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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 BADGE Juvenile & Adult Information Screen s
User Manua | 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

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

« @ & In order of appearance (from left to right): go Back to Parent Report ;
Report Viewer Buttons (2 of 4) Stop Rendering report; and Refresh report.

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

Find | Mext

A record with text displayed in red font generally indicates there is an
Info Button and/or fal erto associated wiTpohewan aert, ¢liekthe j
Text in Red Font red and white Info button or select the Alerts tab on the Juvenile
Information screen.

Icon displayed on

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

Icon displayed on

The Ai 0 icon typically displays w
- r e
Information Screen

results of a guested action, fo
This also displays when there is additional information for field.

o [ﬂﬂﬂ
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Style/Symbol/Button Meaning

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

Close Button

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

P= Yes No [l Unknown

In the BADGE Manual
Style/Symbol Meaning

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

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

Underlined application generated report. Cased to match.

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

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

%\,f 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 Juvenile & Adult Information Screens __ in the BADGE
application.

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

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

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

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

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

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

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

All potentially sensitive data have been removed from all screen images presented in this manual.
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Juvenile and Adult Information Screens
To access the Juvenile Information and Adult Information screens the user begins by performing a juvenile or
adult search.

Search for a Juvenile
1. From the BADGE home screen (i) click the JTS Search menu, (ii) select the For Juvenile option from the
drop-down menu and the Find Juvenile screen will appear.

[ &aoce | = X
File | JTS Search | JTS Modules  Help
For Juvenile

© ForAdult

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

ZF Referto Appendix A for alternative methods to access the Juvenile Information screen.

Find Juvenile Screen
On the Find Juvenile screen, search for a juvenile by selecting appropriate options on one of the three
available tabs: Find Juvenile, Direct Care Population, or Detention Population.

Iq Find Juvenile | X

| Find Juvenile |Direct Care Population | Detention Population

Search by Last Name Use Wildcard
© Juverile Number Name Suffix Include | MNone
(O DC Number First Name Use Wildcard
() Intake Case Number Include Altemative First Mame Spellings
(0) Caseload Number Hias SSN
() Advance Search DOEB / Age DOB Age
(C) Previous Selections Street Address (Full or Partial)
ZIP Code Phone (Home, Cell, or Work)
duvenie Number Find Juveniles with Commitment(s) to the State Clear Al
Show Last Results Find Cancel

©F Refer to the Login & Search Manual for information on how to navigate the Find Juvenile screen in the BADGE Windows
application.

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

Juvenile Information Screen
Once the user successfully completes a search using the Find Juvenile screen, the Juvenile Information
screen will appear. The upper half of the Juvenile Information screen will always display the Juvenile Number
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SSN, Juvenile Name , Date of Birth , Age (Years - Months) , Race / Ethnicity , Resident of , Genetic Sex ,
and an Image of the juvenile (if available).

o A TR o sEe — b4
Juvenie Information
Juvenile info
Juvenie Number 5 i SSN | e
Juvende Name | BTN TR R el Offense History
DteofBth B M Age (Years - Mordhs) | Hali s ktcko
Race / Bthniciy |l “S "mpam Direct Care
Resident of | Imumaiieges Genetic Sex | i Caseload
Ifo/Face Sheet Aias  Case Workers IDMaks Detention nfo {Aets | Famiy Access Log Deteniin
Recorded Alerts Incident Reporting
View./Change GMS
Print Alerts
Close

The right side of the Juvenile Information screen contains the following buttons:

Juvenile Information Button Summar
Screen Buttons y

The Offense History button displaystheJ uveni | eb6s Of feenissirea table ia lbveer half
Offense History of the screen. TheJ u v e n iOffersé History t abl e di s p | a yOffenselDate, Ofiense n i
Description, and Guilty adjudication information.

The Direct Care button displays the J u v e n iDireet Gare Admissions records in a table in lower
Direct Care half of the screen. The J u v e n Direet €ae Admissions t abl e di s p | ayDE Nantber,
Admission Date, Release Date, and Release Info information.

The Detention button displaystheJ uveni | eds Secur e D erécerdstiniatableirA d
Detention lower half of the screen. TheJuveni |l eds Secur e Detteebnlte odni sApdlnma yss
Case #, Opened by, Detaining FIPS, Admitted and Released dates, and Release Info information.

The GMS button displays the Gang Management System (GMS) information in the lower half of the

screen. The Gang Management System (GMS) section displays the Number of Validated GMS

E— Investigations by Gang Observations and Gang Validations , and the Gang Membership History
table that contains Gang Name, Gang Set Name, and FIPS.

1. Juvenile Info Button
When the Juvenile Information screen appears the Juvenile Info button on the right will be automatically
selected. The Info/Face Sheet, Alias, Case Workers, ID Marks, Detention Info, Alerts, Family, and Access
Log tabs will be displayed in the lower half of the screen.
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Juvenile Information

Juvende Nurber | T ssn Juvenie Info
Juvenile Name | PESS =Y - mmypy Offense History
Date of Bith | = = Age (Years - Months) | Mom P Intake
Race / Bthnicity | Bema i Direct Care
Residertof Lo o Genetic Sex | Mam Caseload
l Ifo/Face Sheet Mias  Case Warkers |DMarks Detertion ifo DNA Vedfication Aeris Famiy Access Log Detention

Recorded Alerts incident Reporting

View/Change GMS

Prirt Mlerts.

Close

The data in the Juvenile Information area at the top of the Juvenile Information screen cannot be edited.

The Alerts tab is always displayed first when the Juvenile Information screen is initially opened.

When the user accesses the Juvenile Information screen from another BADGE module screen using the Info, Juvenile Info ,
Juvenile Information , or View Info buttons, the Juvenile Info , Offense History , Intake, Direct Care , Caseload , Detention ,
Incident Reporting , and GMS buttons will not appear on the Juvenile Information screen.

Refer to Appendix A for alternative methods to access the Juvenile Information screen.

Info/Face Sheet Tab
The Info/Face Sheet tab contains the following three radio buttons that may be selected to display
specific information: General Information , Address Information , and Birth/Family Information . The
Info/Face Sheet tab also contains the Last Modified by field, Print Face Sheet and Edit buttons on
the bottom of the tab.
i. General Information Radio Button
1. Select the General Information Radio button to display the Juvenile | nformation , Juvenile
Dri ver 6s,atdiJueanite sPbone/E -mail sections.
a. Juvenile Information Section
i. The Juvenile Information section displays fields for Height (in ft. and in.), Weight ,
color for Eyes and Hair, School , Grade, and if the juvenile is a Registered Voter? .

b. Juvenil e Dri Wectiohs License
i. TheJuvenil e Dr i wetiofdspldys fieldsroslécense #, State Issued , and
Status .

c. Juvenile Phone/E-mail Section
i. The Juvenile Phone/ Email section displays fields for thej u v e rHorhee @el, and
Work telephone numbers, and E-mail address.

Revised 11/2025 3|Page



BADGE Manual

BADGE Juvenile & Adult Information Screens User Manual

o ; — = - v
Juvenie Information
Juvende Number SSN ‘%‘ - venie
Suvende Name 5 8 Bufilisn sgemmm = (Offense History
Dateof Buth | EemEm Age (Years - Morthe) | el No bage Intake
Race /Bitvicty | il M Direct Care
Resident of 7w i wem Genetic Sex | P Caseload

Detents
Ifo/Face Shee! Mas  CaseWorkers IDMarks Detertion Info DN Vedficstion Mlets Famly Aeoses log .

O tbbumbbion O Bty st rodent Repote

Juveriie information Juverile Diver's License - Linknown GMS
Weigh &' [1 * Weght |210
Color. Eyes | Bhue Hair | Brown
Schodl | Bear Creex Academy Juvenike Phone/Emall
Grade |Grade 9 Home |{543) 734-1300 Cell |(167) 5656241
Flegisterad Vober? Wiork =
Emai
Lest Modfied by | LaKenisha K. Dison on 08/06/2021 Edt Juverile Infarmation Frirt Face Shest CQose

The Juvenile Dr i v dicelise section may indicate avalue ( A No n e 0 o0 r) bésédrok thedStatusd entered.

ii. Address Information Radio Button
1. Select the Address Information radio button to display the Current Home Address and

Revised 11/2025

Address History sections.

agl Py s el = X
Juvenile Irformation
Juvenie Info
Juvenile Number SSN | EeEmr
Juvende Name |ty 870 il s Cffense History
Dateof Bith | SR EE Age (Years - Morihs) 108 i Intake
Race / Ethnicty |l | S Direct Care
Resident of WP "0l Genetic Sex | Mmmam Caseload
ido/Face Sheet  Mias  Cave Workers ID Marks Detartion ko DNAVedficstion Mleria  Famly Aocess Log Detertion

O General Information | ©) Address Information 7) Bith/Family Information Incident Reporting

Cumert Home Address oS
- = = 2dd Edn

Address History Show Address History

Print Face Sheet
Last Modied by ol . 1 Edit Juverile Information Close

Current Home Address Section
The Current Home Address section displays the current home address for the selected
juvenile.
i. Add Button
1. Toaddaj uv e mew Gurdeat Home Address , click the Add button and the Enter
Juvenile Address screen will appear.
a. On the Enter Juvenile Address screen type the (i) Address and (ii) Zip Code into
the corresponding fields.

i. For zip codes located in Virginia, click the Find City by Zip Code button and
the City/Town , State, and City/County of Residence fields will auto-
populate.

ii. For non-Virginia zip codes enter (i) City/Town , (ii) State, and (iii)

City/County of Residence fields manually.
2. Click the Save or Cancel button on the Enter Juvenile Address screen to perform the
stated action and return to the Info/Face Sheet tab.
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s Py e k™

= x

Juvenile Information
- Juverile Info
Juvenile Number SSN | EEEmFE
Aevarile O — = Offense History
- P No Image: Intak
Dateof Brth |#W"B 8% Age (Years-Months) |08 Avaloble e, 0 Enter Juvenile Address
Race / Ethnicity | Wil | S Direct Care
Address
Residert of | Il "l Genetic Sex | Fmmam Caseload !
ifo/Face Shest W, A Ve > Detention
Aias  Case Wiokers ID Marks Detertion ko DNAVerficaton Mers Famiy Access Log Zp Code Eind City by Zip Cods
) General Infornation ) Address Information ) Birth/Famiy Information Incident Reporting
City/Town

Cumert Home Address

Show Address History

GMS

State

City/Courty of Residence 539 Other/Unknown

Save

Cancel

Prnt Face Sheet

Last Modified by Edt Juvenie Information

ii. Edit Button
1. Toeditt he | u Cwrant HoméAddress , click the Edit button and the Update
Juvenile Address screen will appear.
a. On the Update Juvenile Address screen type the (i) Address and (ii) Zip Code
into the corresponding fields.

i. For zip codes located in Virginia, click the Find City by Zip Code button and
the City/Town , State, and City/County of Residence fields will auto-
populate.

ii. For non-Virginia zip codes enter (i) City/Town , (ii) State, and (iii)
City/County of Residence fields manually.

2. Click the Save or Cancel button on the Enter Juvenile Address screen to perform the
stated action and return to the Info/Face Sheet tab.

sl — X
Juvenie Information
juvenile Info
Juvenile Number SSN |
Juvenile Name ks W IRE . e Offense History
= No Image
Dateof Buth | NN Age (Yoers - Morhs) | NN Avalable riake 4 Update Juvenile Address
Race / Bthnicity | W1 S Drect Care
Address |
Resdentol M 5 i wm Genetic Sex | P Caseload
bfo/Face Shest Ajas  Came Workers D Marks Detention Info DMA Vedfication Mets Famiy Access Log Detertion TE
D) General Information € Address Information () Bath./Family Information Incident Reporting City/Town
Curmert Home Address
GMS
- - add Edt State v
City/Courty of Residence ~
Address Histoy Show Address History —
Print Face Sheet
Last Modfied by Edit Juvende Information Close

The State abbreviation and the City/County of Residence can be typed in the field instead of using the drop-down menus.
The address fields are for the juvenileds home addr egugeniland s
resides (e.g., Bon Air JCC or a CPP).

b. Address History Section
The Address History section lists all the recorded addresses for the selected juvenile.
i. Show Address History Button
1. Click the Show Address History but t on and fddress fistow aitibhel e 6 s
displayed in a table in the Address History section. The table displays the Juvenile
Address, From Date, and To Date.
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() General Information € Address Information

Show Address History Current Home Address

Address History

Address History

BADGE Juvenile & Adult Information Screens User Manual

() Birth/Family Information

Add Edit

Show Address History

Juvenile Address

Print Face Sheet

From Date To Date

ii. Birth/Family Information Radio Button
1. Select the Birth/Family Information
and Juvenile Family Information sections.

] B — m—— - %

Juvenile Information -
uvenile

Juvenile Number SSN [ ekl

duvenie Name  fa | T iy Offense History

Dateof Bith |GWWEEPE  Age (Years- Months) | i :‘;a"’;;: Intake

Race / Bthnicty | S - s Direct Care
Residernt of Mas "Il u Genetic Sex | e Caseload

bifo/Face Sheet Miss  Case Workens ID Markn Detertion Info  DNA Verficsbon  Merts  Family  Acoess Log Detention

© General formation () Address Ifommation | Q) Bitth/Family Infomation

Juvenile Bath Information GMS
State of Bith Verfication |None

Birth Country

Incident Reparting

Birth Certficate #
Juvenie Family Information by
Mather's Maiden Name
Annual Famiy Income
Living wih
Print Face Sheet

Last Modified by Edit Juvenile Information Close

a. Juvenile Birth Information  Section
i. The Juvenile Birth Information  section displayst h e
County , Verification , and Birt h Certificate # fields.
b. Juvenile Family Information  Section
i. The Juvenile Family Information
Name, Annual Family Income , and Living with fields.
iii. Last Modified By Field

j

radio button to display the Juvenile Birth Information

u Gtateaf Bigh) Birt h

1. The Last Modified by field will auto-populate with the name of the user who made the most
recent modifications to the juvenile information record and the date those changes occurred.

iv. Print Face Sheet Button

1. Click the Print Face Sheet button and the Report Viewer screen will appear and display the

Juvenile Face Sheet report.
a. The Juvenile Face Sheetreportc ont ai ns
caseworker, and identifying marks information.

Revised 11/2025
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Asversie fommagon
Suvende Number

Arvenie Name

Date of Beth

Race / Ethricty

Resdert o
Info/Face Sheet  Ajas

© General Information

Juvenile Information

Lest Modfied by

LaKenisha K. Dixson

SSN

Age (Years - Mortha)

Genetic Sex

Case Workers  ID Marks  Detention Info  DNA Verfication

O Address Information

i

Juverile Drivers License - Unknown

on 08/06/2021

Height Weight
Color: Eyes |Mmx Hair 7
School |Ma Juvenile Phone/Email
Grade Home. Ccel
Registered Voter? Work Ext
Email

O Bith/Famiy Information

Mets  Family Access Log

Edit Juverile Information Print Face Sheet

Intake
Direct Care
Caseload
Detertion
Incident Reporting

GMS

Close

v. Edit Juvenile Information Button
1. Click the Edit Juvenile Information button and the Edit Information for Juvenile Number screen
will appear. The Edit Information for Juvenile Number screen contains the Name/Address
Information, General Information, and Birth/Family Information tabs. These tabs allow the user
toupdatethej uveni |l eds

a. Name/Address Information

B Rzl Visea
1 ol S gdn - wx - Fual | Mt
i St Juvenile Face Sheet
JinvErile i dinvenils Hame:
SR [Ee2] e T
[~
e Hrgarar o Lt
tegmt  t  m frrn—
tame Fhone: L) Hron)
ks Image
Adren
G
i Cugay
= hare
[ —
fon 2ol Pheme
2
omz Ehare
Vil M ame
21 Zhon,
TR
e Fhare
S
g5l 0E Zall Pl
CURRENT STATUS - Mo data foond
CASLWORKZRS M cota wurd
LGS - ho data e
W1 AAARSEE - o duts e

Tab

demographic

nf or mat

i on.

The Name/Address Information tab contains the Juvenile Name , Juvenile Address , and
Juvenile FIPS of Residence sections.

Juvende Irfomaton
Sovenie Number

uverde Name
Date of Beth
Race / Epracty
Resdert of

Juvenile Information
Height

Color: Eyes B

School [Ma
Grade
Registered Voter?

Last Modified by | LaKe

1O General Information

SSN

Age (Years - Morths)

Info/Face Sheet  Aias  Case Workers 1D Marks

Weight

Hair 1

O Address Information

Genetc Sex

Detention Irfo.

DNA Verffication  Alets

Famiy Access Log

© Bith/Family Information

Juvenile Driver's License - Unknown

Juvenile Phone/E-mail
Home:
Work

E-mail

Cell

risha K. Dixson on 08/06/2021 Edit Juvenile Information Prnt Face Sheet

Juvenie Info
Offense History
Iniake & Edit Information for Juvenile Number
Direct Care __Nﬂ"'e/ﬁ*\jljre fomation | General Information  Bith/Family Information
== Juvenie Adcress
Last Name Address o i
Detention S 0, S, 1L 1L, 1V, k2] Nore ~
Incident Repotting First Name 2p Code Eind Ciy by Zp Code
ams Middle Name City/Town =
Genetic Sex O Male © Female State - ~
() s Deceased?* Paste Uk
Al Fields in Bold Are Mandatory
@Y ONo B Unknown Cancel
Close

Juvenile Name Section
1. (i) Type the Last Name, (ii) select the Suffix (if applicable), (iii) type the First Name

and (iv) Middle Name , and (v) select the Genetic Sex .

2. If the juvenile is deceased, click the Is Deceased?* checkbox multiple times to place
the appropriate indicator in the checkbox.

The legend for checkboxes marked by an asterisk is found on the bottom left of the Edit Information for Juvenile Number
screen; a checkmark is Yes, a blank checkbox is No, and a dash mark is Unknown .

If the Is Deceased?* checkbox is selected as Yes, the Address and City/Town fields willauto-p opul at e

Revised 11/2025
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of fields manually.
iii. Save or Cancel Button s

BADGE Juvenile & Adult Information Screens User Manual

1. (i) Type the Address and (ii) Zip code into the corresponding fields. For zip codes
located in Virginia, (iii) click the Find City by Zip Code button and the City/Town ,
State, and Residence of fields will auto-populate.

2. For non-Virginia zip codes enter (i) City/Town , (ii) State, and (iii) select Residence

1. Click the Save or Cancel button to perform the stated action and return to the

Info/Face Sheet tab.

agl Edit Information for Juvenile Number & 8 ]

Name/Address Information  General Information  Birth./Family Information

Juvenile Name
Last Name "=

Suffix r, Sr, L IL I, IV, ete)  None ~
First Name !

Middle Name =

Genetic Sex () Male © Femals

(7] Is Deceased? *

Juvenile Address

Address -

Zip Code
City/Town |

Find City by Zip Code

State

== -

Paste Unknown

All Fields in Bold Are Mandatory

Juvenile FIFS of Residence

Resident of

nm w

*- @ ves (JNo B Unknown

Save

Cancel

When the Save button is clicked a warning screen will appear if another user is making changes on the Edit Information
screen concurrently (see screen image below). Compare the information entered with the information the other user entered
and select the appropriate Leave current DB values OR Submit your changes button to either confirm or deny the other

user o6s

changes.

#5] Juvenile’s information was changed by ancther user after you retneve it ] X
HName Curert DB Values Values You Are Saving

Name Suffc
Frst Name [E— =
MiddeName
Gender ol | -
Mother's Maiden Name
Arnual Famiy Icome | s 8 =
Living With
Address (14 Ine) B e R
Address (2nd ne)
Address (City) Richmond Richmond

2223 2122

Leave curert DE vahues Subm your changes

b. General Information Tab

The General Information tab contains the Juvenile Information

License , and Juvenile Phone/Email

Revised 11/2025
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AUnknowno i s t

BADGE Juvenile & Adult Information Screens User Manual

ol Edit Information for Juvenile Number b= | = =

Name /Address Information | General Irdormationl Birth/Family Information
Juvenile Inforrnatlonl

SSN

Race ] ~
Ethnicity(Hispanic/Latino?) o ~
Height § ~ ° o " Weight .l
Color: Eyes n w Hair ‘i b

School e - Home Phone (%

Grade e Work Phone

Registered Voter? () Yes () Mo E-mail

Juvenile Phone/E-mai

Juvenile Drivers License

Type  Unknown e

Urknown

Cell Phone

Extention

X

- @ Yes [ No @ Unknown Save Cancel

i. Juvenile Information Section
1. Type the juveniled s

S o ci aNumBeeio ther(i) SSM field. Select the (iii) Race,

(iv) Ethnicity (Hispanic /Latino?) , and (v) Height from the corresponding drop-down
menus. Enter the ] u v e n\ii) Weight. Select (vii) Eye Color and (viii) Hair Color

from the corresponding drop-down menus.Ent er
t h gXx) srade &amithle dr@psdown menu.

andsel ect

t h e(ix) Sahoat status e 6 s

2. Select the Yes or No radio button for Registered Voter? to indicate the juvenile®

voter registration status.

he

updating the record.

C.

Revised 11/2025

ii. Juvenile Dr i ver 6 s Sdctioc ens e

d e f a u IEthnicitya drap-elown field and eapnpt deselacted as antoptien by the user

1. Selectthej uv eni | e lcensedype fronethedisType drop-down menu. If the

j uverndirlievigesnsé typeisF u | |

or

, delecaither(ii Stadus from the

drop-down menu, enter the (iii) License # , and select the issuing state from the (iv)

State Issued drop-down menu.
iii. Juvenile Phone/E -mail Section

1. Type in the juvenile6 s H¢me Phone , (ii) Cell Phone , (iii) Work Phone , (iv)

Extension and (v) E-mail, if applicable.
iv. Save or Cancel Button

1. Click the Save or Cancel button to perform the stated action and return to the

Info/Face Sheet tab.

ol Edit Information for Juvenile Number b= | = =

Name/Address Information  General Information  Birth /Family Information

Juvenile Information Juvenile Driver's License

SSN Type  Unknown

Race L] w Unknown
Ethnicity(Hispanic/Latino?) g “

Height § ~ ° ~| " Weight

Color: Eyes ] ~ Hair ~ Juvenile Phone/E-mail

School e - Home Phone (%

Cell Phone

Grade e Work Phone

Registered Voter? () Yes () Mo E-mail

Extention

‘- @ Yes [ Ne @ Unknown Save Cancel

Birth/Family Infor mation Tab

The Birth/Family information tab contains the Juvenile Birth Information

Family Information sections.

and Juvenile

9|Page
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ol Edit Information for Juvenile Number & o = = mmn Y

Name/Address Information  General Information | ;

Juvenile Birth Information

Date of Bith Age (YY-MM) | =i

State of Bith VA Virginia ~ Birth Country

Birth Verfication  Mone e Birth Certif. # Unknown

Juvenile Family Information

Mather's Maiden Name

Annual Family Income ~

Living with - a "um d

- @ ves [ No B Unknown | Save Cancel |

i. Juvenile Birth Information

1. Ent er t he()patewfBth |(ig Age (YY-MM), (iii) State of Birth , (iv) Birth
Country , (v) Birth Verification type, and (vi) Birth Certificate # information.
ii. Juvenile Family Information
1. Enterthe(i)Mot her 6 s Ma iardl sefect the (i) Annual Family Income and
the person the juvenile is (iii) Living with from the corresponding drop-down menus.
iii. Save or Cancel Buttons

1. Click the Save or Cancel button to perform the stated action and return to the
Info/Face Sheet tab.

ol Edit Information for Juvenile Number & o = = mmn Y

Name/Address Information  General Information

Juvenile Birth Information

Date of Bith Age (YY-MM) | =
State of Bith VA Virginia ~ Birth Country
Birth Verfication  Mone e Birth Certif. # Unknown

Juvenile Family Information

Mather's Maiden Name

Annual Family Income ~
Living with - a "um d
- @ ves [ No B Unknown Save Cancel

Leaving the State of Birth field blank will prompt the drop-down menu to auto-select iUnknowna

If the user attempts to save the record without entering the Date of Birth in the MM/DD/YYYY format, the lllegal Date Format
warning screen will appear and the record will not be saved.

llligal Date Format X

° Flease enter date in MW/DD/YYYY format.

b. Alias Tab

The aliastabal | ows t he user to update. the juvenilebs
i. Add Button

1. (i) Click the Add button and the Add New Alias field will become accessible. (ii) Type the alias
into the Add New Alias field, (iii) click the Add New button, and the alias will appear in the
Juvenile Aliases Information list field on the left of the screen.

Revised 11/2025 10|Page
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ii. Edit Button

BADGE Juvenile & Adult Information Screens User Manual

Juvenie Information
Juvenile Number | I

Date of Brth | I W

Resident of g s

Juvenie Aiases Information

Sy —)

SSN | =

Juvende Name TR PR

Age (Years - Morths) | Bl

Race / Bthnictty | s s e

Genetic Sex | Fillalis

ifo/Face Sheet [ A3 | Case Workers ID Marks Detention i DNA Vrficaion.  Nerts  Famiy  Access Log

Ede

Add New Akas

Cancel

Add New

Modfication Hatory

= X

Juvenie Info
Ofiense History
sk
Direct Care
Caseload
Detention
Incident Reporting

GMS

Close

1. (i) Select an alias from the Juvenile Aliases Information
blue. (ii) Click the Edit button and the selected alias will become accessible in the Edit
Selected Alias field. (iii) Edit the alias as necessary, (iv) click the Save button, and the updated

alias will appear in the Juvenile Aliases Information

iii. Remove Button

1. (i) Select an alias from the Juvenile Aliases Information
blue. (ii) Click the Remove button and the selected alias will appear in the Remove Selected
Alias field. (iii) Click the Confirm button and the selected alias will be removed from the
Juvenile Aliases Information

list field.

list field and it will be highlighted in

list field.

list field and it will be highlighted in

o n e B 8 e —

Juvenie Information

Juvenile Miases Infomation

Juvenie Number ¥ < SSN TP
Juvenie Name BT e jm—
Date of Bith 1 155 A ol
Age (Years -Months) | Wl ol
Race / Bthnicity | e -mm s
Resident of | g mmen Genetic Sex | Fialllla

info/Face Sheet Alas  Case Workens IDMarks Detertion Info DNA Verfication Aerts  Family Access Log

Ul Kng

Add
 o— [ Sl e

Modiication Hstory

Juvenie Info
Offense History
Intake
Direct Care
Caseload
Detention

Incident Reporting

Close

Juvenie Information

e ey ———

Juvenie Number ¥ SSN | eu—
duverie Name | IR e past
No Image.
Dateof Bith WL MA  Age (Years - Morths) | Wl o
Race / Bthnicity | ma s s
Resident of | 'megemn s Genetic Sex | Pl
Info/Face Sheet Mias  Case Workers D Marks Detertion ko DNA Verfication Mets  Famiy Access Log
Suvende Alases ifommation
Add Remove
(—
U Kng Coniim
Cancel
Modfication Hatory

Juvenie Info
Offense History
intake
Direct Care
Caseload
Detention

Incident Reporting

Close

iv. Cancel Button

1. Click the Cancel button when adding, editing, or removing a new or existing alias entry to
cancel any changes.

Revised 11/2025

Juvende Information
Juvenie Number | B

Date of Bith .0 W4

Residert of | g

duvenie Alases rfomation

Info/Face Shest Aias  Case Workers 1D Marks

N Ferove Selecied Ass

o o WA e P

SSN | e

Age (Years - Morths) | Wl

Race / Ethnicty | s o v

Genetic Sex | Ml

Add

Detention info  DNA Verfication AMets Family Accesslog

Edt Remove

Corfim

Mod#ication Hatory

Juvende Info
Offense History
intake
Direct Care
Caseload
Detention

Incident Reporting

1l1|Page
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v. Modification History Button

BADGE Juvenile & Adult Information Screens User Manual

1. Click the Modification History button and the Juvenile 6 f\liases Modification History

will display in the lower half of the Alias tab. TheJ uveni | eds

Al

ases

table
thbted i

displays Alias #, Alias, Recorded by, Action (finserted,0flJpdated,00 r Delétedd, and the date

Modified.

2. Click the Standard View button to return to the Juvenile Aliases Information section.

Juvenile Information
Juvenie Number  §F SSN [ b |
Juvenic Name [ ST, [
No Image
Date of Bith | WL LI Age (Years - Months) BRI Avaisble

Race / Bthricty | s - e

Resident of  weges s Genetic Sex  Muliulia

Ifo/Face Sheet Mias  Case Workers ID Maks Detertion bfo DNAVedficaion Mledts Famly Access Log

Juvenie Identfying Marks Infomation
Add Edt

Juvenie information
Juvenile Number | &% il SSN =pemeum

duvenie Name ST (TR pm—"

No Image

Intake Date of Bath .00 WL Avalable

Age (fears - Months) | il

Direct Care Race / Bthricty | s e g

Casshoad Residert of | ‘g i Genetic Sex | Fialills

Detention A .
ifo/Face Sheet Mas  Case Wokers D Marks Deterfion kfo DNA Vedfication Meds Famiy Access Log

Recorded by Action

Modfied

[ standard View

X

Juvenile Info

Offense History

Caseload
Detention
Incident Reporting

GMS

An alias should be edited ONLY if a typographic error exists.
An alias should be removed ONLY when an alias was added in error.

c. Case Workers Tab

The Case Workers tab displays read-only information in the Currently Assigned Primary Caseload
Workers section. The table displays Worker Name, Worker Type, date Assigned, and Phone #.

i. Select arecord inthe Currently Assigned Primary Caseload Workers

highlighted in blue.

table and the row will be

1. For the selected record highlighted in blue, the read-only fields at the bottom of the Currently

Assigned Primary Caseload Workers

Supervi sordwp eNravmies or,andSPp e mei s dnfodnatior: a x

Wo r k e r 6 will e blénhEfor direct care staff.

w1 =re

Juvenile Information
Juvenile Number | T

Jduvenile Info

d. ID Marks Tab

Juvenile Name Offense History

No Image Intaks
Date of Bith Avaiable Intake

Race / Ethnicity Dwect Care

Resident of | Genelic Sex | Wi Caseload

Detention

info/Face Sheet  Aias. \Dvla»\s Detention Info DINA Verficaton Mlets  Famiy  Acosss Log
Curently Assigned Primary Caseload Workers
Workes Type fasigned  Phone &

Incident Reporiing

Worker Name GMS

Worker's FIPS - Worker's Fax

Supenvisor's Name | Feme | m =
Supervsor's Phone

Close

The ID Marks tab contains the Juvenile Identifying Marks Information
displays the ID Type, Description, and Last Update for each identifying mark record. Users can use the

section will display the Wor k er 6 sWoRk IkRRS § s

section containing a table that

Add, Edit, or Remove buttons to make changes to the records in this table. The ID Marks tab also
contains the Recorded by field and Modification History  button on the bottom of the tab.

Revised 11/2025
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oy 1 | =N B o T = b4
Juvenie Information
Juvenile Info
Juvenie Mumber | T 55N
Juvenile Name PR ST = e e R
Dateof Bith | JSN “80  Age (Years - Months) | vl e Intake
Race / Ethnicty | B i e Drect Care
Resident of | X pemyegeys Genetic Sex | Mam Caseload
Detention
Info/Face Sheet Alias  Case Workers | 1D Marks | Detertion Ifo  DNA Verfication  Alets  Family Access Log
“Juvenile Idertfying Marks Information incident Reporting
| Add Edit Remove |
GMS
Last Update
Close

i. Juvenile Identifying Marks Information Section

1. Add Button

a. Click the Add button, and the Add New Identifier screen will appear.

Add New |dentifier Screen

1. Onthe Add New Identifier screen, (i) select Type from the drop-down menu and (ii)

Information in the Description textbox must be as detailed as possible.

og 1 et o

Juverile Information
Juvenie Number | T

Info/Face Sheet  Alias

Resident of | wg pemrpy

SSN |

Juverile Name | IS S
Dateof Bith |l #8i  Age (Years - Months) | el

Race / Ethricy | Bomen sl s

Genelic Sex

Case Worken |0 Marks Delertion ifo  DNA Vefication Mlets  Family Access Log
Juvenile Identfying Marks Information

enter the description of the photo/identifying mark in the Description textbox. (iii)
Click the Open button and the Open file explorer screen will appear.

Recorded by

No Image Available

= x
Jduvenie Info
85 Add New Identifi
Offense History S IeentnEr
No knage ok Identfier
Avaiable d E .
Direct Care
Description
Caseload
Detention
Incident Reporting
Edt Remove
GMS
Image Manipulation
—
Rotate Crop
Cacs
Modéication History
Close

On the Open file explorer screen (i) browse to/select the saved image file, (ii)
click the Open button, and the image will open in the Add New ldentifier screen.

gl Open X 85 Add New Identifier
. i
“ v Gall, Search Gallery
T B Gty ceren ey 2 Type  Profile Photo v
Organize + O~ O © Description
Front view
v [ Desktop | -
£y Home - |
| Gallery E
—]
> Deskt
@ Desktop
> [ Documents © Waldo.jpg = - g
~ @ Eric - Common
Clear
Save

Revised 11/2025

2. Clear Button
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a. On the Add New ldentifier screen, click the Clear button, and the image will be
removed.

3. Rotate Button

a. Onthe Add New ldentifier screen, (i) click the Rotate button, and the image will

rotate clockwise. Continue to (ii) click the Rotate button until the image is
correctly positioned.

a5 Add New Identifier

Identifier
Type  Profile Photo

Description
Front view

95! Add New Identifier
Identifier
Type  Front Photo

Description

Image Manipulation Image Manipulation

Gor Oper e

[ | o -
Save Cancel Save Cancel

The Rotate and Crop buttons are not accessible unless an image is uploaded.

4. Crop Button

a. (i) Click and drag the cursor to form a red box around the area of the image to be

cropped, then (ii) click the Crop button. If the cropped image does not display the
correct area, (i) click the Revert button and crop the image again.

-

a5 Add New Identifier X a5l Add New Identifier X
Identifier Identifier
Type  Front Photo v Type  Front Photo v '
Description Description

Image Manipulation Image Manipulation %
o Open G
Save Cancel Save Cancel ~
4

The Crop button will change to the Revert button after an image area is selected and the Crop button is clicked.

5. Save Button

a. Click the Save button to save changes and return to the ID Marks tab on the
Juvenile Information screen.

6. Cancel Button

a. Click the Cancel button to discard all changes and return to the ID Marks tab on
the Juvenile Information screen.

Revised 11/2025 14|Page
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85 Add New Identifier X

Identifier
Type  Profile Photo v
Description

Front view

Image Manipulation

i

Rotate Crop

I Save I I Cancel |

2. Edit Button
a. (i) Select a record in the Juvenile Identifying Marks Information  table and the row will be
highlighted in blue. (ii) Click the Edit button and the Edit Identifier screen will appear.
i. Edit Identifier Screen
1. On the Edit Identifier screen edit the information following the instructions outlined in
the Add New ldentifier _screen section for the Type and Description fields, and the
Open, Clear, Rotate, Crop, Save, and Cancel buttons.

=R [ Vi o~ - X

Juvenie Information

Juvenie Info ﬂt{ Edit Identifier X
Juvende Number | T SSN
Juvenile Name | PSS e maY -m Offere Hatoy Idertifier

Date of Bith | (=8 =m0 Age (Years - Months) | Wl C— Intake | Type  Front Photo v d
Race / Ethnicty | B i e Drrect Care Description

Resident of | s Genelic Sex  Mam Caseload Front Photo . -

Detention
Info/Face Sheet Alas  Case Workers 1D Marks Detertion Info  DNA Verfication  Alets  Family  Access Log %
Juvenile Identfiying Marks Information — Incident Reporting
Add (e ] Remove B ===

GMS

D Type Descrption Last Update

Image Manipulation

Open Clear
Rotate Crop
Save Cancel
Recorded by |Joseph E. Fraker Modfication History Last Updated by: ' & Spmn Date Updated: = =y

Information in the Description textbox must be as detailed as possible.
The Rotate and Crop buttons are not accessible unless an image is uploaded.

3. Remove Button
a. (i) Select a record in the Juvenile Identifying Marks Information  table and the row will be
highlighted in blue. (ii) Click the Remove button and the Please Confirm confirmation screen
will appear. (iii) Either (a) click the Yes button to delete the identification mark OR (b) click
the No button to cancel the action and return to the 1D Marks tab on the Juvenile Information
screen.

Revised 11/2025 15|Page
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WPV e e T B e - X
Juverie Infomation
duvende Number |7 swl e
Juvenie Nome | Py s Gicie hkog!
Datecf Bith |WAMESEI  Age (Years - Months) |l baks
Race /Bthnicty | Bt e Drect Care
Residertof |lww smwwm Genelic Sex [Wem Caseload Please Canfirm
.ldo/FaeeS-eel Mlas  CassWorkers 1D Marks Detention Info  DNA Verfication Aets  Family Access Log deﬂ
Juvenile Identifying Marks information Incident Reporting 0 ‘Would you like to delete identifying mark from the list?
| s
[ ]
Recorded by | Joseph E. Fraker Modification History

4. Recorded by Field
a. The Recorded by field will auto-populate with the name of the user who entered in the
information for the selected record in the Juvenile Identifying Marks Information  table.

LR L R Bl = X
Juvenie Information .
Jd ile I
Juvende Mumber | T 55N St
Juvenie Name | PR s Offense Hstory
Date of Bith | B8  Age (Years - Morths) | svm e iske
[ —— Drect Care
Resident of | sy Genetic Sex e Caseload
' Detention
Info/Face Sheet  Alas  Case Workers Detention Info  DNA Verfication Alets Famiy Access Log
Juvenile Identfying Marks information Incident Reporting

Recorded by | doseph E.Froker Nodfication Hstoy

5. Modification History Button/ Standard View Button
a. Click the Modification History button to display the read-only Juvenile Identifying Marks
Modification History table that displays ID Type, Description, Action performed, and date
Modified for each identifying mark record.
b. Click the Standard View button to return to the Juvenile Identifying Marks Modification
table default view.

W e T R T = X R T SR, = %
Juvende Ifomation Juvende Infomation
Juvende Number |7 sN davenle ifo Juvende Humber | T ssw [ srvenke i
daverle Name | ST Sl duvenie Name | PR Smm S
Dateof Bith SN SHE  Age (Years -Morthe) | MM e ke Dateof Bith B0 <80 Age (Years - Months) | il to Image sk
Race/EBhnicly |Bims e Direct Care Race /Bihnicty | M i Direct Care
Residentof s mwpw=  Genefic Sex Wem Caseload Residertof |dmws pmewws  Genelic Sex |Mam Caseload
' Detertion Ffo/faca Shest Mas  Cass Wokers DMaks Detentionrfc ONAVedicaon Aets Famly Acosse Log Detertion
Info/Face Sheet Alas  Case Workers. Detention Info  DNA Verfication Mets Family AccessLog Juvenie Identiying Marks Modiication History
Juvenile Identfying Marks information Incident Reperting £ad Eat Remove Incident Reporting

GMS

Recorded by  pummmem | Semee Standard View

Close Close
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" When the Modification History button is selected the button becomes the Standard View button and vice versa.

e. Detention Info Tab
The Detention Info tab contains the following two radio buttons that may be selected to display specific
information:Juvenil eds Det entanddu e rdielre Hd sDetregent i on Ad mi
i Juveniledbs Detention Order History Radio Button
1. SelecttheJuvenil eds Det entradotutt@randehe tatbteiinghe talo will display
thej u v e ndeténeod arder history records. Each record will contain: the associated ICN,
Issuing CSU, date Issued, date Served, date Detained, date Withdrawn, and Detention Home
information.
a. SelectarecordintheJuvenil eds Det enttabtenhe@w dikhe highligistedo r y
in blue, and display the Detaining Offense Information  sub-table. Each record in the sub-
table contains JO, VCC Code, PM, Offense Date, Off. Dec, and Adjudication information.

g 1 T B & = % g 1 T B & = %
Juvenile Information Juvenile Information
Juvenie Info Juvenie Info
Juvenie Number | T SSN Juvenie Number | T SSN
Juvenie Nome 1P T = e Offense Htory Juvenie Nome 1P T = e Offense Htory
Date of Bith | Sl Age (Years - Months) | S 'xz;":bt Intake Date of Bith (=0 =m Age (Years - Morths) | om 'xz;":bt Intake
Race / Bihnicty | B sl men Drect Care Race / Ethricty | Bma i mem Drect Care
Resident of |y pemyegey Genelic Sex | M Caseload Resident of |y pemyegey Genelic Sex | M Caseload
Info/Face Sheet Alias  Case Workers ID Maks Detention info  DNA Verfication Alets  Family Access Log Detention Info/Face Sheet  Aliss  Case Workers 1D Marks Detention info  DNA Verfication  Alets  Family Access Log Detention
© Juvenile's Detention Order History () Juverile’s Detertion Admission Hstory Incident Reporting © Juvenile's Detention Order History () Juverile’s Detertion Admission Hstory incident Reporting
|' TN lssungCSU  lsued  Served | Detamed | Withdrswn Deenion Home aMS |' TN lssungCSU  lsued  Served | Detamed | Withdrswn Deenion Home aMS
Detaining Ofienze Information Demning Dfense mermatan |
JO  VCCCode PM OfienseDale Off Dec. Adjudicabon JO  VCCCode PM OfienseDale Off Dec. Adjudicabon
mL ] mL ]
Close Close
i. Juvenil edbs Detention Admission History Radio But

1. SelecttheJuvenil eds Detent i o nddbdtonandthedable ikthestab avill y

di spl ay t he | uadmission histdrg rembrds Eachtrecoodrwill contain: the

associated ICN, Opened By, Detaining FIPS, date Admitted, date Released, and Release Info

information.

a. SelectarecordintheJuvenil ebds Detent i otabléAttlemowsnilbeon Hi st
highlighted in blue, and display the Detaining Offense Information  sub-table. Each record
in the sub-table contains JO, VCC Code, PM, Offense Date, Off. Dec, and Adjudication
information.

1 —rs & = x 1 —rs & = x
Juverie Infornation Juverie Infornation
Juvenile Info Juvenile Info
Juvenie Number | T 35N Juvenie Number | T 35N
Juvenile Nome  IF=TTT = Gl Halay Juvenile Nome  IF=TTT = Gl Halay
Dateof Bith | Bl 8 Age (Yeas-Months) | Mol s Intake Dateof Bith [N Age (Years - Morthe) | MM oo Intake
Race / Etheicty | limis | e e Drect Care Race / Eihricty | i i e Drect Care
Resident of |y pemyryey Genetic Sex | M Caseload Resident of |y pemyryey Genetic Sex | M Caseload
Io/Face Sheet Mias Case Wokers DMarks Deterton o DNAVerficaton Alets Famiy Access Log Detertion Io/Face Sheet Mias Case Wokers DMarks Deterton o DNAVerficaton Alets Famiy Access Log Detertion
) Juvenile’s Detention Order History | (@) Juvenile’s Detention Admission History | Incident Reporting ) Juvenile’s Detention Order History | (@) Juvenie's Detention Admission History Incident Reporting
ICN lssuing CSU Issued Served Detained  Withdrawn Detention Home | GMS ICN lssuing CSU Issued Served Detained  Withdrawn Detention Home GMS
Detaining Ofienss Information oy s womaier |
J0  VCCCode PM OffenseDate Off Dec. Adjudication J0  VCCCode PM OffenseDate Off Dec. Adjudication
0 - ™ ] = L)
Close Close
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f. DNA Verification Tab

The DNA Verification tab displays the DBSATS Search Date, Search Reason, DNA Sample Received,
Court Notification Date, and Comments section.

L)

Srvenbe Infommaton 7
Juvenile Info

overie Number SN
e o Offense Hitoy
Oste of Bt Age (Year - Mortha) s Intake
Race / Bthricty Direct Care
Randert of Garetic Sex

Caseload

Ifo/Face Sheet Alias  Case Workers 1D Marks Defention Info | DNA Verfication | Meds  Famly Access Log Detention

Incident Reporting
DESATS  Seacn Reason DA Samele  Gout Notfcatin Date

GMS

Add Ede Remove Refresh
Comments

i. Add Button
1. (i) Click the Add button and the DNA Verification screen will appear. The DNA Verification
screen contains the DBSATS Search Date , Search Reason and DNA Sample Received ,
Comments and Court Notification information.

B e

= = x
Juvenile Information
— Juvende Info
duverde Number | i SEN | " 5 DMA Verification for e = - - k3
Juvende Name | T TIIOL. RTR Rl COffense History
No Image Intake DBSATs Search Datez
Date of Bith | | Age (Years - Months) - Avail = S
Race / Bihricty | s “5m e Dvect Care ONA Sample Receives: () Yes () o
Resident of | ImgmaEme Genetic Sex | Maliale Caseload Comments
; " DNA Verdi - . Detention
Info/Face Sheet AMlias  Case Workers D Marks  Detention Info Verfication Alets Family Access Log
- Incident Reporting
BT e Search Reason DRASaTOE  Coust Notfcation Date -
Demville JAOR - 05/27/2025 Court Netifiation

Court Notified Court Type Date Motfication Letter Sent Add

Comments

| Add Edt Remove Refresh

Save Cancel

a. (i) Select the DBSATS Search Date from the corresponding calendar drop-down screen
and (ii) select the Search Reason from the corresponding drop-down menu. Select the
corresponding DNA Sample Received (iii) Yes or (iv) No radio button.

Revised 11/2025

Comments Section

1. (i) Enter any applicable information about the DNA sample in the Comments
textbox.

Court Notification Section

The Court Notification section contains the Court Notification, Court Type, and the Date

Notification Letter Sent information.

1. Add Button

a. Click the Add button on the lower right side of the DNA Verification screen and
the Court Notification screen will appear.

b. Select the (i) Court Notified and the (ii) Court Type from the corresponding
drop-down menus. (iii) Select the Notification Letter Sent to Court Date  from
the corresponding calendar drop-down screen.

i. Update Butto n
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a. (i) Click the Update button to add the DNA information to the Court
Notification section and return to the DNA Verification screen.
ii. Cancel Button
Click the Cancel button to discard the Court Notification information and
return to the DNA Verification screen.

sy DMA Verification for ' = @ (& —-— -4
E/27/ -
DBSATs Search Date: B2
Search Reason:
OMA Sample Received: ) Yo (i Ma —
- - g5 Court Notification x
Commants
Court Notified:
Court Type:
Matification Leter Sent to Court Date: 52225 @
Courl Natification
Court Notified Court Type Date Motfication Letter Sent Lpdate Cancal
Edn
Delete
Save Cancel

2. Edit Button
a. (i) Click the Edit button and the Court Notification screen will appear. (i) Select a
court notification from the Court Notific ation list field and it will be highlighted in
blue. (ii) Click the Edit button and the selected court notification will become
accessible. (iii) Edit the court notification as necessary, (iv) click the Save button,
and the updated court notification will appear in the Court Notific ation list field.

w7 DNA Verificabon for «m = 8 @ wes - mmes s & X
7 Y.
DBSAT's Search Date: /2772025
Search Reason:
DNA Sample Received ) Yes ' No
Comments W Court Notification 0

Court Notified:
Court Type:

Notification Letter Sent to Court Date: S272025 @

Court Notification

Court Notified Court Type Date Notffication Letter Sent

3. Delete Button
a. (i) Click the Delete button to delete the court notification and the Delete DNA
Notification screen will appear. Click the (ii) Yes button to discard the DNA
Notification information or click the (iii) No button to return to the DNA Verification
screen.
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07 DNA Verification for vm = # (i s = s e

s Seun e
Search Reason: ~
DNA Sample Received: OYes O Mo
Comments
Court Natificstisn
Court Notfied Court Type: Date Motfication Letter Sent

Add
Edt

b. Save Button

Delete DNA Notification

o Are you sure you want to delete the selected record?

i. (i) Click the Save button to keep the DNA Verification data and return to Juvenile

Information screen.

57 DNA Verication for m = 8 @ sem - s mms e

et e e
Search Reason: v
DNA Sample Received: OYes ONe

Comments

Court Natification

Court Notified

Court Type

Date Notification Letter Sent

c. Cancel Button

i. (i) Click the Cancel button and the Close DNA Verification form screen will appear.
ii. Click the (i) Yes radio button to discard any changes or (ii) No radio and return to

Juvenile Information screen.

Revised 11/2025
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87 DNA Veriication for m = & @ s - mmss e b

s s
Search Reason:

DNA Sample Received: OYes ONo
Comments

Court Natification

Court Notfied Coust Type

Manassas

Date Notification Letter Sent

Save Cancel

ii. Edit Button

1. (i) Select a DNA Verification from the DNA Verification

Close DNA Verification form

o Are you sure you want to close without saving your changes?

(i) Click the Edit button and the DNA Verification screen will appear.
2. (i) Edit the record as necessary and the (ii) click the Save button. (iii) Click the Cancel button to
discard the changes and return to the Juvenile Information screen.

e

Sovenbe Information

dverde Number SSN
Ssverde Name

Oate of Bt Age (Years - Montha)
Race / Ettracty

Resdert of Genetic Sex

Info/Face Sheet Mias  Case Workers D Marks Detention Info  DNA Verffication  Alerts

Famly Access Log

DNA Sample
Received

DBSATS

Court Notffication Date:

Danville J&D!

X

Juvenile Irfo

Offense History
Itake
Direct Care
Caseload
Detention
Incident Reporting

GMS

Close

list field and it will be highlighted in blue.

o' Court Notification X
Court Notified: v
Court Type: v
Notification Letter Sent to Court Date: 5/27/2025 @~

Update Cancel

iii. Remov e Button

1. (i) Click the Remov e button and the Delete DNA Verification screen will appear. (ii) Click the
Yes button to discard the DNA Verification information or (ii) Click the No button to return to the

DNA Verification screen.

o T S — - X
Juvende I
Aovenie Number gl SSN | mmm—— wbaindiad
Aavende Name BT TR ot .
Datect Bith B lidlin  Age (Years - Morths) | Ml Mo image
Rece /Bhricty | sl ' mpwrm Drect Care:
Resdert o |imgmaitoms. Genetc Sex | M Caseload
Detertion
ifo/fece Sheet Mas  Case Woken 1D Maks Detertonifo ONAVeication Aets Famly Access Log
Incidert Repottng
DBSATS DNA Sample
S Date ‘Search Reason e Cout Notfication Date: M
4 =3 [_Remove | Refreen
Commerts
Gose

iv. Refresh Button
2. Click the Refresh button to display the most current information DNA Verification information.

Revised 11/2025

Delete DNA Verification

o Are you sure you want to delete the selected record?

Yes No
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Juvenie information
Juvenie Number 1 i SSN |
Juvenie Name WINPT R et Offense History
DotecfBeth il Age (Yews-Morths) | il o Fiske
Race /Bhvicty sl ' " Divect Care

Resdent of | imgmanios Genetic Sex | M Caseload

Ifoffoce Sheet Mas  CoseWokes D Maks Detertonifo ONAVedicabon Nes Famly Acoesslog

Close

v. Comm ents Section
3. (i) Type required information about the DNA verification in the Comments textbox.

g. Alerts Tab

Revised 11/2025

The Alerts tab contains the Generated Alerts and Recorded Alerts sections and provides descriptions
for each alert.

i. Generated Alerts Section
1. Generated Alerts are automated alerts created by the BADGE system based on case-specific
information that has been recorded. Generated Alerts are read only.
ii. Recorded Alerts
1. Recorded Alerts are automated alerts created by the BADGE system based on case-specific
information that has been recorded in the system. Recorded Alerts can be added, edited, or
deleted by the user using the View/Change button.

o = = x
Juvenile Information 7 .
luvende info
Juvenile Number | 8% B SSN  Tammeam
Juvende Name | meeemms e e {Ofense;Hislory
Date of Bith |[= [0 i Age (Years - Months) | " 'A‘;""“Wi Intake
Race / Bhnicty e Mas i Direct Care
Resident of | impm:memesms’ Genetic Sex " Caseload
Detention
Info/Face Sheet Alas  Case Workers ID Marks Detention Info  DNA \‘Eﬂ‘lﬁmn Family Access Log
Generated Alerts Incident Reporting
Juvenie has s
Juvende has i i s = = -
Juvenie has i
Reco
- ;
- u e
Pt Alerts
—
Close

Recorded Alerts are current or expired alerts that are manually entered by a user.
The Alerts tab is always displayed first when the Juvenile Information screen is initially opened.

a. View/Change Button
i. Click the View/Change button and the View/Change Juvenile Alerts screen will appear.
1. View/Change Juvenile Alerts Screen
The View/Change Alerts screen contains a table that displays the Alert Cateqgory,
Alert Description, Initiated date, Expired date, and Comments information for each
alert record. Users can use the Add New, Edit, Remove, or Close buttons at the
bottom of the screen to make changes to the records in this table or exit the screen.
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i = — X 51| View / Change Juvenile Alerts X
Juvenie information Aert Category Aert Description Iniiated Expired Comments
Juvende Info
Juvenile Number | 155 = SSN | e 2
Mental Heath
Juveriie Name | mr-egems. pm= e Offense: History
Offendier Aletts
Dete of T Age (Years - Morths) | I ’E"i""“” Intake Mental Heath . e . [ [—
P Direct Care Mertal Heath = [ -
Medications — [Ty
Resident of  smgm e’ Genetic Sex | " Caseload
Detention
forFoce Sheet Mlss  Case Workers ID Maks Detenton o DNAVericator] Aets |Famiy Access Log
Genersted Hets Incident Reporting
Juvenile has - - &Ms
Juvenile has e ‘s e - -
Juvenie has [l Mert Category | Mental Heakh Date Initiated ifa
Recorded Alerts At Deserption | el e Date Expired
e B ot o e e —
——— e mmm m—w m = =
Print Alerts
- mmma
Last Changed by | el imem Date Last Changed | e i S
Close
Add New Edt Delete Close

a. Add New Button

i. Click the Add New button and the fields on the bottom-half of the screen will
become accessible.
ii. Selectthe (i) Alert Category and (ii) Alert Description from the
corresponding drop-down menus. Select the (iii) Date Initiated and the (iv)
Date Expired (when appropriate) from the corresponding drop-down
calendar menus. (v) Type required information about the alert in the
Comments textbox.
b. Save Button
i. Click the Save button, and the alert will appear in the table at the top of the
screen.
c. Cancel Button

i. Click the Cancel button to discard any changes.

ol View / Change Juvenile Alerts X ] View / Change Juvenile Alerts

Aleri Category  Alert Description hiizted  Expired Comments Alert Calegory  Alett Description Infisted  Expired  Comments
L L

Mertal Heatth

Mental Heatth
Offender Alerts Offender Alerts

Wertal Health - — - e — Mental Health . — - e mmm = mEmEmE mmw
Wertal Health = [} - LR L] Wertal Health = " -

Medications — e Medications — -

At Category | Mental Health Date Intizted

Nert Category Al v Date Inflisted
R ——— Date Bxpred Alett Desciption v DateBpied [ O]
Comments =SSR o meE: NN e N EE R mE R mww w7 —
Last Changed by | s i i om Date Last Changed  bm o0 &w Last Changed by Date Last Changed
ot ok Cose £ Deke

When the Add New button is selected the button becomes the Save button and vice versa.

A user with the appropriate privileges can expire an existing alert by editing the Date Expired field.

The Last Changed by field will auto-populate with the name of the user who made the most recent change for the selected
alert and the Date Last Changed field will auto-populate with the date the most recent change was made to the selected alert.

2. Edit Button

a. (i) Select arecord in the Juvenile Alerts table, and the row will be highlighted in
blue. (ii) Click the Edit button and the Date Initiated , Date Expired , and
Comments fields will become accessible in the lower half of the screen.

b. Edit the information as necessary by selecting the (i) Date Initiated and the (ii)
Date Expired from the corresponding drop-down calendar menus. (iii) Update
text information for the alert in the Comments textbox.
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c. Save Button
i. Click the Save button, and the changes will appear in the alert record in the
table at the top of the screen.
d. Cancel Button
i. Click the Cancel button to discard any changes.

85! View f Change Juvenile Alerts X Bl View / Change Juvenile Alerts X
| Mer Catecorv At Descrntion riizted __Expired | Meri Catecorv __Alest Descrintion Irtiztedt
» »

Teral st Ll e A ) Wertal Feath e R B
Ofender Nets | ™l Wl MEPELGESY ST B T T E S Offender Alets e lais  (WEEE ol G e i o™ B
Mertal Health et o & ] e w—— — - —— WMental Heatth ek & ] B o — e ——

Mertal Heath =y = o e ey e S ey pr- Mertal Heath vy = oy e e e S ey pr
Medications e e T Ry e e oy Medications [Ty S ——

Mert Category | Mental Health Date Inited 100 Mt Category | Mental Health Dae lnitisted

Comments = =-=me—mm cmmem cmsmm S—— e S e S— w8 S ——— Co (T g S RS P TR ey g el R e, . —‘

Last Changed by | s B im Date Last Changed | Bn 50 s Last Changed by Mgl ™ fm Date Last Changed I 10
AN Dete Cose e Dokt

3. Delete Button
a. (i) Select arecord in the Juvenile Alerts table, and the row will be highlighted in
blue. (ii) Click the Delete button and the Delete Juvenile Alert confirmation
screen will appear. (iii) Either (a) click the Yes button to delete the juvenile alert
record OR (b) click the No button to cancel the action and return to the Alerts tab
on the Juvenile Information screen.
4. Close Button
a. Click the Close button to return to the Alerts tab on the Juvenile Information
screen.

Bl View / Change Juvenile Alerts X

| Aeri Catecory At Descrintion Irtiated __Exired

Mental Healn L] e — g ———
Offender Alerts s I B L P ol il v Tl B Bl
Mental Health e o e & ] B e m—w — —

Mertal Health e LR R RN L s e
Medications e e T I ey e ey T

Delete Juvenile Alert

Delete should only be used for removing an incorrect entry.
If the alert is no longer valid, please edit the alert and fill in
expiration date.

Are you sure you want to delete this alert?

Alett Category | Mental Health Date btisted

Aert Description | el e e Date Expied | Yes
Comments | = e —me m— e § R m—— e E— e e - m— 0

Last Changed by | e B i s Date Last Changed | B 50 S

Sl =

Only the Date Expired , Date Initiated , and the information in the Comments textbox can be edited. The Date Expired and
Date Initiated can ONLY be edited if a Date Expired was not previously entered.

To edit the Date Initiated or Date Expired for an alert that has already expired, the user must delete the entry and add it
again.

The Date Expired must be after the Date Initiated .

Information in the Comments textbox must be as detailed as possible.

The Delete button should be used for removing an incorrect alert entry ONLY. If the alert is no longer valid, edit the alert and
add the Date Expired .

b. Print Alerts Button
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i. Click the Print Alerts button and the Report Viewer screen will appear and display the

Juvenile Al ert Report .

1. The Juvenile Alert Report contains Juvenile Name, Juvenile#, System Generated
Alerts, Current User Initiated Alerts, and Historical User Initiated Alerts information
for the juvenile.

a. The Current User Initiated Alerts and Historical User Initiated Alerts sections
contain Alert Description, date Initiated, date Expired, and Comments.

i R Bl D o

Juwenills Alert Report
Auvenies.

W = 1 - - — X Swstom Gencraied Alos
Jusznide has calendar awn: doad m
Juvenie Information - -
rfo
Juvenile Number | =% 55N | e
" - — Offense History nlizted Cupires

Date o fith I 00 Age (Years- Morihs) | T P [ -

[T — Direct Care Awon
Resdent of  wmum = smeame Genetic Sex | fmum Caseload

Wfo/face Shest Miss  Case Wokers 1D Maks Detention ko DNAVemicaton Aots  Famdy  Access Log it oot sl S TTARGE e Flin

& Reaures Meslal Heskn Sevizes Transtion Plan

Keawres Merlal lleskn Semazes |@nstot Fan
Snrremens

32 Prasa 1 001

The Alerts tab can also be accessed by clicking on the Alert! Info button found on various BADGE screens.
The Alert! Info button will be red if the juvenile has documented alerts.
If the juvenile does not have any alerts, DO NOT put in an alert stating the juvenile has no alerts.

h. Family Tab
The Family tab contains the following three radio buttons that may be selected to display specific
information: Contacts , Siblings , and Children .
i. Contacts Radio Button
The Contacts (Parents i Guardian 7 Others) section allows the user to enter information for
Parent 1, Parent 2, Guardian , Other 1, and Other 2.
1. (i) Click the Contacts radio button, and the Contacts (Parents 1 Guardian i Others) section
will display. Using the scroll bar on the right, (ii) scroll to the desired contact type (Parent 1,
Parent 2, Guardian , Other 1, and Other 2) to view, add/edit, or remove a contact.
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R e f— x W fE— = X
luvenie Infomation — luvenie Infomation —
Juvenile Number | SN | mmm davente o Juvenie Number | SSN | I Juvente o
Juvene Name | TSR Re_pempet CEnes By Juvenie Name | B TSR e _sempet Ot Rao)
e [F et e e et R oo [ e e
Race / Bthnicity | mm “mm =y Direct Care Race / Bthnicity | mmn - e Direct Care
Resident of | B Ign Genetic Sex | "aiai Caseload Resdentof | mpmarwme Genetic Sex | "aiai Caseload
ifo/Face Sheet Aias  CaseWorkers IDMaks Defertionifo DNAVedficsion Alerts Accecsl.og Detention Wofface Sheet Mias  CaseWorkers IDMaks Detertion o DNAVeffcation Aets | Famiy [Access Log Detention
O Sbings O Chidren Incident Reporting Cortacts | O Siblings ) Chidren Incident Reporting
Contacts (Parents - Guardian - Others) aMs Contacis (Parents - Guardian - Others) = GMs
- -
Relationship | Father [[J Custody? Edit Remove Relationship Father [ Custody? Ecit Remove|
Home Work |59 Email Home Work | &% Emai
o :
Relationship  Mother 8 Custody? Edit Remove: Relationship  Mother B Custody? Edit Remove]
Home 1 Work = Emai Home i Work - Emal
Clase L | Close
2. Edit Button
a. To edit existing contact information or add new contact information, click the Edit button
adjacent to the corresponding contact type and the Find Adult , Edit Adult , Save, and
Cancel buttons will appear.
i T i = X W & P = X
Juvenile Infomation e Juvenile Information o
Juverie Number [ SSN | Selin Juvenie Number | sl SSN | R e
Juvenie Name | B TS AT B el Cffecas; Hatcay Juvenie Name | B TS 7 B omeeh e Hakory
Dateof Bith |[* "  Age(Yeas-Morths) = < ’;‘;""‘E Intake Dateof Bith |I* M Age (Years- Monihs) | el :‘;:ﬁ Intake
Race / Bhnicty | el =0 "maw Direct Care Race / Ethnicty | il "8 "sgarm | Direct Care
Resident of  ® g wa s Genetic Sex " el Caseload Resident of  ® g wa Genetic Sex  "wlalh Caseload
Vfo/Face Shect fias  Case Wokers [D Morks Deteiion bfo  DNAVerficaion Alets | Famy Acoess Log Detention WfofFace Sheet Aics  Case Wokers 1D Nesks Detertion kéo. DNAVesficbon Alats  Famy Access Log Detention
O Cortacts O Stings (O Chidren Incident Repotting © Cotacts () Shings () Chidren Incident Reporting
Contacts (Parents - Guardian - Others) GMS Contacts (Parents - Guardian - Others) GMS
I R — - Find Adul  Edt Adult
Relationship Father Custody? Remove Relationship |Father ~| [ Custody? [ Save Cancel
Home Work | % = | Emal Home Work % Emal
Parent 2 Parent 2= = Wy
Relationship  Mother B Custody? Edit Remove Relationship  Mother 8 Custody? Edit Remave
Home. Wok [mEemEw  Ena Home i Work Emal
Close Cose

The Edit button is used to BOTH Add or Edit contacts in the Contacts (Parents i Guardian i Others) section.

b. Find Adult Button

i. Click the Find Adult button and the Adult Search screen will appear.
1. The Adult Search screen contains three adult search options allowing users to
search using the Adult Number , Caseload Number , or Advance Search radio
buttons. If a search does not return any results and an adult record is determined to
not exist, an adult record can be created via the Add Adult radio button.

2.

After successfully searching for or adding the adult, the user will be returned to the

Family tab. The corresponding contact name and Email fields will auto-populate.
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=g ama x
Juvenie Information
Juvende Inf
Juvenie Number |11 1l SSN [ e
Juveniie Name | BTN, [ e Offense History

Deto of Buth [JENREI  Age (Years - Months) | Il [ Intake
Race / Bhicty | I "8 MR Direct Care 85 Adult Search X

Resident of (M wE Genetic Sex | "aiisi Caseload

© Adutt Mumber
fo/Face Sheet iz CaseWokers |DMaks Detertionfo DMAVedication Mlefs Famiy Access Log Detention
= (") Caseload Number
© Contacts () Sblings (O Children Incident Reporting » o

Contacts (Parents - Guardian - Others) GMs (O Advance Sea

Parert 1 — = Find Adutt || Edt Aduk () Add Adutt
Relationship |Father v| [0 Custody? [ save || Cancel

— Find Close

Home Work I =T Emal

Pareot 2| n e wy yum
Relationship Mother @ Custody? Edt Remave

Home L] Work Emai

Close

"

Refer to the Login & Search User Manual OR CSU Intake Module User Manual (Adult Criminal Intake Section) for instructions
on how to search for an adult using the Adult Search screen in the BADGE Windows application.

Refer to the Juvenile / Adult Search & Information Manual for detailed instructions on how to search for an Adult using the
following options: Search by Number (Adult Number and Caseload Number) and Advanced Search in the BADGE web
application.

Refer to the Adult Information Screen section below for instructions on using the Adult Information screen.

¢

"

ii. Selectthe Relationship from the drop-down menu.
iii. Custody? Checkbox
1. Click the Custody? checkbox multiple times to place the appropriate indicator in the
checkbox (a check mark in the checkbox indicates the contact has custody; a blank
checkbox indicates the contact does not have custody; and a dash mark indicates

the contactédés custody status is unknown
iv. Enter the (i) Home and (ii) Work telephone numbers in the corresponding fields as
necessary.

c. Save or Cancel Buttons

i. Click the Save or Cancel button on the family tab to perform the stated action and the
user will remain on the Family tab.

o & - = %
Juvenie Information
Juvende Nurber ¥ SSN [ S
Jovene Name | B TIRL. 00 Be_pompeh Oficnas Hidory
Dete of Bith | #™  Age (Years - Months) | el No Image Intake
Race / Bthniciy | S " S Direct Care
Resident of | Iyt Genetic Sex | "uiwl Caseload
hfo/Face Sheet Aias  CaseWoikers |DMaks Detertion ifo DNAVerficasion Alets  Famiy  AccessLog i
O Contacts (O Sblings () Chidren Incident Reporting
Contacts (Parerts - Guardian - Others) =
Parent 1 -y . Find Adul || Edt Adul
Relationship |Father v| O Custody? [Tsave ]| Cancel
Home Wod 9 =2 | Emal
Parent 2| sy e
Relationship Mother @ Custody? Edit Remove
Home (] Work Emai
Close

The Find Adult button should be used when searching for an adult. The Edit Adult button should be used to edit an existing
contact® information.

The Relationship must be selected to save the contact entry.

If the Guardian contact is assigned custody by DSS, click to place a check mark in the Is DSS? checkbox. This field is only
applicable to the Guardian contact.
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Irfo/Face Sheet  Aias  CaseWorkers IDMarks Detenion Ifo  DNA Vedficaion Alets  Family  Access Log
O Cortacts () Stlings () Children Incid
Contacts (Parents - Guardian - Others)
Relationship  Mother 8 Custody? [ Edt ] Remove
Home H [ == |
T
Relationship Family Guardian Edit Remove
Home |1 Work 2 E Email

d. Edit Adult Button
i. Click the Edit Adult button and the Edit Information for Adult Number screen will appear.
The Edit Information for Adult Number screen contains the Name/Address Information,
General Information, and Employment Information tabs. These tabs allow the user to
updatetheadultb s demographic information.

T . - X
Juveniie Infomation r
Juveniie Number | sl SSN | mmmen —i )
Aoveria N o W, e Offense History =;|f Edit Information for Adult Numbe+ X
No Image
Date of Buth | ¥ T Age (Years - Months) Available ke | Name/Address Wﬂmaﬁﬁananem\ Ininrmatinnl Employment Information
oo / Etricty | . B S Xzt Came Adut Neme At Address
Resident of (8 g wa s Genetic Sex  "ami Caseload Last Name Address
Suffn W, Sr. 111 11l V. elc)  None ~
nfo/Face Sheet Mlas  Case Wokers IDMaks Delentionifo DNAVeificaion Mlets  Famly  Access Log LT B =)
- - First Name Zp Code Find City by Zp Code
O Contads O Shlings () Children Incident Reporting  — 3 — iy by Zp
Contacts (Parents - Guardian - Others) GMS Widde Name o Gity/Town =
Parent 1 [ - ~ Find Adutt Genetic Sex @ Male (O Female () Unknown State = ~
Relationship |Father (O Custody? [Save | Cancel [ Is Decease: d? * B s Address Corfidential?*  Paste Unknown
' [ Is Professional? Paste Juvenie’s
Home Work " Emal =
Al Fields in Bold Are Mandatory
Parent 2
- @vYes Oho Unknown Save Cancel
Relationship Mother Custody? Edit Remove a8 — e = =
Home Work Emal
Cose

The Edit Adult button is only available when an adult record is associated with a contact.

1. Name/Address Information Tab
The Name/Address Information tab contains the Adult Name and Adult Address
sections.
a. Adult Name Section

i. Type the (i) Last Name, (ii) select the Suffix (if applicable), type the (iii) First
Name, (iv) Middle Name , and (v) select the Genetic Sex .

ii. If the adult is deceased, (i) click the Is Deceased?* checkbox multiple times
to place the appropriate indicator in the checkbox and the Approx. Date field
will become accessible. (ii) Type the Approx. Date of death in the field.

ii. If the adult is engaged with DJJ in a professional capacity (e.g., DSS, school
officials, LEOS), click to place the appropriate indicator in the Is
Professional ? checkbox.

b. Adult Address Section

i. (i) Type the Address and (ii) Zip code into the corresponding fields. For zip
codes located in Virginia, (iii) click the Find City by Zip Code button and the
City/Town , State, and Residence of fields will auto-populate.

ii. For non-Virginia zip codes enter (i) City/Town , (ii) State, and (iii) Residence
of fields manually.

ii. If the adultd address is unknown, click the Paste Unknown hyperlink, and
the Address , City/Town , and State fields will auto-populate with iJnknowna

iv. | f the adultés addr ess licktbedsAddress r e mai n
Confidential? checkbox multiple times to place the appropriate indicator in
the checkbox.
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v. | f the adultds ad djuversleforiviiom thdy are scantaet, a s
clickthePast e J u hypanlinkl amdbtlse fields will auto-populate.
c. Save or Cancel Button
i. Click the Save or Cancel button to perform the stated action and return to the

Family tab.
a5l Edit Information for Adult Number X
Name/Address Information | General Information  Employment Information
Adut Name Adutt Address
Last Name Address
Suffix r, Sr, 111, 1L IV, etc)  None ~
First Name ZpCods Find Cty by Zip Code
Middle Name ] City/Town
Genelic Sex @ Male (O Female (O Unknown State [ ~
() Is Deceased? * B s Address Corfidential?* Paste Unknown
[ Is Professional? Paste Juvenile’s
All Fields in Bold Are Mandatory
- @Yes ONo @ Unknown | Save Cancel |

The legend for checkboxes marked by an asterisk is found on the bottom left of the Edit Information for Adult Number screen;
a checkmark is Yes, a blank checkbox is No, and a dash mark is Unknown .

If making edits on multiple tabs in the Edit Information for Adult Number screen, click the Save button after all changes are
made.

If the adult is deceased, the Address and City/Town fieldswillauto-popul at e with ADeceased. 0
After selecting the Is Professional? checkbox, the Adult Address section will become unavailable and the user will be
required to enter all mandatory information on the Employment Information tab prior to saving the record.

2. General Information Tab
The General Information tab contains the Adult Information and Adult
Phone /Email sections.
a. Adult Information Section
i. (i) Enter the Date of Birth and the Age (YY-MM) will auto-populate. Select
the (ii) Race and (iii) Height (in ft. and in.) from the corresponding drop-down
menus.f(iv) Type t he aduWdgbts(v)aepa thoMaitahat e
Status from the drop-down menu, (vi) t y pe threi vaedrud, sndlsi c .
(vii) select the state of issuance fromthe St at e | ssued Driver €
drop-down menu.
i. (i) Typet h e a Hoaidl $edusity Number in the SSN field. If the adult is a
U.S. Citizen, (ii) click the Is Adult U.S. Citizen?* checkbox multiple times to
place the appropriate indicator in the checkbox. Select the (iii) Ethnicity , (iv)
Eye Color, and (v) Hair Color from the corresponding drop-down menus. If
located at the Arlington CSU , (vi) input the Docket # .
b. Adult Phone/E -mail Section
i. Typeinthea d u | tHonse Pkione), (ii) Cell Phone and (iii) E-mail in the
corresponding fields.
c. Save or Cancel Button
i. Click the Save or Cancel button to perform the stated action and return to the
Family tab.
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a5 Edit Information for Adult Number B &

Name/Address Informationy | General information | | Employmert Information

*

“Adult [nformation

Date of Bith Age (Y- MM) SSN () Is Adut U.S. Ciizen? "
Race | Ham - Bthnicity (Hispanic/Latino?) v
Height =~ '+~ " Weight Eye Color Unknown ~  Hair Color Unknown

Martal Status < Docket # for Aington CSU)

Divers Lic. # State Issued Diiver's License v

“Adult Phone/Emai

Home Phane Cell Phone E-mail

@ Yes (JNo (@ Unknown | Save Cancel |

3. Employment Information Tab
The employment information tab consists of the Adult Employment Information
and the Adult Employer Address/Phone Number

a. Adult Employment Information

b. Adult Employer Address/Phone Number

i. Typeint he

)Sel ect th

andtypeint h e

Section
e adul tds

sections.

e ngatud gropelowh med at u s

sel ect ppros Datet, (iiis ©Bnplgyeri name, and

(iv) Job Title . If the adult is a law enforcement officer (v) check the Is Adult

Law Enforcement Officer?*

Officer Badge Number
Typeintheadul t

populate.

in the textbox.

Section

checkbox and (vi) input the Law Enforcement

0 s e pAddess redr(ii) Zip Code . (iii) Click the
Find City by Zip Code button and the City/Town and State fields will auto-

For non-Virginia zip codes enter (i) City/Town , (ii) State, and (iii) Residence

of fields manually.

applicable).

adul tPAome numberkand((ii) Bhone Extension (if

If the adult works from home, click the Same as Home hyperlink, and the
Address , Zip Code, City/Town , and State information will auto-populate.
c. Save or Cancel Button
Click the Save or Cancel button to perform the stated action and return to the

Family tab.

95 Edit Information for Adult Number &

Name/Address Information  General Information| |

Adult Employmert: Information
Status  Unknown ~  Pprox. Date

Adult Employer Address / Phone Number
Address

Employer

Job Title

(D) Is Adult Law Enforcement Officer?*

Zip Cade Find City by Zip Code
City/Town  Unknown
Siate Unknown

Phone Phone Extension

~ | Same as Home

- @ Yes (ONo B Unknown | Save

Cancel

be marked Yes (checkmark) or No (blank).

e. Save or Cancel Buttons
Click the Save or Cancel button on the family tab to perform the stated action and the
user will remain on the Family tab.
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e — *
Juvenie Infomation . -
venie bio
Juvenile Number | B s SSN [ e =
o o W, e Offense History
Datcof Bith | f i Age (Years -Monihs) | el Pt kisie
Race / Bthnicty | e ~=m "y Direct Care
Resident of | Mg RS Genetic Sex "=l Caseload
Ifo/Face Shect Mias  Case Workers 1D Maks Deterfion ifo DNA Vrfication Mlats  Famly  Access Log L
O Contacts () Sblings () Children Incident Reporting
Contacts (Parents - Guardian - Others) =
Parent 1 2L =T . Find Aduft | Ede Adut
Relationship |Father ~| O Custocy? [Tsave || cancel
Home Work I8 =% Emal
Parent 2™
Relationship | Mother Custody? Edit Remove
Home . Work Emal
Close

If the Cancel button is clicked without saving changes or additions, the new information will be cleared.

3. Remove Button
a. Toremove aj u v e mrélatioaship with a contact (i) click the Remove button adjacent to
the appropriate contact and the Please Confirm confirmation screen will appear. (ii) Click the
Yes or No button to return to the Family tab.

e —— P - X

Juvenile Information
Juvende Number | sl SsN | mmmR Juverde Info
Juvende Name BTN TR R et Offense History
Dateof Bth | [ 1 Age (Yoars - Monihs) | IR ":;f"iaﬁ Intake
Race / Bhnicty |l ‘58 sy Direct Care
Resident of | ImymE g Genetic Sex | "aiai Caseload Please Confirm
Info/Face Sheet Alas  CaseWorkess |D Maks Detertion bfo DNA Verfication Alerts  Famly  Access Log Deterlon
et Pt i O Qe ‘"““’;:““‘"Q NI 3 het Parends contact Adul il not be deeted
Parent 1 L] - . i ]
Relationship |Father ~| [ Custody? Edit JYes
Home Work ¥ =T Emal
Parent 2| ™=
Relationship  Mother Custody? Edit Remove
Home . Work Emai
Close

Removing an entry from the Family tab will only remove the relationship between the adult and the juvenile, it will not delete
the adult from the BADGE system.

ii. Siblings Radio Button
The Juvenile has/does not have siblings section allows the user to view, add, edit, or remove
sibling information.

1. Click the Siblings radio button, and the Juvenile has/does not have siblings section will
display any existing sibling records in a table at the top of the Family tab. The Juvenile
has/does not have siblings t abl e di s p| aRetatioh, BielingdNanbe| ancdhDPB s
information.

a. Select arecord in the Juvenile has/does not have siblings  table and the row will be
highlighted in blue.
i. For the selected record highlighted in blue, the fields at the bottom of the Juvenile
has/does not have siblings  section will display the selecteds i b | availgble s
demographic information.
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e n s - X
Juvenie Information - -
vende o
Juvenile Number | B s SSN [ e =
o o = Offense History
= = Mo Image Intaks
Date of Bith | = L0 4 Age (Years - Months) | | = Avalable 2
Race / Bhnicity | Rl s =sprs Direct Care
Resident of | Mg RS Genetic Sex "=l Caseload

Ifo/Face Shect Mis  Case Workers 1D Maks Deterfion ifo DNA Vrfication Alats  Famly - Access Log L

() Contacts | @ Siblings | (O Children Incident Reporting

GMS

Tovenie s 2 Sbings

Relation Sibling Name DOB
s —

@ SameMother?* (@) Same Father? * Add Et Remove
@ Same Household?®  Address

School Attendance | Unknown Highest Grade Completed | Unknown

Has Coutt Records? * Interpersonal Relationship | Not Applicable

Namative

b. Add Button
i. Click the Add button, and the Please Enter ALL Available Information for New Sibling
screen will appear.

i acaw = - b4
J‘R* Information al Please Enter ALL Available Information for New Sibling *
Juverds Number ¥ SSH | e ” .
Arvorde Name | BTN AT st Offense Hatory Relation > Save
Date of Bith = . Age (Years - Morths) | 1l e intake ST Cancel
Race / Bhncty Bas =m =mas Dwect Care Suffie (r, Sr. 1AL L TV, etc)  Mone -
Resident of (B gmarwus Genetic Sex | "l Caseload First Name B Has 5ame Mather? *
Wo/Face Sheet Mas  CaseWokes IDMaks Delertion ko DNAVeficalon Mets Famb Accesslog Deecton Middle Name B Has Same Father? *
O Contats  © Shings () Chidren incident Repurting Date of Bith Age (YY- MM)
» e GMS B Livesin Same Household? - @ Yes [JNo (@ Unknown
Rlelation Sibiing Name DOB
e e Address
» T S T 8 Has Cout Record?®  Inierpersonal Relationship — Not Applicable -
e e Eat Femave School Attendance  Unknown «  Highest Grade Completed  Unknown ~
B Same Household? *  Address
Namrative
School Attendance | Unknown Highest Grade Completed | Unknown
1B Has Cout Records? * Interpersonal Relationship | Not Applicable
Narrative Close

1. Please Enter ALL Available Information for New Sibling Screen

a. Onthe Please Enter ALL Available Information for New Sibling screen, (i) select
the Relation type from the drop-down menu. Typet he si blastNangs (i i
(i) First Name , and (iv) Middle Name . (v) Select the Suffix from the drop-down
menu. (vi) Type the Date of Birth using the MM/DD/YYYY format, and the Age
(YY-MM) will auto-populate.

b. (i) Click the Lives in Same Household? Checkbox multiple times to place the
appropriate indicator in the checkbox. If the checkbox is marked yes or
unknown the Address field will be greyed out, if the field is marked no (ii) enter
the sibl i nAgldress in the corresponding field.

c. If the juvenile and the sibling have the same mother, click the Has Same
Mother?* checkbox multiple times to place the appropriate indicator in the
checkbox.

d. If the juvenile and the sibling have the same father, click the Has Same Father ?*
checkbox multiple times to place the appropriate indicator in the checkbox.

e. Il f the juvenilebs si bl iHagColrtRRecord? court r
checkbox multiple times to place the appropriate indicator in the checkbox.

f. Select the (i) School Attendance , (ii) Interpersonal Relationship , and (iii)
Highest Grade Completed from the corresponding drop-down menus.

g. Enter any relevant information about the sibling into the Narrative textbox.

h. Save or Cancel Buttons

Revised 11/2025 32|Page



BADGE Manual BADGE Juvenile & Adult Information Screens User Manual

i. Click the Save or Cancel button to perform the stated action and the user will
return to the Family tab.

al Please Enter ALL Available Information for New Sibling X
Relation ~ Save
Last Name Cancel
Suffie (dr, Sr. LI L IV, et} Mone
First Name B Has Same Mather? *
Middle Name B Has Same Father? *
Date of Bith Age (YY- MM)
[ Lives in Same Household? * - @ ves [ ho B Unknown
Address
B Has Court Record?©  Interpersonal Relationship  Not Applicable w
School Attendance  Unknown ~  Highest Grade Completed  Unknown ~
Narative

The legend for checkboxes marked by an asterisk is found on the middle right of the Please Enter ALL Available Information
for New Sibling screen; a checkmark is Yes, a blank checkbox is No, and a dash mark is Unknown .
Information in the Narrative textbox must be as detailed as possible.

c. Edit Button
i. (i) Select a record in the Juvenile has/does not have siblings  table and the row will be

highlighted in blue. (ii) Click the Edit button and the Edit Information for Sibling screen

will appear.

1. Edit Information for Sibling Screen

a. On the Edit Information for Sibling screen edit the information following the

instructions outlined in the Please Enter ALL Available Information for New
Sibling screen section for all fields, checkboxes, and the Save and Cancel

buttons.
g - aa - . )
= o g Edit Information for B n x

Juvenie Information N

Suverde Narber | fl SN [ mm e Relation ‘wo w Save

= Offense History
daveri Name | BTN (NN et
T Last Name  * Cancel
Dateof Bth [ i Age (Years - Months) | il wadabie =
Suffie (Jr, Sr 1 1L 1L 1V, et
= e i r, S, c) MNone
R o | mymm G Sox |l Caseload First Name B Has Same Mother? *
ioFace Sheet Mss CaseWokes [DMaks Dfenionirio DNAVericatn Aets  Fniy Acces Log Deterton Midde Name 8 Has Same Father?*
O Contacts @ Sbings () Chiden Incident Reporting Date of Bith Age (- MM) | TREE
Juvenie has 2 sbings aMs B . 5
Li ot Househald? - e M, Unknowr
m— frrmmre oon B Livesin Same Househol @ ves O No B Unknown
1t . Address

[ e N T | et e T [ET—
e e —

S School Attendance  Lnknown ~  Highest Grade Completed  Uinknown ~
School Mtendance | Unknown Highest Grade Completed | Linknown Namative

I8 Has Cout Records?* Interpersonal Relationship | Not Applicable

Namative Qose

d. Remove Button
i. (i) Select a record in the Juvenile has/does not have siblings  table and the row will be
highlighted in blue. (ii) Click the Remove button and the Please Confirm confirmation
screen will appear. (iii) Either (a) click the Yes button to delete the sibling or (b) click the
No button to cancel the action and return to the Family tab on the Juvenile Information

screen.
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i acas - = X
Juvenile Information
Juvenie Number | 1 sl SSN | mmm
Juvende Name BTN R B mempeit Offense History
Datecf Beth |B= [ Age (Years - Months) | | uli Pl take
Race / Ethnicty | [l 'S g Direct Care
Res = = Gene =
of | Newien = Ceiad Please Confirm
Ifo/Face Sheet Mias  CaseWorkers 1D Maks Defertionifo  DNA Verfication Mets  Famiy  Access Log o)
O Contacts @ Sbings Chidren kcident Reporting o Would you like to delete sibling?
Juvenie has 2 sibings GMS
Relation Sibling Name DoB
: L — Yes
B Same Mother?* 8 Same Father?* Add Edit
B Same Household? ©  Address
School Attendance | Unknown Highest Grade Completed | Unknown
@ Has Cout Records? * interpersonal Relationship | Not Applicable
Namative Close

iii. Children Radio Button

The Juvenile has/does not have children section allows the user to view, add, edit, or remove

children information.

1. Click the Children radio button, and the Juvenile has/does not have children section will
display any existing children records in a table at the top of the Family tab. The Juvenile
has/does not have children table displays the Child Name, DOB, and Genetic Sex
information.

a. Select a record in the Juvenile has/does not have children table and the row will be
highlighted in blue.
i. For the selected record highlighted in blue, the Narrative textbox at the bottom of the
Juvenile has/does not have children section will display any available notes.

b. Add Button
i. Click the Add button, and the Please Enter ALL Available Information for New Child
screen will appear.
1. Please Enter ALL Available Information for New Child Screen
a. Onthe Please Enter ALL Available Information for New Child screen, type the
childé s LgstiName, (ii) First Name , and (iii) Middle Name . (iv) Select the
Suffix from the drop-down menu. (v) Type the Date of Birth using the
MM/DD/YYYY format, and the Age (YY-MM) will auto-populate. (vi) Select the
appropriate Genetic Sex radio button and (vii) enter any information about the
child into the Narrative textbox.
2. Save or Cancel Buttons
a. Click the Save or Cancel button to perform the stated action and the user will
return to the Family tab.
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