necessary.  
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a. If an attendee needs to be deleted from the meeting record, (i) select the 
attendee record and the row will be highlighted in light blue. (ii) Click the Delete 
Attendee  button and a Warning screen will appear, (iii) click the Yes button to 
delete the record. 

3. Click the Save Meeting  button to save the edited record. 
 

  
 

iii. Delete Meeting  Button  
1. Select a record in the table, and the row will be highlighted in blue.  
2. (i) Click the Delete Meeting  button and a Warning screen will appear. (ii) Click the 

Yes button on the Warning screen to delete the meeting record.  
iv. Cancel  Button   

1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen 
will appear. (ii) Click the Yes button on the Warning screen to proceed without saving 
any changes. 

 

 

 
 

 

 
b. Cluster Meetings Tab . This tab consists of the clusters meeting information: Recorded By, 

Date, Attendees, Goals Achieved, a Comments  textbox, and an Attendees table. 
i. Add Meeting Button  

1. (i) Click the Add Meeting  button, and the fields on the bottom of the screen will 
become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) 
select one or more Goals Achieved  checkbox options, and (iv) enter any 
Comments  in the textbox.  
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2. (i) Click the Add Attendee  button, and the fields in the Attendees  section will 
become accessible. (ii) Select the Position  from the drop-down menu, if Other  is 
selected, (iii) type the position name in the Other Position  textbox. (iv) Select the 
Cluster  from the drop-down menu and (v) select the Unit  from the drop-down menu.  

3. Click Save Meeting  button, and the meeting record will appear in the table at the top 
of the screen. The Recorded By  field will auto-populate with the logged in BADGE 
user who saved the meeting information.  

 

 
 

ii. Edit Meeting Button  
1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will 

become accessible for the selected record. (ii) Edit the information in the Date, 
Goals Achieved , and Comment fields as necessary.  
a. If an attendee needs to be deleted from the meeting record, (i) select the 

attendee record and the row will be highlighted in light blue. (ii) Click the Delete 
Attendee  button and a Warning screen will appear, (iii) click the Yes button to 
delete the record. 

3. Click the Save Meeting button to save the edited record. 
 

  
 

iii. Delete Meeting Button  
1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Delete Meeting  button and a Warning screen will appear, (ii) click the 

Yes button to delete the meeting record.  
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iv. Cancel  Button  
1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen 

will appear, (ii) click the Yes button to proceed without saving any changes. 
 

 

 
 

 

 
 There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will 

appear and the record will not be deleted.  
 

 Refer to the DC Admission History Screen section for instructions on how to navigate the DC Admission History screen. 
 

ii. Unit Level  Screen   
1. (i) Select the Unit  Level  radio button, (ii) click the OK button, and the Unit Level screen will 

appear. The Unit Level screen contains seven tabs: Dashboard, Check-Ins, Circle-Ups, Mutual 
Help Groups, Other TSAs, Team Meetings, and Town Halls. 

 
 A Unit must be selected on the JCC Current Population screen when performing a search, prior to selecting the Unit Level  

radio button on the CTM Data Level screen, or an information screen will display advising the user to do so.  
 

 
 

 
 

 
a. Dashboard Tab . The Dashboard tab is read-only and displays a summary of unit level 

information from the remaining six tabs, in three areas, on the Unit Level screen. 
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i. The area at the top of the tab provides a count of Check-Ins, Daily Schedule Postings, 
and Circle-Ups by Today, Yesterday, and 30-Day Average.  

ii. The area in the middle of the tab displays a count of meetings and attendees for Team 
Meetings, Mutual Help Groups, and Community Supervisors Meetings for This Week, 
Last Week, and a 4-Week Weekly Average. A meeting count and four-week average 
meeting count is also displayed for Other TSAs.  

iii. The area at the bottom of the tab displays a count of meetings and attendees for Town 
Halls for This Month, Last Month, and a Monthly Average. 

iv. Print Button  
1. Click the Print button and CTM Unit Dashboard report screen will display the 

Community Treatment Model Unit Dashboard report for the selected unit. The 
report displays the information contained on the Dashboard tab. 

v. Refresh Button  
1. Click the Refresh button to ensure the most current information is being displayed. 

 

 
 

b. Check -Ins Tab . The Check-Ins tab allows the user to add, edit, or delete a check-ins record 
and displays: Recorded By, Date, Daily Schedule Posted, Morning Check-In, Midday Check-
In, and Settlement Group. 
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i. Add Button  
1. (i) Click the Add button and (ii) select the Date from the calendar drop-down menu. 

Select the Yes or No radio button for (iii) Daily Schedule Posted , (iv) Morning 
Check -In, (v) Midday Check -In, and (vi) Settlement Group . (vii) Click Save and the 
record will appear in the table at the top of the Check-Ins tab and the Recorded By  
field will auto-populate with the name of the logged in BADGE user making the entry.  

ii. Edit Button  
1. (i) Select a record in the table, and the row will be highlighted in blue. (ii) Click the 

Edit button and (iii) edit the record as necessary using the Date calendar drop-down 
menu and the Daily Schedule Posted , Morning Check -In, Midday Check -In, and 
Settlement Group  radio button fields.  

2. Click the Save button to save the updated information.  
 

 If the user selects a date that has been used, a warning will display stating the ñCheck In Date for this housing unit has already 
been entered.ò 

 
iii. Delete Button  

1. Select a record in the table, and the row will be highlighted in blue.  
2. (i) Click the Delete button and a Warning screen will appear. (ii) Click the Yes button 

on the Warning screen to delete the record.  
 

 
 

iv. Cancel Button  
1. Click the Cancel button when adding or editing a record to proceed without saving 

any changes.  
a. A Warning screen will appear if the Cancel button is selecting while adding a 

record but not while editing a record. When the Warning screen displays click the 
Yes button to proceed without saving any changes. 
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c. Circle -Ups Tab . The Circle-Ups tab allows the user to add, edit, or delete a circle-ups 

meeting record and displays: Recorded By, Date, Initiated By, Helpful, and Comments. 
 

 
 

i. Add Button  
1. (i) Click the Add Button  and (ii) select the Date from the calendar drop-down menu. 

Use the drop-down menus to select responses for the (iii) Initiated By and (iv) 
Helpful  fields. (v) Enter any necessary text in the Comments text field. (vi) Click 
Save and the record will appear in the table at the top of the Circle-Ups tab and the 
Recorded By  field will auto-populate with the name of the logged in BADGE user 
making the entry.  

ii. Edit Button  
1. (i) Select a record in the table, and the row will be highlighted in blue. (ii) Click the 

Edit button and (iii) edit the record as necessary using the Date, Initiated By , 
Helpful , and Comments  fields. 

2. Click the Save button to save the updated information.  
iii. Delete Button  

1. (i) Click the Delete button¸ and the Warning screen will appear. (ii) Click the Yes 
button to delete the record. 

 

 
 

iv. Cancel Button  
1. Click the Cancel button when adding or editing a record to proceed without saving 

any changes.  
a. A Warning screen will appear if the Cancel button is selecting while adding a 

record but not while editing a record. When the Warning screen displays click the 
Yes button to proceed without saving any changes. 
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 Multiple circle-ups can be recorded using the same date. 

 
d. Mutual Help Groups Tab. The Mutual Help Groups tab allows the user to add, edit, or 

delete a mutual help group meeting record and displays: Recorded By, Date, Start Time, 
Duration (In Minutes), Number of Attendees, Led By, Topic, a Comments  textbox, and an 
Attendees table. 

 

 
 

i. Add Meeting Button  
1. (i) Click the Add Meeting  button, and the fields on the bottom of the screen will 

become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) enter 
the Time  and use the scroll arrows to select AM or PM, (iv) enter the Duration  in 
minutes, (v) use the drop-down menu to select Led By , (vi) enter the Topic  in the 
textbox, and (vii) enter any Comments  in the textbox.  

2. (i) Click the Add Attendee  button, and the fields in the Attendees  section will 
become accessible. (ii) Select the Position  from the drop-down menu, if Other  is 
selected, (iii) type the position name in the Other Position  textbox. (iv) Select the 
Cluster  from the drop-down menu. 

3. Click Save Meeting  button, and the meeting record will appear in the table at the top 
of the screen. The Recorded By  field will auto-populate with the name of the logged 
in BADGE user who saved the meeting information. 
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ii. Edit Meeting Button  

1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will 

become accessible for the selected record. (ii) Edit the information in the Date, Time , 
Duration , Led By , Topic  and Comment s fields as necessary.  
a. If an attendee needs to be deleted from the meeting record, (i) select the 

attendee record and the row will be highlighted in light blue. (ii) Click the Delete 
Attendee  button and a Warning screen will appear, (iii) click the Yes button to 
delete the record. 

3. Click the Save Meeting button to save the edited record. 
 

  
 

iii. Delete Meeting Button  
1. Select a record in the table, and the row will be highlighted in blue.  
2. (i) Click the Delete Meeting  button and a Warning screen will appear. (ii) Click the 

Yes button on the Warning screen to delete the meeting record.  
iv. Cancel  Button  

1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen 
will appear. (ii) Click the Yes button on the Warning screen to proceed without saving 
any changes. 
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 There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will 
appear and the record will not be deleted.  

 
e. Other TSAs  (Therapeutic Structured Activities)  Tab. The Other TSAs tab allows the user 

to add, edit, or delete an other TSA record and displays: Recorded By, Date, Number of 
TSAs, Followed Schedule?, and Comments. 

 

 
 

i. Add Button  
1. (i) Click the Add Button  and (ii) select the Date from the calendar drop-down menu. 

(iii) Enter the Number of Other TSAs  and (iv) select an option from the Followed 
Schedule?  drop-down menu. (v) Enter any necessary text in the Comments text 
field. (vi) Click Save and the record will appear in the table at the top of the Other 
TSAs tab and the Recorded By  field will auto-populate with the name of the logged 
in BADGE user making the entry.  

ii. Edit Button  
1. (i) Select a record in the table, and the row will be highlighted in blue. (ii) Click the 

Edit button and (iii) edit the record as necessary using the Date, Number of Other 
TSAs , Followed Schedule? , and Comments  fields. 

2. Click the Save button to save the updated information.  
iii. Delete Button  

1. (i) Click the Delete button¸ and the Warning screen will appear. (ii) Click the Yes 
button to delete the record. 

 

 
 

iv. Cancel Button  
1. Click the Cancel button when adding or editing a record to proceed without saving 

any changes.  
a. The Warning screen will appear if the Cancel button is selecting while adding a 

record but not while editing a record. When the Warning screen displays click the 
Yes button to proceed without saving any changes. 
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f. Team Meetings Tab . The Team Meetings tab allows the user to add, edit, or delete a team 
meeting record and displays: Recorded By, Date, Number of Attendees, Attendees, Goals 
Achieved, and a Comments  textbox. 

 

 
 

i. Add Meeting Button  
1. (i) Click the Add Meeting  button, and the fields on the bottom of the screen will 

become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) 
select one or more Goals Achieved  checkbox options, and (iv) enter any 
Comments  in the textbox.  

2. (i) Click the Add Attendee  button, and the fields in the Attendees  section will 
become accessible. (ii) Select the Position  from the drop-down menu, if Other  is 
selected, (iii) type the position name in the Other Position  textbox. (iv) Select the 
Cluster  from the drop-down menu.  

3. Click Save Meeting  button, and the meeting record will appear in the table at the top 
of the screen. The Recorded By  field will auto-populate with the name of the logged 
in BADGE user who saved the meeting information.  
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ii. Edit Meeting Button  
1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will 

become accessible for the selected record. (ii) Edit the information in the Date, 
Goals Achieved , and Comment fields as necessary.  
b. If an attendee needs to be deleted from the meeting record, (i) select the 

attendee record and the row will be highlighted in light blue. (ii) Click the Delete 
Attendee  button and a Warning screen will appear, (iii) click the Yes button to 
delete the record. 

3. Click the Save Meeting button to save the edited record. 
 

  
 

iii. Delete Meeting Button  
1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Delete Meeting  button and a Warning screen will appear, (ii) click the 

Yes button to delete the meeting record.  
iv. Cancel  Button  

1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen 
will appear, (ii) click the Yes button to proceed without saving any changes. 

 

 

 
 

 

 
 There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will 

appear and the record will not be deleted.  
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g. Town Halls Tab. The Town Halls tab allows the user to add, edit, or delete a town halls 
meeting record and displays: Recorded By, Date, Start Time, Duration (In Minutes), Number 
of Attendees, Attendees, a Comments  textbox, and an Attendees table. 

 

 
 

i. Add Meeting Button  
1. (i) Click the Add Meeting  button, and the fields on the bottom of the screen will 

become accessible. (ii) Select the Date from the drop-down calendar menu, (iii) enter 
the Time  using the scroll arrows to select AM or PM, (iv) enter the Duration  in 
minutes, and (v) enter any Comments  in the textbox.  

2. (i) Click the Add Attendee  button, and the fields in the Attendees  section will 
become accessible. (ii) Select the Position  from the drop-down menu, if Other  is 
selected, (iii) type the position name in the Other Position  textbox. (iv) Select the 
Cluster  from the drop-down menu. 

3. Click Save Meeting  button, and the meeting record will appear in the table at the top 
of the screen. The Recorded By  field will auto-populate with the name of the logged 
in BADGE user who saved the meeting information. 

 

 
 

ii. Edit Meeting Button  
1. Select a record, and the row will be highlighted in blue.  
2. (i) Click the Edit Meeting button and the fields on the bottom of the screen will 

become accessible for the selected record. (ii) Edit the information in the Date, Time , 
Duration , Led By , Topic  and Comments fields as necessary.  
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a. If an attendee needs to be deleted from the meeting record, (i) select the 
attendee record and the row will be highlighted in light blue. (ii) Click the Delete 
Attendee  button and a Warning screen will appear, (iii) click the Yes button to 
delete the record. 

3. Click the Save Meeting button to save the edited record. 
 

  
 

iii. Delete Meeting Button  
1. Select a record in the table, and the row will be highlighted in blue.  
2. (i) Click the Delete Meeting  button and a Warning screen will appear. (ii) Click the 

Yes button on the Warning screen to delete the meeting record.  
iv. Cancel  Button  

1. (i) Click the Cancel button when adding or editing a meeting and a Warning screen 
will appear. (ii) Click the Yes button on the Warning screen to proceed without saving 
any changes. 

 

 

 
 

 

 
 There must be at least one attendee per meeting. If the user attempts to delete the only attendee record, a Warning screen will 

appear and the record will not be deleted.  
 

iii. Juvenile Level  Screen   
1. (i) Select the Juvenile  Level  radio button, (ii) click the OK button, and the Juvenile Level screen 

will appear. The Juvenile Level screen contains nine tabs: Coversheet, Personal Advocate, 
Phase Promotions, Phase I Checklist, Phase II Checklist, Phase III Checklist, Phase IV 
Checklist, Frozen Status, and Personal Action Plan. 
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a. Go to the DC Admission History screen / CTM Button section below for detailed instructions 
for the Juvenile Level screen. 

 

 

 
 

 Refer to the DC Admission History Screen / CTM Button section for detailed instructions on how to navigate the Juvenile Level 
screen.  

 
3. Resident Grievance Tracking  

a. From the Direct Care Main screen (i) click the Search drop-down menu, (ii) select the Resident 
Grievance Tracking option from the drop-down menu, and the Resident Grievance Tracking screen 
will appear displaying a table of all active grievance records, including grievances resolved within the 
last 10 days.  

 

  
 

i. (i) Select the desired juvenile grievance record on Resident Grievance Tracking screen, and the 
row will be highlighted in blue. (ii) Click the View / Edit  button and the Resident Grievance for 
[juvenile] screen will appear. 

ii. Refresh Button. Click the Refresh button on Resident Grievance Tracking screen to ensure the 
most current information is being displayed. 

iii. Close Button . Click the Close  button on Resident Grievance Tracking screen to return to the 

Direct Care Main screen. 
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 Refer to the Resident Grievance button section for instructions on how to navigate the Resident Grievance screen. 
 

Adding a New Admission  
From the Direct Care Main screen, (i) click the File  drop-down menu, (ii) select the New Admission  menu 
option, and the Find Juvenile screen will appear. (iii) Follow the instructions in the Admissions by Juvenile 
Section to find and select the appropriate juvenile record and the Add New Direct Care Admission screen will 
appear. 
 

 

 
 

 
 

 If a juvenile is currently in direct care, the Process New Direct Care Admission information screen will appear and inform the 
user that the juvenile cannot be admitted while they are currently in direct care.  

 
 Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen in the BADGE Windows 

application. 
 Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Find Juvenile screen in the 

BADGE web application. 
 

http://www.djj.virginia.gov/documents/admin/info-services/Login-Search.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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 The data displayed in the Juvenile Information  section at the top of the Add New Direct Care Admission screen cannot  be 
edited from this screen. 

 
1. Add New Direct Care Admission Screen  

From the Add New Direct Care Admission screen, the juvenileôs general information and any previous 
direct care admissions are displayed and a new direct care admission can be created. 

a. Show Juvenileôs Information Button 
i. (i) Click the Show Juvenileôs Information button and the Juvenile Information screen will appear 

and display additional information for the juvenile. (ii) Click the Close button to exit the Juvenile 
Information screen and return to the Add New Direct Care Admission screen.  

 

 
 

 
 Refer to the Juvenile & Adult Information Screens User Manual for instructions on using the Juvenile Information screen in the 

BADGE Windows application. 
 Refer to the Juvenile / Adult Search & Information Manual for instructions on using the Juvenile Information screen in the 

BADGE web application. 
 

http://www.djj.virginia.gov/documents/admin/info-services/Juvenile-Adult-Information-Screens.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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b. Show DC Admission(s) Information Button  
i. (i) Click the Show DC Admission(s) Information  button and the DC Admission History screen will 

appear (see the DC Admission History screen section for detailed screen instructions). (ii) Click the 
Close button to exit the DC Admission History screen and return to the Add New Direct Care 
Admission screen. 

 

 
 

 
 The Show DC Admission(s) Information button will be available ONLY if the juvenile has been released from a previous 

Direct Care admission.  
 

c. Add a New Direct Care Admission  
i. To add a new direct care admission go to the Please Enter Information for New Direct Care 

Admission section on the bottom of the Add New Direct Care Admission screen.  
1. Select the (i) Admitting Facility , (ii) Prior Facility , and (iii) Supervisory Court FIPS  using the 

corresponding drop-down menus.  
2. (i) Select the Admission Date from the drop-down calendar menu if the default date (todayôs 

date) must be changed. (ii) Enter the Admission Time  and use the scroll arrows to select AM 
or PM. 

3. If the juvenile has a detainer, (i) click the Detainer?* checkbox to place the appropriate indicator 
in the check box (see the checkbox legend on the bottom left of the screen). If the juvenile is 
eligible for good time credit, (ii) click the Eligible for Good Time Credit?*  checkbox to place 
the appropriate indicator in the check box.  

4. Click the Save button and the DC Admission History screen will appear. 
i. Click the Close  button on the DC Admission History screen to return to the Direct Care 

Main screen. 
d. Close Button  

i. Clicking the Close  button, prior to clicking the Save button, on the Add New Direct Care Admission 
screen will return the user to the Direct Care Main screen. 

 
 Refer to the DC Admission History screen section for instructions on how to navigate the DC Admission History screen. 

 
 Users can only process new admissions to facilities to which they are assigned. 
 A new Direct Care Number (DC # or DC Number) is created when a new direct care admission is entered on the Add New 

Direct Care Admission screen and the Save button is clicked. The newly created DC Number will be displayed immediately on 
the DC Admission History screen.  
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DC Admission History Screen  
The DC Admission History screen lists all direct care admission records for the selected juvenile in the list at 
the top of the screen. For a direct care admission record selected from the list, the DC Admission History 
screen will display view only information in the JCC Admission Information  and LOS Release Dates  areas of 
the screen and on the following five tabs: Commitment Orders, Committing Offenses, Movement, 
Classification, and Treatment Needs.  
 
The Juvenile Info and Offense  History  buttons in upper right corner of the screen provide direct access to the 
Juvenile Information and Offense History screens. 
 

 
 
The For DC # area of the DC Admission History screen contains ten buttons that open direct care specific 
screens where information can be added, edited, or deleted for the selected direct care record.  
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Select the Direct Care Admission Record  
From the DC Admission History screen, select the desired juvenile direct care admission record from the list at 
the top of the screen and the record will be highlighted in blue (frequently, only one record will exist). The list 
will show the juvenileôs DC number, received by RDC date, and released date information. If the juvenile has 
not been released, the admission will read ñHas not been releasedò. The information displayed on the screen 
will change depending on the selected direct care admission.  
 

 
 

 The JCC Admission Information and LOS Release Dates information cannot be edited from the DC Admission History 
screen. 

 If a juvenile is a serious offender, the DC Admission History screen will read ñSerious Offenderò in blue under the JCC 
Admission Information  section. 

 
1. DC Admission History Screen Information al Areas , Tabs, and Report  

a. JCC Admission Information  
i. This read only area displays the juvenileôs DC Number , Admission Date , Current Status , and a 

flag if the juvenile is a Serious Offender . 
b. LOS Release Dates  

i. This read only area displays Indeterminate : Early  Release Date  and Late Release Date ; 
Determinate/Blended : Discharge Date and Blended Months ; and Final : Early  Release Date  and 
Late Release Date . 



BADGE Manual                                                                                                                             
  BADGE Direct Care Module Manual  

 
Revised 09/2025 
  25 | P a g e  

 

 
 

c. Commitment Orders Tab  
i. This tab lists the juvenile's Commitment Date, Committing FIPS, Commitment Type, and Court 

Type. 
d. Committing Offenses Tab  

i. This tab lists the juvenileôs Offense Date, Offense Description, and PM (penalty modifier) 
information. 

 

  
 

e. Movement Tab  
i. This tab lists the juvenileôs Facility, Date In, Date Out, and Latest Unit information. 

f. Classification Tab  
i. This tab lists the juvenileôs Classification Type, Classification Score, Classification Level, and 

Assessment Date information. 
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g. Treatment Needs Tab  
i. This tab lists the juvenileôs Treatment Need, Date Started, and Date Completed for Sex Offender  

Treatment , Substance Abuse  Treatment , and Aggression Management Treatment . 
 

 
 

 Refer to the Caseload Manual for more information on the Treatment Needs tab in the BADGE web application. 
 

h. Print Button and Direct Care Admission History Report  
i. Click the Print button and the Report Viewer screen will appear displaying the Direct Care 

Admission History Report for the selected juvenile. The report displays the juvenileôs demographics, 
JCC Admission Information , LOS Release Dates , and the data from the following five tabs: 
Commitment Orders, Committing Offenses, Movement, Classification, and Treatment Needs. 

i. Close Button  
i. Click the Close button to return to the Direct Care Main screen. 

 

http://www.djj.virginia.gov/documents/admin/info-services/Caseload-Management.pdf


BADGE Manual                                                                                                                             
  BADGE Direct Care Module Manual  

 
Revised 09/2025 
  27 | P a g e  

 
 

 
2. Juvenile Info and Offense History Buttons  

a. Juvenile Info Button  
i. Click the Juvenile Info button and the Juvenile Information screen will appear. 

b. Offense History button  
i. Click the Offense History button and the Offense History screen will appear. 
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 Refer to the Juvenile & Adult Information Screens User Manual for instructions on how to navigate the Juvenile Information 
screen in the BADGE Windows application. 

 Refer to the Juvenile / Adult  Search & Information Manual for instructions on how to navigate the Juvenile Information screen 
in the BADGE web application. 

 Refer to the Offense History Manual for instruction on how to navigate the Offense History screen in the web application. 
 
3. For DC # Action Buttons  

The available buttons in the For DC # area of the DC Admission History screen are summarized in the 
table below. Click on an embedded hyperlink in the table to go directly to the detailed instructions for a 
specific button. 

 

 
 

For DC # Buttons  Description  

Admission/Movement  
The Admission/Movement  button allows the user to view the juvenile information, admission 
information, movement information, and offsite movement information. The user can also release a 
juvenile from direct care, edit admission information, and add housing unit movement information. 

Commitment Info & LOS 
The Commitment Info & LOS  button allows the user to add a commitment order, committing 
offense, intake offenses, and non-intake offenses. The user can also calculate LOS.  

http://www.djj.virginia.gov/documents/admin/info-services/Juvenile-Adult-Information-Screens.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
http://www.djj.virginia.gov/documents/admin/info-services/Offense-History.pdf
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For DC # Buttons  Description  

Classification/Reclassification 

The Classification/Reclassification  button allows the user to access the juveniles review type, 
classification type, assessment date, custody level recommended, and the override custody and 
assessment level. The user can also view the Initial Custody Designation Form  and  
Custody Reclassification Form .  

Population Board 
The Population Board  button allows the user to access juvenile information, case 
management/LOS, and medical, commitment status, and housing alerts. The user can search by 
juvenile number and view print strips. 

Chargeable Offenses 

The Chargeable Offenses  button allows the user to access a juvenileôs chargeable offense 
information. The user can also add, edit, and delete the Offense Date , Offense Time , Discovery 
Date, Disposition , Reason Dismissed , Due Process Violation Reason , Facility , Housing Unit , 
Location , Other Location , Description , Multiple Offenses from Same Episode , Appeal , 
Appeal Final Decision , Reviewing Shift Commander , Reading Shift Commander , and 
Reviewing HRC  information. 

DC Forms  
The DC Forms  button allows the user to access the type of form and the date it was completed. 
The type of forms listed are Visitation , Vulnerability Assessment , Residential Transfer , and 
Comprehensive Discharge Summary Report .  

Access History 
The Access History  button allows the user to view the user who accessed direct care information 
and the date accessed.  

Resident Grievance 
The Residence Grievance  button allows the user to access information about the juvenile to 
include the tracking number, incident date, received date, incident class, grievance area, and 
disposition. The user may also add an incident.  

Juvenile Profile  

The Juvenile Profile  button allows the user to access the juvenileôs form type and date completed 
information. The user can also add a form. The form types include Educational Information , LOS 
Determinate , Level of Service (LS/CMI) , Medical History , Offense History Data , Personality 
Information , Physical Exam , Psychological Information , Social History Information , and 
Youth Level of Service (YLS/CMI) . 

CTM 
The CTM button allows the user to view the juvenileôs personal advocate, phase promotions, 
phase checklist, frozen status, and personal action plan information.   

 
a. Admission/Movement Button  

Click the Admission/Movement  button and the Information for DC Number screen will appear. The 
Information for DC Number screen will display view only information in the Juvenile Information  area 
of the screen and allow the user to add, edit, or delete information on the following tabs: Admission 
Information, Movement Information, and Offsite Movement Information. 
 

 

 
 
i. Admission Information Tab  

1. The Direct Care Admission Information  for DC # section of the tab displays juvenileôs 
admission information for the specified direct care number. 
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a. The following fields are displayed and auto-populate when the tab is selected: the DC # (on 
the top boarder of the tab), Facility Prior to Adm. , Supervisory Court FIPS , Admission 
Date, Admission Time , Detainer?* , Pending Charge(s)?* , Eligible for Good Time 
Credit?* , Current Placement , and Recorded by . 

 

 
 

i. Release Juvenile  Button  
1. Click the Release Juvenile button Admission Information tab and the Current 

Placement field will be replaced by the following fields: Release Status , Discharge 
Date, FIPS Release to , and Discharge Time .  

2. Select the (i) Release Status , (ii) Discharge Date , and (iii) FIPS Release  to  using 
the corresponding drop-down or calendar drop-down menus. Change the (iv) 
Discharge Time  from the default value by entering the correct discharge time 
directly into the textbox and using the arrows to select AM or PM.  

3. Click the Save button to save the record and the Recorded by  textbox will auto-
populate with the name of the user updating the record and the date of the update.  
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 The Discharge Date  and Discharge Time entered cannot be greater than the current date and time.  
 

ii. Edit Button  
1. Click the Edit button on the Admission Information tab and all fields on the tab 

become available for updating. The Current Placement field will be replaced by the 
following fields, if they are not already displayed: Release Status , Discharge Date , 
FIPS Release to , and Discharge Time .  

2. Select the (i) Facility Prior to Adm. , (ii) Supervisory Court FIPS , (iii) Admission 
Date, (iv) Release Status , (v) Discharge Date , and (vi) FIPS Release  to  using the 
corresponding drop-down or calendar drop-down menus. Click to place the 
appropriate marks (yes, no, and not applicable) in the checkboxes for (vii) 
Detainer? , (viii) Pending Charge(s)? , and (ix) Eligible for Good Time Credit? . 
Change the (x) Admission Time  and (xi) Discharge Time  values by entering the 
correct time directly into the textbox and using the arrows to select AM or PM. 

3. Click the Save button to save the record and the Recorded by  textbox will auto-
populate with the name of the user updating the record and the date of the update.  
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iii. Remove Button  
1. Click the Remove  button on the Admission Information tab and the Remove Direct 

Care Admission confirmation screen will appear displaying the Juvenileôs Name, 
Juvenile Number, DC Number, and Admission Date.  

2. Click the Yes button to remove the record and return to the Direct Care Main screen.  
 

 
 

 The Admission Time must be earlier than the current time.  
 

ii. Movement Information Tab  
1. The Movement Information section displays the juvenileôs facility and housing unit movement 

information in a table at the top of the tab and includes Facility, Date Arrived, and Date 
Transferred. 
a. Edit Button  
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i. (i) Click the Edit button and select the (ii) Transferred to  and (iii) Date Transferred  
using the corresponding drop-down or calendar drop-down menus. Input the (iv) Time 
Transferred  value by entering the correct time directly into the textbox and using the 
arrows to select AM or PM. 

ii. Click the Save button to save the record and the Recorded by  textbox will auto-
populate with the name of the user updating the record and the date of the update. 

 

   
 

b. Remove Button  
i. (i) Click the Remove  button in the Movement Information  section of the tab and the 

Verify confirmation screen will appear, (ii) click the Yes button to delete the most recent 
movement record and all related offsite movement information. 

 

 
 

2. Housing Unit Movement Information  Section  
a. Add  Button  
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i. (i) Click the Add button and select the (ii) Housing Unit  and (iii) Date Moved In  using 
the corresponding drop-down or calendar drop-down menus. Input the (iv) Time Moved 
In value by entering the correct time directly into the textbox and using the arrows to 
select AM or PM.  

ii. Click the Save button to save the record and the Recorded by  textbox associated with 
the housing unit movement record will auto-populate with the name of the user updating 
the record and the date of the update. 

 

   
 

b. Remove  Button  
i. (i) Click the Remove  button in the Housing Unit Movement Information  section of the 

tab and the Verify confirmation screen will appear, (ii) click the Yes button to delete the 
most recent housing unit movement record. 

 

 
 

 Before the user can delete a facility from the movement record, they must first delete all associated housing units. 
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 A movement record cannot be edited or deleted after a juvenile has been released from Direct Care. 
 Facility housing units will expand and collapse based on selection. 
 The date of transfer must be greater than the date arrived and cannot be a future date. 
 The newest data will automatically be loaded into the database. If there is newer data in the database, the entry will be 

cancelled. 
 Only the most recent movement record can be deleted. 

 
iii. Offsite Movement Information Tab  

The Offsite Movement In formation Section  displays the juvenileôs offsite movement information in 
a table at the top of the tab and includes: Moved Out, Reason, Moved In, and Facility. 
1. Add Button  

a. (i) Click the Add button, select the (ii) Date Moved Out  and (iii) Time  from the drop-down 
calendar screen and by entering the correct time directly into the textbox and using the 
arrows to select AM or PM. 

b. Select the (i) Offsite Movement Reason  using the drop-down menu. Select the (ii) Date 
Moved In  and (iii) Time  from the drop-down calendar screen and by entering the correct 
time directly into the textbox and using the arrows to select AM or PM. 
i. If ñEducational Programò or ñWork Programò are selected for the Offsite Movement 

Reason , the user must select the (i) Approval Start Date and (ii) Approval End Date  
from the drop-down calendar screens. 

c. The Facility (Based on Movement) and Recorded by  fields will auto-populate. 
d. Click the Save button. 

 

   
 

2. Edit Button  
a. Select a record from the table in the Offsite Movement Information section and the record 

will be highlighted in blue.  
b. Click the Edit button. 

i. Edit the data fields as needed (see the fields described in the Add Button section 
immediately above).  

c. Click the Save button when the edits are completed.  
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3. Remove  Button  
a. (i) Select a record from the table in the Offsite Movement Information section and the 

record will be highlighted in blue. (ii) Click the Remove  button and the Remove Offsite 
Record screen will appear. (iii) Click the Yes button to remove the record. 

4. Close Button  
a. Click the Close  button to return to the DC Admission History screen. 

 

 
 

 The user cannot select a date earlier than the current date for the Date Moved Out  or the Date Moved In . 
 

b. Commitment Info & LOS Button  
Click the Commitment Info & LOS button and the Commitment Orders screen will appear. The user 
can view, add, edit, or delete the juvenileôs commitment details and offense information on the 
Commitment Order tab; and view, add, edit, or delete the juvenileôs YASI, length of stay (LOS) and 
additional time, and release dates information on the LOS Calculations tab.  
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 If a juvenile has been released from direct care, the Commitment Orders screen will be read-only. The screen title will indicate 
either Data Entry  or Read-Only .  

 Commitment orders with a Commitment Date  before March 1, 2023 , will use the 2015 LOS Guidelines and commitment 
orders with a Commitment Date  equal to or after March 1, 2023 , will use the 2023 LOS Guidelines. 

 
i. Commitment Order Tab  

The Commitment Order tab displays the juvenileôs commitment orders in a table at the top of the 
tab and includes Commit #, Court FIPS, and Papers Received date. The Commitment Order tab 
also contains the Details and Committing Offense tabs that allow the user to view, add, edit, or 
delete the juvenileôs commitment and offense information. 

 

https://www.djj.virginia.gov/documents/erc/residential/Guidelines-for-Length-of-Stay.pdf
https://www.djj.virginia.gov/documents/erc/residential/Final-LOS-Guidelines-2025-Updates-Including-All-Addenda.pdf
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2. Details Tab  
This tab allows the user to view, add, edit, or delete the juvenileôs commitment order details. 
a. Add Button  

i. (i) Click the Add  button, select the (ii) Commitment Date , (iii) Court , and (iv) Papers 
Recd  date using the corresponding drop-down or calendar drop-down menus. Select the 
(v) Commitment Type  and (vi) Court Type  from the drop-down menus. 
1. If Blended Sentence  is selected for Commitment Type , enter the number of 

months in the Blended Months  field.  
 

 
 

2. If Blended Sentence , Determinate Commitment , or Subsequent Determinate  is 
selected for Commitment Type , the fields in the Determinate Information section 
become accessible.  
a. Input the (i) Length Months , (ii) Days , (iii) Suspended Months , (iv) Credit 

Days , and (v) Administrative Time into each field. (vi) Select the (vii) Time To 
Be Served and (viii) Sentenced only to the day before [age] b irthday from the 
drop-down menus. The Determinate Discharge Date will auto-populate.  

b. (i) Enter any necessary information into the Comment textbox. (ii) Click the View  
button to temporarily expand the comment box to a larger notes screen, (iii) click 
the Update  button to save changes made on the notes screen. 
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 A pending offense  is an alleged offense committed before the date of commitment for which there was not a final disposition 

or sentence prior to the determination of the projected length of stay. To calculate the LOS for a pending offense,  select 
Indeterminate Commitment from the Commitment Type  drop-down menu.  

 A subsequent indeterminate commitment  is a commitment to DJJ for an offense that a juvenile commits after the date of 
commitment. To calculate the LOS for a subsequent indeterminate commitment  select Subsequent Indeterminate  from 
the Commitment Type  drop-down menu. 

 
3. (i) Click the Save button and an information screen will state the ñCommitment Order 
has been saved.ò (ii) Click the OK button and the record will appear in the table on 
the Commitment Order tab. 

 

 
 

b. Edit Button  
i. Select a record from the table at the top of the Commitment Order tab and the record will 

be highlighted in blue.  
ii. Click the Edit button. 

1. Edit the data fields as needed (see the fields described in the Add Button section 
immediately above).  

iii. Click the Save button when the edits are completed.  
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 As noted above, if a juvenile has been released from direct care, the Commitment Orders screen will be read-only, and the 

record will be locked. To edit a commitment order after a juvenile has been released: (i) unrelease the juvenile, (ii) make any 
necessary changes, and then (iii) rerelease the juvenile. 

 
b. Delete Button  

i. (i) Select a record from the table at the top of the Commitment Order tab and the record 
will be highlighted in blue. (ii) Click the Delete  button and a Warning screen will appear. 
(iii) Click the Yes button on the Warning screen to delete the record. An information 
screen will appear stating the record is deleted, (iv) click the OK button to return to the 
Commitment Orders screen. 

 

 

 
 

 

 
 The Commitment D ate must be before the date the juvenile was received at RDC. 
 If the LOS exceeds the juveniles 21st birthday, the Determinate Discharge Date  will be set to the day before the juvenileôs 

birthday. 
 The user cannot select an age less than the juvenileôs current age. If an age less than the current age is selected, the Lengths 

Months  and Days , Suspended Months , Credit Days , Administrative Time Months , and Time to Be Served  fields will 
become blank. 

 
2. Committing Offense Tab  

The Committing Offense tab displays the Offense Date, VCC Code/Description, Pending, PM, 
LOS Tier 2015/2023, and Non Intake Reason information (the Delete column is discussed in the 
delete an offense record instructions in section ñd.ò below). The tab allows the user to add intake 
and non-intake offenses.  
a. Edit  Button  
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i. (i) Select a record from the table at the top of the Commitment Order tab and the record 
will be highlighted in blue. (ii) Click the Edit  button and the Add Intake Offenses and 
Add Non Intake Offenses  buttons at the bottom of the Committing Offense tab will 
become accessible.  

 

 
 

 The LOS Tier 2015/2023 column in the table at the bottom of the screen will display the offense tiers as categorized under the 
2015 LOS Guidelines and 2023 LOS Guidelines. The 2015 categorization will be the number before the slash and the 2023 
categorization will be the number after the forward slash.  

 
b. Add Intake Offenses Button  

i. Click the Add Intake Offenses button, and the Offense History screen will appear. 
1. (i) Select a record from the Intake Offense History  table at the top of the screen and 

the record will be highlighted in blue. (ii) Place a checkmark in the Associated 
column checkbox corresponding to the offense record to be associated with the 
commitment order.  

2. Click the Save button.  
3. Click the Close button to return to the Commitment Orders screen. 

 

  
 

 Refer to the Offense History Manual for instructions on how to navigate the Offense History screen in the BADGE web 
application. 

 
b. Add Non -Intake Offenses Button  

https://www.djj.virginia.gov/documents/erc/residential/Guidelines-for-Length-of-Stay.pdf
https://www.djj.virginia.gov/documents/erc/residential/Final-LOS-Guidelines-2025-Updates-Including-All-Addenda.pdf
http://www.djj.virginia.gov/documents/admin/info-services/Offense-History.pdf
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i. Click the Add Non -Intake Offenses button, and the Non CSU Intake Offenses screen 
will appear.  

 

  
 

1. From the Non CSU Intake Offenses screen select the (i) Offense Date  and the (ii) 
Reason offense was not recorded in CSU Intake  from the corresponding calendar 
drop-down and drop-down menus. (iii) Click the VCC Code Search button, and the 
VCC Code Search screen will appear.  
a. From the VCC Code Search screen the user can search for an offense by (i) 

typing one or more of the following into the corresponding field(s): Statute , VCC, 
Heading , Sub-Heading , or Description . The Use wild card for search  
checkbox will be selected automatically, uncheck this checkbox if the wildcard 
function will not be used. (ii) Click the Search  button and the Search Results 
section will display all items that meet the search criteria by VCC Code and 
Offense Description. (iii) Click on a row to select a VCC Code and the row will be 
highlighted in blue. (iv) Click the Ok button to return to the Non -CSU Intake 
Offenses screen. The selected information will auto-populate into the VCC 
Code/Description field. 

 

 

 
 

2. From the Non CSU Intake Offenses screen click the Accept button to return to the 
Commitment Orders screen.  

3. Click the Save button. 
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c. Delete an Offense on the Committing Offense Tab  
To delete a committing offense record from the table on the Committing Offense tab, two or 
more committing offense records must exist. To delete a record when only one committing 
offense exists the entire commitment order must be deleted. To delete the entire 
commitment order see the Delete button instructions in the Commitment Order tab, Details 
Tab section above. Deletion of the order will delete the offense. 
i. Edit  Button  

1. Click the Edit  button and the Delete button(s) in the Delete column of the table on 
the Committing Offense tab will become accessible.  
a. Delete Button  

i. (i) Select a record in the table, and the row will be highlighted in blue. (ii) Click 
the Delete button and a Warning screen will appear advising the user of the 
possible requirement to adjust LOS calculations. (iii) Click the Yes button on 
the Warning screen to acknowledge the warning and delete the committing 
offense record. 

 

 

 
 

 

 
 If the user attempts to delete the last remaining offense an information screen will appear and state the commitment order 

must be deleted to delete the last committing offense. 
 

ii. Save Button  
1. (i) Click the Save button to save the edit/deletion and an information screen will 

appear and state the record has been saved. (ii) Click the OK button to return to the 
Commitment Orders screen.  
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 Save or cancel information on the Commitment Order tab before moving to the LOS Calculations tab. 
 When attempting to add an offense for a juvenile not between ages 11 and 21, the user will get a Warning screen before 

continuing.  
 The Details tab must have information selected to enter information on the Committing Offense tab. 

 
ii. LOS Calculations Tab  

The LOS Calculations tab displays the juvenileôs indeterminate/subsequent indeterminate 
calculations in a table at the top of the tab and includes LOS Calculation Date, Commitment Date, 
YASI Risk Level, Date YASI Administered, Most Serious Offense Tier, LOS Min-Max, Admin Time 
(Months), Jail Time (Days), Early Release Date, Late Release Date, and Statutory Release Date. 
The tab also allows the user to add, edit, or delete YASI Information , LOS / Additional Time , 
Release Dates , and Notes . 

 

 
 

 The LOS Calculations tab will only be accessible if the juvenile has an indeterminate or subsequent indeterminate 
commitment. 

 Enter the commitment order Details and Committing Offense  before calculating LOS. 
 

1. Add  Button  
a. (i) Click the Add button and the Administrative Time (Months) , Jail Time (Days)  and 

Notes  textboxes, and the Special Decision Case checkbox will become accessible. If 
applicable, enter the (ii) Administrative Time (Months)  and (iii) Jail Time (Days)  into the 
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corresponding fields. If the commitment is a special decision case, (iv) click the Special 
Decision Case checkbox.  

b. (i) Enter any necessary information into the Notes  textbox. (ii) Click the View  button to 
temporarily expand the Notes  textbox to a larger notes screen, (iii) click the Update button 
to save changes made on the notes screen. 

 

 
 

 
c. Click the Calculate LOS  button. 

i. The fields in the YASI Information , LOS / Additional Time , and Release Dates 
sections will auto-populate. This includes the following fields: Date Administered , 
Completed by FIPS , Risk Level , Overall Risk Score , Dynamic Protective Score , 
Dynamic Risk Score , Most Serious Offense Tier , LOS (Months) , Early Release 
Date, Late Release Date , and Statutory  (release date).  

ii. If an entry was made in the Administrative Time (Months) field a statement will appear 
in the Notes textbox and inform the user of the number of months of administrative time 
that have been added to the early and late release dates. Any other relevant LOS 
calculation information that exists will also be presented in the Notes  textbox.  

iii. If an entry was made in the Jail Time (Days)  field a statement will appear in the Notes 
textbox and inform the user of the number of days of jail time that have been added to 
the early and late release dates. Any other relevant LOS calculation information that 
exists will also be presented in the Notes  textbox. 

d. Click the Save button. 
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 After clicking the Calculate LOS  button on the LOS Calculations tab, the YASI Information, Most Serious Offense Tier , 
LOS (Months) , and Release Dates fields will auto-populate if applicable. 

 To calculate the LOS, a YASI record must exist within 30 days (preceding or following) of the date of admission. 
 

 
 

 When calculating the LOS, the Notes textbox will inform the user if the ERD, LDR, or SRD are after the juvenileôs 21st birthday. 
The relevant release dates will be reset to the day before the juvenileôs 21st birthday.  

 When calculating the LOS, the Notes textbox will inform the user if the ERD or LRD are after the SRD. The relevant release 
dates will be reset to the SRD.  

 
2. Edit Button  

a. Select a record from the table at the top of the LOS Calculations tab and the record will be 
highlighted in blue.  

b. Click the Edit button. 
i. Edit the accessible data fields as needed. Only the Administrative Time (Months) and 

Jail Time (Days)  fields, Notes textbox, and Special Decision Case checkbox can be 
edited.  

ii. Click the Calculate LOS button to recalculate the LOS when updated values are entered 
into the Administrative Time (Months)  and/or Jail Time (Days)  fields. 

c. Click the Save button when the edits are completed. 
d. Click the Cancel button when adding or editing a LOS calculation to proceed without saving 

any changes. 
 

 
 

3. Delete Button  
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a. (i) Select a record from the table at the top of the LOS Calculations tab and the record will 
be highlighted in blue. (ii) Click the Delete  button and a Warning screen will appear. (iii) 
Click the Yes button on the Warning screen to delete the record.  

 

 

 

 
c. Classification/Reclassification Button  

Click the Classification/Reclassification  button and the Custody Classification for Juvenile screen will 
appear. The juvenileôs Review Type, Classification Type, Custody Level Recommended, Override 
Custody Level, and Assessment information is displayed in a table at the top of the screen.  
 

  

 
 The juvenile must have a committing offense in order to access the Classification/ Reclassification Button. 

 
The Custody Classification for Juvenile screen will display the following 3 tabs: Classification, Special 
Management Concerns, and Custody Level Override when: 1) a custody classification or 
reclassification record has not yet been entered for the juvenile, 2) an initial classification record exists 
and has been selected from the table at the top the screen (the record will be highlighted in blue), or 3) 
the user selects the Add Classification button (detailed below). 
 
The Custody Classification for Juvenile screen will display the following 4 tabs: Reclassification, Special 
Management Concerns, Placement Consideration, and Custody Level Override when: 1) a 
reclassification record exists and has been selected from the table at the top the screen (the record will 
be highlighted in blue), or 2) the user selects the Add Reclassification button (detailed below). 
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i. Class Worksheet Button  
1. The INITIAL CUSTODY DESIGNATION FORM is a worksheet to be generated and completed 

manually when completing the juvenileôs initial classification. The worksheet contains sections 
for: demographic data, classification scoring, and placement considerations.  
a. Click the Class Worksheet  button and the worksheet will appear in the report viewer 

screen. The juvenileôs demographic data, ñSEVERITY OF CURRENT OFFENSE,ò ñPRIOR 
OFFENSE HISTORY,ò and ñPRIOR COMMITMENTSò sections will auto-populate. 

ii. Reclass Worksheet Button  
1. The CUSTODY RECLASSIFICATION FORM is a worksheet to be generated and completed 

manually when completing the juvenileôs reclassification. The worksheet contains sections for: 
demographic data, classification scoring, and placement considerations.  
a. Click the Reclass Worksheet  button and the worksheet will appear. The juvenileôs 
demographic data and ñBEHAVIOR PRIOR TO CURRENT COMMITMENTò sections will 
auto-populate. 
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iii. Add  Classification Button  
1. Click the Add Classification button to add an initial classification, and the fields in the 

Classification, Special Management Concerns, and Custody Level Override tabs will become 
accessible. 

 

 
 

a. Classification Tab  
i. Select the (i) Assessment Date  from the calendar drop-down menu, (ii) Facility  from 

the drop-down menu, and (iii) enter the workerôs name into the Worker  textbox. 
ii. Classification Scoring ï Section B  

1. Select the (i) 4. Escape or Runaway History , (ii) 5. Assaultive Behavior , and (iii) 
6. Institutional Adjustment  from the corresponding drop-down menus, and (iv) 
enter the supervisorôs name in the Counselor Supervisor textbox.  

2. The 1. Severity Of Current Offense , 2. Prior Offense History , 3. Prior 
Placements , 7. Custody Total , and 8. Form Assigned Custody Level fields all will 
auto-populate when the record is saved.  

iii. Placement Considerations ï Section C  
1. Select the (i) Stature  and (ii) Staff Facility Recommend ed from the corresponding 

drop-down menus, and (iii) enter any comments into the Facility Change Comment 
section.  

2. The Institution Recommended  field will not be accessible.  
 

 
 

 The Facility Change Comment  field must be completed if the Staff Facility Recommend ed is changed. 
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b. Special Management Concerns Tab  
i. (i) Place a checkmark in all Special Management Concern s checkbox options that 

apply to the juvenile. If a selected item has a corresponding textbox, the user must (ii) 
enter a description in the textbox. A warning will be displayed if the user attempts to 
save the record without completing all relevant textboxes. 

 

 
 

c. Custody Level Override Tab  
i. Select the Recommend Override F orm Assigned Custody Level from the drop-down 

menu.  
ii. (i) Place a checkmark in all applicable Override Reason  checkbox options that apply to 

the juvenile. If a selected item has a corresponding textbox, the user must (ii) enter a 
description in the textbox. A warning will be displayed if the user attempts to save the 
record without completing all relevant textboxes. 

ii. Enter all comments relevant to the juvenileôs custody level override into the Comments 
(REQUIRED) textbox 

iii. Click the Save button, the newly created initial classification record will be displayed in 
the table at the top of the Custody Classification for Juvenile screen, and the user will be 
returned to the Classification tab. 

 

  
 

 If the Other option is selected, more information describing the override reason must be provided in the corresponding textbox 
in order to save the information on the Custody Level Override tab. 
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iv. Add Reclassification Button  
1. Click the Add Reclassification button and the fields in the Reclassification, Special 

Management Concerns, Placement Consideration, and Custody Level Override tabs will 
become accessible. 

 

 
 

a. Reclassification  Tab 
i. Select the (i) Assessment Date  from the calendar drop-down menu and (ii) Facility 

from the drop-down menu.  
ii. The Current Custody Level field will auto-populate.  
iii. (i) Enter the workerôs name into the Worker textbox and (ii) select the Reclass Reason 

from the drop-down menu. (iii) Select the Stature  from the drop-down menu. 
iv. Behavior Prior to Current Commitment  

1. The fields in this section will auto-populate.  
v. Institutional Adjustment  

1. Select the (i) 5. Assaultive/Escape Behavior , (ii) 6. Frequency Of Institutional 
Offenses , (iii) 7. Treatment Program Participation , and (iv) 8. Educational/Work 
Program Vocational Training Participation from the drop-down menus.  

vi. The Custody Total and Form Recommended Reclassification fields will auto-
populate based on the Institutional Adjustment  section. 

 

 
 

b. Special Management Concerns Tab  
i. (i) Place a checkmark in all Special Management Concerns  checkbox options that 

apply to the juvenile. If a selected item has a corresponding textbox, the user must (ii) 
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enter a description in the textbox. A warning will be displayed if the user attempts to 
save the record without completing all relevant textboxes. 

 

 
 

 If a special management concern option has an associated textbox, additional information regarding the nature of the special 
management concern is required in order to save the information on the Special Management Concerns tab. 

 
c. Placement Consideration Tab  

i. Treatment Needs  
1. Select N/A, M, or R for the (i)(a) Aggression Management ï Track 1  or (b) 

Aggression Management ï Track 2 , (ii)(a) Substance Abuse ï CYT5 or (b) 
Substance Abuse ï CYT12, and (iii)(a) Sex Offender  - Prescriptive  or (b) Sex 
Offender  - Self  -Contained Unit  fields. 

ii. (i) Select the Next Review Date from the calendar drop-down menu, and (ii) enter the 
name into the Counselor Supervisor textbox.  

iii. The Institution Recommended field will auto-populate.  
iv. (i) Select the Staff Facility Recommend from the drop-down menu, and enter any 

required comments into the (ii) Facility Change Comment  and (iii) Cottage 
Recommended textboxes. 

 

 
 

d. Custody Level Override Tab  
i. Select the Recommend Override Form Assigned Custody Level from the drop-down 

menu. 
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ii. (i) Place a checkmark in all applicable Override Reason  checkbox options that apply to 
the juvenile. If a selected item has a corresponding textbox, the user must (ii) enter a 
description in the textbox. A warning will be displayed if the user attempts to save the 
record without completing all relevant textboxes. 

iii. Enter all comments relevant to the juvenileôs custody level override into the Comments 
(REQUIRED) textbox. 

iv. Click the Save button, the newly created initial classification record will be displayed in 
the table at the top of the Custody Classification for Juvenile screen, and the user will be 
returned to the Reclassification tab. 

 

 
 

 The Other  option has an associated textbox and requires additional information with details related to the override reason. 
 

v. Edit  / View Button  
1. Select the desired initial or reclassification record from the table at the top of the Custody 

Classification for Juvenile screen and the row will be highlighted in blue. If the record can be 
edited the Edit button will be displayed, if the record is read only the View button will be 
displayed.  

 

  
 

a. Click the Edit button.  
i. Edit the accessible data fields as required per the instructions in the Add Classification 

or Add Reclassification button sections above.  
ii. Click the Save button when the edits are completed. 

b. Click the View button to view the record detail in each tab. 
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 Only edit the most recent classification recorded. 
 The View button appears to allow the information in each tab of the selected record to be edited, however any edits made 

while using the View  button cannot be saved. 
 

vi. Delete Button  
1. (i) Select the desired initial or reclassification record from the table at the top of the Custody 

Classification for Juvenile screen and the row will be highlighted in blue. (ii) Click the Delete 
button and either. 
a. If the record can be deleted the Warning screen will appear and request user confirmation 

for the deletion request. (i) Click the Yes button, and an information screen will appear 
stating the record was deleted. (ii) Click the OK button to return to the Custody Classification 
for Juvenile screen. 

b. If the record cannot be deleted an information screen will appear stating the criteria required 
to delete a record. Click the OK button to return to the Custody Classification for Juvenile 
screen.  

 

 

 
 

 
 

 
 

 Only the most recent classification recorded can be deleted. 
 

vii. Cancel Button  
1. Click the Cancel button and unsaved information will be cleared. 

viii. Print Button  
1. Select the desired initial or reclassification record from the table at the top of the Custody 

Classification for Juvenile screen and the row will be highlighted in blue. 
2. Click the Print button and the completed form for the selected record will display in the report 

viewer screen, either the: INITIAL CUSTODY DESIGNATION FORM  or CUSTODY 
RECLASSIFICATION FORM . Both forms display the juvenileôs demographic data, classification 
scoring, and placement considerations.  
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d. Population Board Button  
Click the Population Board  button and the Population Board screen will appear. The screen will 
display view only information in the Juvenile Information  and Case Management areas of the screen 
and allow the user to view, add, or edit medical and housing alerts in the Alerts area of the screen. The 
screen also allows the user to generate population board strips using the Print Strips drop-down 
menu.  
 

 
 

 
i. Search  Menu 

1. From the Population Board screen (i) click the Search drop-down menu, (ii) select the By 
Juvenile Number (Current population only)  option from the drop-down menu, and the Find 
Juvenile screen will appear. (iii) Follow the instructions in the Admissions by Juvenile Section to 
find and select the appropriate juvenile record and the selected juvenileôs information will appear 
in the Population Board screen. 
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 By default, the search is performed on the current population only. As a result, the user can only select a juvenile that has an 

open direct care admission. 
 

 Refer to the Login & Search User Manual for instructions on how to navigate the Find Juvenile screen in the Windows BADGE 
application. 

 Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Find Juvenile screen in the 
BADGE web application. 

 
a. The color of the Population Board screen is determined by the Commitment Status  of the 
juvenile as follows: ñREGULARò displays the standard BADGE background color (the 
BADGE background color changes every quarter), ñMAJORò displays as orange, and 
ñSERIOUSò displays as blue. 
i. The color of the Custody Level and Self -Injury Alert Level  fields also change based 

upon the severity of the level.  
 

Commitment Status ñMAJORò 

 

Commitment Status ñSERIOUSò 

 
 

b. Juvenile Information  Area 
i. This read only area displays the selected juvenileôs Juvenile Number , Juvenile Name , 

Date of Birth , and Age. 
ii. Info  button 

1. Click the Info button and the Juvenile Information screen will appear. 
 

http://www.djj.virginia.gov/documents/admin/info-services/Login-Search.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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 Refer to the Login & Search User Manual for instructions on how to navigate the Juvenile Information screen in the BADGE 
Windows application. 

 Refer to the Juvenile / Adult Search & Information Manual for instructions on how to navigate the Juvenile Information screen 
in the BADGE web application. 

 
c. Case Management  Area 

i. This read only area displays the selected juvenileôs Stature , LOS Minimum Months , 
LOS Maximum Months , Early Release Date , Commitment Date , and Date Arrived .  

d. Alerts  Area 
i. The Custody Level and Self -Injury Alert Level fields will auto-populate. If applicable, 

(i) select Medical Alert 1 and Medical Alert 2  using the corresponding drop-down 
menus. If applicable, (ii) select Housing  Alert 1 and Housing  Alert 2  using the 
corresponding drop-down menus. (iii) Enter any necessary information into the 
Additional Info textbox.  

ii. (i) Click the Save Strip button and the Population Board information screen will appear. 
(ii) Click the OK button to return to the Population Board screen. 

 

 

 

 
ii. Print Strips  Menu 

1. There are four Print Strips  menu options that assist with managing the location of each 
resident and the population in each unit. From the Population Board screen, (i) click the Print 
Strips  drop-down menu and (ii) select the desired option: (a) Saved but not yet printed , (b) 
Selected Juvenile , (c) Created by Current User , or (d) Facility . 

 

http://www.djj.virginia.gov/documents/admin/info-services/Login-Search.pdf
https://www.djj.virginia.gov/documents/admin/info-services/Search-Info.pdf
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a. Saved but not yet printed  
i. Select the Saved but not yet printed  option, and the report will appear in the 

Population Board Strips report screen.  
ii. If necessary, (i) select the Facility from the drop-down menu, (ii) click the Generate 

button, and the refreshed report will appear in the Population Board Strips report screen. 
iii. Click the ñXò button to close the report screen and return to the Population Board screen.  

 

 
 

b. Selected Juvenile  
i. Select the Selected Juvenile  option, and the report will appear in the Population Board 

Strips report screen.  
ii. Click the ñXò button to close the report screen and return to the Population Board screen.  

 

  
 

c. Created by Current User  
i. Select the Created by Current User  option, and the report will appear in the Population 

Board Strips report screen.  
ii. If necessary, (i) select the Facility from the drop-down menu, (ii) click the Generate 

button, and the refreshed report will appear in the Population Board Strips report screen. 
iii. Click the ñXò button to close the report screen and return to the Population Board screen.  
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d. Facility  
i. Select the Facility  option, and the report will appear in the Population Board Strips 

report screen.  
ii. If necessary, (i) select the Facility from the drop-down menu, (ii) click the Generate 

button, and the refreshed report will appear in the Population Board Strips report screen. 
iii. Click the ñXò button to close the report screen and return to the Population Board screen. 

 

 
 

iii. Close Button  
1. Click the Close button on the Population Board screen to return to the DC Admission History 

screen. 
 

 
 

e. Chargeable Offenses Button  
Click the Chargeable Offenses  button and the Chargeable Offenses for screen will appear. 
Information related to the Date, Chargeable Offense, Disposition/Appeal Decision, and Facility is 
displayed in a table at the top of the screen. The user can view, add, or delete the juvenileôs chargeable 
offenses information on this screen. 
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i. Add Button  

1. (i) Click the Add  button and the fields at the bottom of the screen will become accessible. Select 
the applicable (ii) Offense  Date from the calendar drop-down menu. 

2. The system will default to having the Time Unknown  checkbox selected. If the Offense Time  is 
known, (i) uncheck the Time Unknown  checkbox and (ii) enter the Offense Time . 

3. Select the Discovery Date  from the calendar drop-down menu.  
4. (i) Select the Disposition  from the drop-down menu. If ñDismissedò is selected for the 

Disposition , (ii) select the Reason Dismissed  from the drop-down menu.  
a. If ñDue Process Violationò is selected for the Reason Dismissed , select all applicable Due 

Process Violation Reason checkboxes.  
5. Select the Facility  from the drop-down menu. 

a. If ñBon Air Juvenile Correctional Centerò is chosen as the Facility , (i) select the Housing  
Unit  and (ii) Location from the corresponding drop-down menus. (iii) If ñOtherò is selected 
as the Location , enter the details of that location in the Other Location  textbox.  

b. If any facility other than ñBon Air Juvenile Correctional Centerò is selected as the Facility , (i) 
select the Housing Unit  from the drop-down menu. The Location  field will auto-populate to 
ñOther.ò (ii) Enter the details of the location in the Other Location  textbox.  

6. (i) Select the Chargeable Offense from the drop-down menu and (ii) enter the chargeable 
offense description into the Description textbox. (iii) Select the applicable radio button to 
indicate if there were Multiple Offenses  from Same Episode . 

7. Select the applicable Appeal  radio button.  
a. If ñYesò is selected for the Appeal , select the Appeal Final Decision from the drop-down 

menu.  
8. Enter the (i) Reviewing Shift Commander , (ii) Reading Shift Commander, and (iii) 

Reviewing HRC  in the corresponding textboxes.  
9. Click the Save button, and the chargeable offense record will appear in the table at the top of 

the screen.  
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 The Time Unknown  checkbox will automatically be checked. If the Time Unknown field is selected for the chargeable 
offense, the Offense Time field will not be accessible. 

 The Reason Dismissed  field is only accessible if the chargeable offense selected has a ñDismissedò disposition. 

 The Due Process Violation Reason  field is only accessible if ñDue Process Violationò is selected as the Reason Dismissed . 
 If ñDue Processò is selected for the Reason Dismissed  at least one Due Process Violation Reason  must be selected. 
 The facilities displayed in the Facility  drop-down menu are restricted to (i) the facilities in which the juvenile resided and (ii) the 

facilities to which the user has been granted data entry permissions. 
 The housing units displayed in the Housing Unit  drop-down menu are restricted to the units in which juvenile was placed at 

the facility selected.  
 The Location  field is only accessible if ñBon Air Juvenile Correctional Centerò is selected for the Facility . 
 The Other Location  field is only accessible and mandatory when ñOtherò is selected for the Location . 
 The ñNot Setò radio button for the Multiple Offenses from Same Episode  field will automatically be selected. It is mandatory 
for the user to select either the ñYesò or ñNoò radio button for this field.  

 The Appeal Final Decision  field is only accessible if ñYesò is selected for the Appeal . 
 The Reviewing Shift Commander, Reading Shift Commander, and Reviewing HRC  fields are mandatory and must be at 

least five characters. 
 

ii. Edit Butto n 
1. Select a record from the table at the top of the screen and the record will be highlighted in blue.  
2. Click the Edit  button and the fields at the bottom of the screen will become accessible. 
3. Edit the data fields as needed (see the fields described in the Add Button section immediately 

above).  
4. Click the Save button when the edits are completed.  

 

 
 

iii. Delete Button  
1. (i) Select a record from the table at the top of the screen and the record will be highlighted in 

blue. (ii) Click the Delete  button and the Deletion Confirmation screen will appear. (iii) Click the 
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Yes button on the Delete Confirmation screen to delete the record. (iv) Click the No button on 
the Delete Confirmation screen and return to the Chargeable Offenses screen. 

 

 

 

 
iv. Refresh Button  

1. Click the Refresh button to ensure the most current information is being displayed.  
 

 
 

v. Cancel Button  
1. Click the Cancel  button and unsaved information will be cleared. 
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vi. Close Button  
1. Click the Close  button to return to the DC Admission History screen. 

 

 
 

 
vii. Print Button  

1. Click the Print button and the Report Viewer screen will appear displaying the Chargeable 
Offenses Report for the selected juvenile. The report displays the Date, Chargeable Offense, 
Facility, Location, Disposition, Reason Dismissed, Appeal, and Appeal Final Decision 
information for all of the juvenileôs chargeable offenses. 

 

 

 

 
f. DC Forms Button  

Click the DC Forms  button and the Direct Care Forms screen will appear. The user can view 
completed direct care forms or add new Visitation, Vulnerability Assessment, and Residential Transfer 
forms. Any completed forms will be listed in the table at the top of the screen by Form Type and Date 
Completed. The available form types are summarized in the table below.  
 




































































































































































