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LOGGING ONTO CPR 
 
BADGE USERS 
 
To access the new CPR system, login to BADGE and select CPR from the drop-down under the JTS Modules in the 
BADGE system. You will log into CPR by going into BADGE instead of through the old JTS system. Most, if not all, DJJ 
employees are BADGE users. 
 
 
NON-BADGE USERS 
 
To log onto the Community Programs Reporting (CPR) system, first open up your computer’s web browser (Internet 
Explorer, Firefox, etc.). 
 
Go to the Department of Juvenile Justice home page (www.djj.virginia.gov).  Once there click on the link to Web 
Applications shown below. 
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On the next screen, select the link to access CPR.  (The link will appear in the area circled below.) 
 

 
 
 
 
 

 
This will bring up the login screen below.  Enter your username and password into the appropriate fields and click the 
Login button. 
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This will bring up the CPR Home Page shown below. 
 

 
From this screen, click on Modules at the top of the screen and then Community Programs Reporting. 
 

 
 

This will bring you to the following screen.  From this screen you will be able to access the fiscal year and program for 
which you want to enter data. 
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SELECTING A PROGRAM BY FISCAL YEAR 
 
Select the fiscal year and program for which you want to enter data from the drop-down menus. 
 

 
 

 
 

Click the Search button shown below. 
 

 
 
This will bring up the main screen for the program. 
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ADDING A NEW PLACEMENT 
 
To enroll or place a juvenile into a program click on Add New Placement highlighted above.  Once you click on Add New 
Placement, the dialog box below will appear.  Click in the box next to “Juvenile Number:” and enter the juvenile number of 
the juvenile to be enrolled.  Click Search. 
 

 
 
 
 
The dialog box below will then appear.  From this screen, select the appropriate Placing FIPS, whether the placement is 
Pre-dispositional or Post-dispositional and enter the Admit Date.  Once you have entered this information, click Add 
(circled below). 
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The following dialog box should appear.  Click Continue. 
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ENTERING SERVICE UNITS 
 
To add service units for a placement, first click Service Units (circled below) on the right portion of the screen that is in 
the same row of the juvenile for which service units are to be added. 
 

 
 
 
The Service Units dialog box will then appear which is shown below.  From the drop-down menus select the appropriate 
Month and Year.  Click the box under the Units column and enter the number of service units for that month.   
  

 
 
Note:  The Month and Year fields will default to the current month and year. 
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When you enter service units, the following box will display reminding you that you must click Save (circled below) prior to 
clicking Save Changes in order for the service units to be saved into the system. 
 
Click Save.  If you have no additional service units to enter, click Save Changes and then follow the prompts.  If you have 
additional service units to enter, please continue to the next page. 
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After you click Save you can continue to add additional service units.  To do so, click the Add New Service Units button 
circled below and follow the steps outlined above. 
 
 

 
 
 

 
 
 
Note:  You will notice the Type of units is displayed.  This is taken from your biennial plan.  The units are coded as such: 
 

• Days – D 
• Hours – H 
• Sessions – S 
• Contacts – C 
• Procedures – P 
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If the number of service units entered for a particular month needs to be revised, simply click Edit (circled below) next to 
the month in question.  If you need to delete that entry entirely, click Delete. 
 

 
 

Clicking Edit will bring up the screen below.  From here enter the revised number of service units and click Save (circled 
below). 
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After you have entered all of your data you must next click the Save Changes (circled below) for the units to be recorded 
in the system. 
 

 
 
 
 
Once the system has processed the information, the dialog box will appear.  Click Continue.  You will now be back at the 
main screen for the program. 
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EDITING/RELEASING A PLACEMENT 
 
There are a number of things you can do as far as editing a placement.  These include: 

• Changing the placement from a Pre-dispositional status to a Post-dispositional status 
• Changing the Admit Date 
• Entering/changing the Release Date 
• Selected the appropriate Release Code 

 
To edit a placement, click Edit (circled below) in the row of juvenile whose information you wish to edit. 
 

 
 

The following dialog box will be here.  Make the appropriate changes and then click the Save Changes button, then click 
Continue on the dialog box that appears next. 
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If you are releasing a juvenile from the program, you will need to do the following steps. 
 

• Enter the Release Date 
• Select the appropriate Release Code from the drop-down menu 
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Once you have entered the Release Date and selected the appropriate Release Code click the Save Changes button 
(circled below). 
 

 
 
 
The following dialog box will appear.  Click the Save Changes button. 
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Another dialog box will appear to confirm the actions that you are taking.  Click the Release Placement button. 
 

 
 
After the changes have been saved click Continue. 
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SORTING PLACEMENTS 
 
If needed, you can sort the placements for a particular program by column headings.  To do so, click the column heading 
you wish to sort by (column headings are identified by the red arrows) and the data will be sorted.  The green arrow 
shown next to the column heading by which the data has been sorted will show the direction of the sort.  In the example 
below the green arrow is pointing down indicating that the data is sorted alphabetically from A-Z by Last name.  If this 
column were sorted alphabetically from Z-A the green arrow would be pointing up. 
 
 

 
 
 
You may also display cases by All Cases, Active Cases or Closed Cases.  To do so, select the sort from the drop-down 
menu shown below. 
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ENTERING FINANCIAL INFORMATION 
 
Select the fiscal year and program for which you want to enter financial data and click the Search button below. 
 

 
 

Click the Financials button shown below. 
 

 
 
Begin entering your quarterly expenditure data.  Optionally, you may enter your data monthly since many localities receive 
monthly reports from their fiscal agents.  
 
On the quarterly or monthly line corresponding to the reporting period, in the required match column, enter the total local 
Maintenance of Effort (MOE) funding you expended in this program. 
 
Enter the total state VJCCCA funds you expended in this program.  
 
Enter any additional local funding beyond MOE or other funding (USDA, grants, user fees, income from placements form 
other localities, etc.) that you expended in this program. 
 
The total expenditures in each category will automatically recalculate.  Likewise, the total expenditures for the year will 
recalculate. 
 
Compare the budgeted service units to the actual service units.  Notice the distribution of service units across the months 
and the % of the year completed.   
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If all data are correct, click the Save Changes button. 
 

 
 

The following dialog box should appear.  Click Continue. 
 

 
 
 
Note:  If you need to enter data for additional programs, save your data and return to the Entering Financial Information 
section on page 18. 
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When Expenditures Exceed Budget 
 
Compare the total budget to the total expenditures.  
 

 
If the total expenditures exceed the total budget for this program, the following dialog box should appear prompting you to 
submit the Financial Adjustment Form (FAF). Click Continue. 

 

 
 
Be sure to submit a FAF if you moved any monies between any programs. 
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CPR REPORTS 
 

Coming Soon! 
 
 
 
 


