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Topic:   Using Person IDs for Consolidated Checks & 1099s 
Date:    12/7/2015 
 

Summary:  This Cheatsheet will explain the process of using a party’s Person ID to process 
consolidated checks and ease the 1099 process.  
 
Important: Odyssey is software owned by Tyler Technologies, Inc.  Any screenshots of Odyssey may contain proprietary 
information that should not be disclosed to non-Odyssey users. 
 
Due in large part to the conversion process for counties, you may find multiple instances of a party record when 
you search.  These are sometimes exact duplicates of a business name and address or multiple entries with 
different addresses.  In order to ensure that the same party record is used on cases for large filers or law firms, 
users can search for a party by a unique Person ID.  When the same party is used across cases, any money 
payable to that selected party will be consolidated onto a single check in the disbursement process.  In addition, 
using the Person IDs on cases will facilitate the 1099 process for law firms. 
 
 

1.  The county should begin a master Person ID spreadsheet.  Below is a sample of the fields that may be 
helpful in creating the spreadsheet. 

 

 
 
 

2. To begin adding parties to your county-specific spreadsheet, click on Find a Party. 
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3. Select all boxes in the “Type of Party” field.  Click on the Business Radio Button if you are searching for a 
Business, type in the party name, (i.e. Bowman, Heinz*), Click Search or press Enter. 
 

 
 

4. Click on the hyperlink to select the business name that matches the name and address your office would 
like to use.  Note that the Person ID is listed here as well. 
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5. Review the party’s information to ensure that this is the correct record.  The Additional tab is where you 
will find the Person ID listed. 
 

 
 

 
 
NOTE:  The merging of party records is an on-going task that is performed by Court Technology.  If you discover 
multiple records for a party record and need them merged, please contact the Court Technology Help Desk.  
This may happen frequently as Court Technology is required to merge after conversions and new Courts begin 
using the system. 

 
6. Add the name, address, city, state, zip, Person ID, and any other information you may need for the 

spreadsheet.  
 



  
  Odyssey CMS Cheatsheet   
 

1099 Process for Odyssey  Page 4 of 5 

HINT:  If your county will be using the 1099 report out of Odyssey, you can navigate to the Additional tab of the 
party record to record the Tax ID information while you are on the party record.  For steps, see the “1099 
Process” cheatsheet. 
 
Once the spreadsheet has been started, you can circulate this spreadsheet to staff who add parties to cases 
and/or financial judgments to cases.  If the party on your spreadsheet is a party to a case, the specific party can 
be added during case initiation.  If the party on your spreadsheet is a recipient of judgment funds (i.e. a law 
firm), the party can be added on the party tab as a participant with the connection type of “Interested Person”.  
To add the party, go to the party tab as you normally would and follow the steps below. 
 

7. Click the magnifying glass to search for the party. 
 

 
 

8. Enter the Person ID and click the Search button. 
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9.   Select the party name as you normally would. 
 

 
 
At this point, this party will be available on the Financials Edit Detail tab to select as a recipient for financials.  
All payments made where this specific party is the recipient will be automatically combined into a single check 
for the disbursement date range.  In addition, all 1099-able payments made to this party will be combined on 
the 1099 report within Odyssey. 
 


