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Key/Legend

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

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

BADGE Application

Style/Symbol Meaning

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

- A Scroll Bar allows the user to move the window viewing area
H Scroll Bar up,_down, left, or right. The Scroll Bar can be \{ertical or
horizontal and is commonly located on the far right or bottom of
: the window.

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

BADGE Module

Style/Symbol Meanin

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

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

=
Wi
b

Underlined and Italicized

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

Updates to the manuals are made frequently and uploaded to DJJ’s website without any
notification. For this reason, it is recommended that you access the manuals solely through the
website instead of downloading and printing them to ensure that you have the most up-to-date

version.
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Community Programs Reporting Module

From the BADGE home screen:

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

BADGE e Community Programs Reposting = &
File JTSSearch | JTSModules | Non-JTSModules Help File FacelVear FiscllAgent Progmms  Help CPR D vty
I Selact VUCTTA Fiscal Agent snd Fan Year

Fiscal Agert =] Fcal Year | - Seach

Locsiey Pl | Fogram Pars | Uses Access

To report an issue please emai DJJ-BADGE fssues @dj virinia gov
have a change to request your RPM or

Every user accessing

PRI ok Localty P | [ Add Localty Flan
Usertiame: Database Name:

Community Programs Reporting Screen

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

e = iy |

..... scal A Proguams Help CPPOa By
ccca
iger: + acavew - [ sonen |

LoKley Flans. | Program Pars | Use: Accees

i
if| §
i

scalty S WMartmarce  Addboral L
Loty pgd Aozaton of Bon Cortriuon

Edt Locaty Pan | | Add Locainy Pan.

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

Community Programs Reparting
Fle FscalVear Fiscal Agent  Progums  Help

Setact VICCEA Fecal Agert and Plan Yesr .

Facal Agert o] Facal vear

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

2. Search for Existing Locality Plan Information
a. To search for locality plan information, select a (i) Fiscal Agent and (ii) Fiscal Year from
the drop-down menus located in the Select VICCCA Fiscal Agent and Plan Year section,
(i) click the Search button, and locality plan information will populate into the

corresponding tabs.

Fcal Age ~] Focal Year - [ Seareh_|
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Refer to the
Plan Info tab
on the
VJCCCA plan
for that fiscal
year to get the
budget
amount(s).
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Edn LocalnyPlan | | Add Locaiey Plan

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

Edit Locality Plan | Add Locality Plan

Communiy Pragrams Regerting =
Fie FucalVesr Fcaldgent Progams  felp CER O ey
‘Select VICOCA Fiscal Agent and Plan Year

Focs g Gy v Fclvew (6 v [Csomn ]

-Jmm Progam Plans | Lser Acoass Congratulations! The budgst is balanced.
Yot B 0m

— e Maromce dton T Th

alty Budget Hocaton of Bt Corsbusion [ Fun

£t Localty Plan | | Add Locaty Pan

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

the Community Programs Reporting — Locality Budget screen will appear.

i

Commanity Prgrars Begaring ol @
File FucalVesr  FiscalAgent  Programs  Help PR Dus By

Selec VIO Focal Agert o Pl Yeor
Focal et Coury v Rcalvew (e v [ Sewen |
Locsky Plars | Progam lan | Ler Access Congratwiations! The budiget is bolanced.
Teta i 0w
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Locaty

Add Locsty Pan

ii. Community Programs Reporting — Locality Budget Screen
1. The Fiscal Agent and Fiscal Year fields will auto-populate. The Total Budget field
will auto-populate to a $0.00 amount until additional amounts are entered into the
State Allocation, Maintenance of Effort, Additional Local Contribution, User
Fees, USDA Funds, Other Locality Funds, Received Funds, Other Funds (1),
Other Funds (2), and Other Funds Source locality plan fields.
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When editing
the locality
budget, the
Delete, Save,
and Cancel
buttons will not
become
available until
the program’s
locality budget
is balanced.
The sum of the
budget line
items must
equal the Total
Budget
amount.

A program and
program
provider must
already exist,
or be added to
the system
prior to the
program’s
budget being
added.
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Commanity Programs Reparting - Locality Budget
Fical Aget Couny
Localy
State Mlocation T
Martenance of Efort

Ackdtionsl Local Cantsbusion

Fiscal Year | 2016

Facavasnd Funds

Ot Funds (1)

Other Funs (2}

User Fons. 5000 Coher Funds Source

USDA Funds

Oter Localty Furnds:

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

button.
3. Cancel Button

a. (i) Click the Cancel button and the Data Changed screen will appear asking if
you wish to save changes to the locality plan, and (ii) click the Yes, No, or
Cancel button. If you click either the Yes or Cancel buttons, you will return to

the Community Programs Reporting — Locality Budget screen, and if you click
the No button, you will return to the Community Programs Reporting screen.

d. Edit Locality Plan Button

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

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

Fiscal Agert

Localty

Other

Community Pragrams Reporting - Locality Budget

County

Courty

USDA Funds $0.00

Locality Funds $0.00

[ESREcE

Fiscal Year | 2016
Totel Budget
Recovered Funds 000
Other Funds {1) 000
Other Funds (2) 5000

Other Funds Source

ii. Delete Button

1.  Click the Delete button and the locality’s VJCCCA plan information will be deleted.

iii. Cancel Button

1. (i) Click the Cancel button and the Data Changed screen will appear asking if you
wish to save changes to the locality plan, and (ii) click the Yes, No, or Cancel

button. If you click either the Yes or Cancel buttons, you will return to the

Community Programs Reporting — Locality Budget screen, and if you click the No

button, you will return to the Community Programs Reporting screen.

4. Program Plans Tab

a. The Program Plan tab displays locality program plan information by program type, 1D,

name, and budget information.

b. At the bottom of the Program Plans tab, two buttons will become accessible after a fiscal
agent and fiscal plan year search has been completed.

Edit Program Plan | Add Program Plan

c. To access the Program Plans tab after searching for a plan by fiscal agent and year, click

the Program Plans tab.

Revised 7/2019
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Each Program
Plan must be
associated
with at least
one Program
Provider.
Refer to the
Add a
Program
Provider
section for
instructions on
how to add a
program
provider.

To add a new
program plan
budget, the
program and
service
provider must
be already
exist in the
system. For
instructions on
how to add a
new program
or service
provider, refer
to the Program
Maintenance
IIICOOG&C vvin
appear on the
Community
Program

Reporting
screen after

the Program
Plan has been
added or
edited.
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d. Add a Program Plan Button

i. (i) Click the Add Program Plan button, and the Community Programs Reporting —

Program Budget screen will appear.

‘Community Programs Reporting
File  FiscalYear Fiscl Agend  Programs  Help O L e

Select VICECA Fiscal Agerd and Pl ear
Fiocal Agart Courey -] Fecalvew[216  + Search

Locaiey Pl | Frogrn Facs | Uner Acceas

- e——

=/ = BEH | communty Programs Reporting - Pregram Budget

Fcal hgart Caunty

Progeam Pen

Cancel

ii. Community Programs Reporting — Program Budget Screen

1. The Fiscal Agent and Fiscal Year fields will auto-populate with read-only

information.

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

program record that is appropriate, and (vii) click the Save button.

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

3. Cancel Button

a. (i) Click the Cancel button and the Data Changed screen will appear asking if
you wish to save changes to the program plan, and (ii) click the Yes, No, or
Cancel button. If you click either the Yes or Cancel buttons, you will return to
the Community Programs Reporting — Program Budget screen, and if you click

the No button, you will return to the Community Programs Reporting screen.

e. Edit Program Plan Button

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

button.
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ii. Delete Button
1.  Click the Delete button and the program plan information will be deleted.
iii. Cancel Button

Only Central 1.  Click the Cancel button and the Data Changed screen will appear asking if you wish

Office staff will to save changes to the locality plan, and (ii) click the Yes, No, or Cancel button. If

have access to you click either the Yes or Cancel buttons, you will return to the Community

make changes Programs Reporting — Locality Budget screen, and if you click the No button, you

on the User : : :

A will return to the Community Programs Reporting screen.

ccess tab.

5. User Access Tab
The User Access tab provides a list of user names that can be granted access to make changes to
locality plans in the CPR module. Users can also be restricted from making changes to locality plan
information from the User Access tab.

If no fiscal

agent or fiscal e R

year agent S e

options are et e R —

selected, the .w,‘ o e
User Access
tab will show
that there are
no users or
programs
associated
with the fiscal ————
agent.

z a. To access the User Access tab after searching for a plan by fiscal agent and year, click the
: User Access tab.
i. Grant or Restrict User Access
1. Click the desired name in the User Name list, and a list of the community programs
that the user can be granted access to will appear.

Default access

for a user is all 2. To grant user access, place a checkmark in the User Access? checkbox located in

programs. the row of the selected program in the Accessible Programs (checked) list, and
the user will be granted access to make changes to plan information for that
program.

3. To restrict user access, uncheck the User Access? checkbox.
4. Click the Save Restricted Programs button to save all changes made on the
screen.
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The system
will
automatically
dump last
year’s data
into the new
fiscal year,
and the
message
“Congratulatio
ns! The
budget is
balanced” will
be displayed.
The balanced
budget is from
the previous
year. The new
fiscal year's
budget must
be updated in
the system.
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Commuriy Progums Reponing = jon =~
Fie FacalVew Facaldgen Progams  Help

Select VUCCA Fical Agart and Pl Year

Fiscal Agert [ 000-C:
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Fiscal Year Menu
From the Community Programs Reporting screen, select options from the (i) Fiscal Agent and (ii)

Fiscal Year drop-down menus, (iii) click the Search button, and plan information will populate, and

the Fiscal Year drop-down menu options will become available.

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

CPR - Add FY

==

- Fiscal Year 2020

Save

2. Delete Fiscal year

a. (i) Click the Fiscal Year menu, (ii) select the Delete Fiscal Year option from the drop-down

menu, and a Remove Fiscal Year message will appear with the notification that
Information Services must be contacted to delete a fiscal year from the system.

Fiscal Agent Menu
From the Community Programs Reporting screen, select options from the (i) Fiscal Agent and (ii)

Fiscal Year drop-down menus, (iii) click the Search button, and plan information will populate, and

the Fiscal Agent drop-down menu options will become available.

1. Add Fiscal Agent

a. (i) Click the Fiscal Agent menu, (ii) select the Add Fiscal Agent drop-down menu, and the

ADD FISCAL AGENT screen will appear. The ADD FISCAL AGENT screen states that
Information Services must be contacted to add a specific locality or commission as a fiscal
agent to the facility table.

ADD FISCAL AGENT ==

‘6‘ Please contact Information Services to add a specific locality or
mmis:

Community Programs Reporting ission e a fiscal agent to the facility table.

R ===}

File Fiucsl agers | Programs  Help

Add Fiseal Agent
Delete Fiscal Agent

Fiscal Agert
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If the VICCCA
Provider Type
is selected, the
Add Provider
and Edit
Provider
buttons will not
appear.

If the Provider
Type does not
have any
associated
programs, only
the Add
Program
button will
appear.

If no Provider
Type is
selected, and
the Search
button is
clicked, only
the Add
Program
button will
become
available.
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2. Delete Fiscal Agent
a. (i) Click the Fiscal Agent menu, (ii) select the Delete Fiscal Agent option from the drop-
down menu, and the REMOVE FISCAL AGENT screen will appear. The REMOVE FISCAL
AGENT screen states that Information Services must be contacted to expire/delete a fiscal
agent in the facility table.

REMOVE FISCAL AGENT

&

. @R Piease contact Information Services to expire a fiscal agent in the facility
Community Programs Reporiing =@ Y ol

File  Fiscal Year | Fiscal Agent | Programs _ Help.

oK

Programs Menu
1. Maintenance
a. To add, edit, or delete a program provider or community program, from the Community
Programs Reporting screen, (i) click the Programs menu, (ii) select the Maintenance
option from the drop-down menu, and the Community Programs Reporting — Provider
Programs screen will appear.

‘Cominiay Pesgesres Rapoing Community Programs Reporting - Provider Programs

Provider

Provider Type: [ Select Provider Type —

ot Bt Search

Pogam D ProgemType  Name  Bxpired

i. Community Programs Reporting — Provider Programs Screen
The Community Programs Reporting — Provider Programs screen displays a program’s
provider type, ID, program type, name, and expired (if applicable) information.
1. Search for a Program by Provider Type
a. To search and view a program provider’s information, (i) Select a provider type
from the Provider Type drop-down menu, and a provider type Name drop-down
menu will appear, (ii) select a program name from the Name drop-down menu,
(iii) click the Search button, and the provider ID, program type, program name,
and expired date (if applicable) information will appear.
b. The Add Provider and Edit Provider buttons will appear based on which

Provider Type options are selected
1y

e Frovcr

Communiey Programs Reperting - Provider Programs

Comemurity Programs Reporting - Provider Progeams =

Fogan Tee e ==
s Dy Eveng Fepoing b Doy oo |

dab Day/Evesing Feposting | Jabg Evening Feparting
d Frogram £6t Frogam
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2. Add a Program Provider

If a Provider a. (i) Select an option from the Provider Type drop-down menu, (ii) click the Add
Type does not Provider button, and the Community Programs Reporting — Providers screen
have any will appear.

program

names e =

associated

with it, only the
Add Provider,

Edit Provider, P
and Add ame: T
Program i B
buttons will be
available. =
i. Community Programs Reporting — Providers screen

The Expired 1. The Provider Type information will auto-populate, and will be read-only.
Date is usually (i) Type the provider name into the Name textbox, (ii) (ii) enter an
the end of the Expired Date or select a date on the calendar screen, and (iii) click the
E?Sr?tla)éeoar Save button.
XS00C), Ex‘pire 2. CanC(_eI button . '
programs after a. Click the Cancel button and you will return to the Community
the VJCCCA Programs Reporting — Provider Programs screen
expenditure
process. CommurityPrograms Reporting - Poviders ol = &

e o

Eied Date: [22]

Ready.

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

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

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

Programs Reporting — Provider Programs screen.

o i —E1 - ol = =
Frovier
Provider Type:  CONTRACTED SERVICES
Proide Type: [CONTRACTED SERVICES
Nare:
Hare:
e (o romow ] [ con rowon
Fscal Agert: | EERNEEEE
Frogen Frogam Tywe e Eored -
G i o Sk s (el = o oo T
ik, G, Famdy Couraeiig | Il rpFam Coun: Adlescert 4 Py bl /3200 Program Name
[ Mert Adceecert b Fay i /02008
Effective Date: 2]
o
40 Progrom £ Progrom
Ready

ii. Edita Community Program

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

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

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

Programs Reporting — Provider Programs screen.

e

Communiy Brograms Reporing - Prvicer rogams ® < grams Repoeting - o

Frovidsr Type:  CONTRACTED SERVICES

Hame:
Program ID:

Facal Agert

Program Type.

Progeam Nams.

......
Servica Und Type: [NOT AFPLICABLE ~

et D m

- w0006 i save Cancel

Plesse contact Information Services to update the effective date for this program.

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

S
TN

2. The User Manual screen provides guidance on operating the Community Programs
Reporting Module.
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