Odyssey CMS Cheatsheet

Topic: 1099 Process for Odyssey
Date: 2/13/2014

Summary: This Cheatsheet will explain the 1099 process of entering W-9 information and
running the report. Please note that Odyssey does not produce the actual 1099 form.
Odyssey will produce a report or file that can be used with a 1099 software package. The project
was designed so the file can be loaded into the package without the information being re-keyed
onto the 1099 form.

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.

The attorney/firm is required to file the W-9 information in every county separately, so each county
must enter their respective W-9 information. (Collection agencies do not receive a 1099 form.) If
W-9 info has not been received, the funds should not be released to attorneys/law firms. Payment
by check to an attorney or law firm means a check on which the attorney or law firm is named as
a sole, joint or alternative payee.

Odyssey does not “create” the 1099 forms to be printed. There are a number of 1099 programs
available. Odyssey creates a csv file that can be uploaded so the 1099 form doesn’t need to be
typed. Some counties have arranged that their Auditor will print the 1099 from the Odyssey file.

This process is Rights and Roles driven.
You may need to contact the JTAC Help Desk for access.

The Odyssey 1099 report recipients are pulled from the party information entered into
both recipient fields located on the Edit Detail screen located on the Financial Tab of a
case. It also pulls recipients of Registry and Trust and Cash Bonds issued to designated
parties.

Adding and Viewing W-9 Information on the Party Record or Attorney Record: If you wish to use the Odyssey
1099 functionality, the W-9 information must be added to law firm/attorney office party records (Tax
Identification Number) or via individual attorney records (social security number).

A. Adding the tax identification number for a law firm or law office:
1. To add the information as its stated on the W-9, Click ‘Find A Party’ in the left navigation bar.

Note: When an individual attorney files W-9 information using only the attorney’s name without a
designation such as, “Attorney at Law”, “Law Offices”, LLC, INC., etc. the information from the W-9 can
be entered directly via the Odyssey Attorney Record, in lieu of adding the information from the Odyssey
Party record on the Find a Party screen.

2. From the Find a Party search results, select the Party Record that matches the W-9 information for the
law firm or attorney office.

a. You may need to use Advanced Search and Select “All” in the Type of Party options.
b. If you are searching for a law firm select the Business radio button.
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Note: The merging of party records is an on-going task that is performed by JTAC. If you discover multiple
records for a party record and need them merged, please contact the JTAC Help Desk. This may happen
frequently as JTAC is required to merge after conversions and new Courts begin using the system.

3. Once you have identified the correct record, click on the Additional Tab of the Party record. Click on the
plus sign on the bottom right corner on the W-9 Information header bar.

Jailings \-J;rrants [ Bonds Finandal Prot, Orders |
Special Noticing Options ¥

Financial Information

Hold Exempt | |E':
W-9 Information ¥ -
Party or Case Affiliates =

4. If the Tax ID field is blank, click on the Select Location picker box icon, selecting the applicable nodes for
your county. Type in the tax identification number from the W-9.

Note: If the Tax ID information already appears but does not match your W-9, please contact the JTAC
Help Desk before changing.

x
Add W-9 Filed

[ ] All Locations

Select Location | 'z

Tax D | | :

5. Click Continue. Click Save before leaving the party record.

B. Adding a social security number to an attorney record (1) via the case or (2) via administration:
Adding via the case:

1. From the case click on the Parties Tab of the case click into the attorney name.

@ 71D05-1201-CC-000
fu 5

Parties

Causes Time Stds Financial Prot. Orders WWarrants Bonds Exhibits Documents MNotes

Detail Hearings Conditions

Summary Service Disposition

Inactive

Type CC - Civil Collection

Group By |Connection Type n Show |Active Parties/Participants |"|

|:| Related Parties View

Party & Attorney Information Add Par AddAtomey  Add GroupiAssociate

| Plaintiff DISCOVER BANK * Clemons, Jon P.

| Defendant STEVENS, PAUL A
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2. From the Modify Case Attorney Details, click on the attorney name hyperlink.

Modify Case Attorney Details

Party Correspondence Address

Clemons. Jon P.

Bar # 2778015 Weltman Weinberg & Reis Co., LPA
Work - 513-723-2200 525 Vine Street Suite 800
Fax: 513-723-2939 Cincinnati, OH 45202

CIN-Operations@\Weltman.com # Case Correspondence Address

. Same As Party Correspondence Address

DISCOVER BANK
* Attorney
Added 01/06/2012

Continue Exit

3. Click on the Party Information link on the lower right of the Modify Attorney box. Click Yes on the

Notice box.
Modify Attorney
Clemons, Jon P. Bar Number |2778015

Clemons, Jon P
A Current Standing * [l

| 12/09/2009 Active |

= Current K@

Weltman Well  changes to this attorney must be saved before
g?::::;it?t? maodifying party information. Are you
! sure you want to continue?

m

E-mzil | CIN-Ops

Notifications TOTTITIETTE
[ ] Motify Attorney when Documents are added & %

to Bvents
Other Links

Modify Attorney Unavailability

Qualifications & Disgualifications
Party Information ﬁ -
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Financial Information

Hold Exempt | ||e_?|

W-8 Information ¥

Party or Case Affiliates

5. If the Tax ID field is blank, click on the Select Location picker box icon, selecting the applicable nodes for
your county. Type in the tax identification number from the W-9.

Note: If the Tax ID information already appears but does not match your W-9, please contact the JTAC
Help Desk before changing.

| X
Add W-9 Fied

[ ] All Locations
Select Location | | = -
Tax ID | | -

6. Click Continue. Click Save. Click Save. Click Continue. Click Save before leaving the case.

Adding via Administration:

7. From Case Manager Home click on Administration.

W, Case Manager Home ‘\\,“‘:: 7
ird = e o v 7 ‘: -
RN :

X TR
Ll

é LIS
Cases Warrants Bonds Parties Citations Protection Orders

quick links

» Find a Case » Add a Case » Copy a Case

court administration

Go here to schedule hearings, generate notices, and prepare calendars.

ﬁ fees & finances

Go here to assess fees, take payments, post financial corrections and
disburse monies collected by your office.

reporting
Go here to produce reports of the various functions of your office
including statistical, financial, and monthly reports.

user preferences

Go here to set or update your user preferences.

4
S

administration

Go here to perform adminisWative tasks such as maintenance of codes,
users, attorneys, and other special parties.

BB
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wadministfation “ “UGNWIRINER . . " . 8 |

Security

Users

Change My Password
Public Access

System Codes
Offenses

p—

9. Search using the attorney by Bar Number (No dashes) or Name. Click Search.

I

Find Attorney

Search by Bar Number

Bar Murnher | |
Search By Name B Use Soundex

® Person () Mickname () Business
Last Name |Barranda |

First & Middle |[TEE i |

10. Click on the Attorney’s name to select the record.

Party Search Results | Records 1 -1 of 1

O Add/Edit Attorneys -
U Add/Edit Officers

0O Add/Edit Recipients

O Add/Edit Schools

Barranda, Michael A. Bar Number 2521602 Standing Active
Address Phone E-mail

11. Follow Steps 3 thru 5 above. Save the Attorney record as necessary.
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1. Navigate to Reports = Financial Activity - 1099 Reportable Earnings
e The report is designed to run as a Summary when compiling the complete list for a Court or County.
e You can run a Detail report but will be required to designate a recipient.

L

lager Reporung Center Exit

o.n':. o
i Odyssey Case Analysis Reports # U] 1099 Reportable Earnings

This report will create a report that will list the
Case Management £ o

Find a Bond 1099 billable totals disbursed to a redpient
Court Administration during a tax year.
Warrants Workflow Reports [ Attorney Payment Audit Report
Produce a list of manually modified Attorney
Forms & Documents Party Reports Payments within a spedfic date range.
List Manager Indiana State Reports [ attorney Payments
This report shows the amounts paid to
Workflow Fina n Cial RepOnS attorneys during a reporting period.

O Credit and Adjustments Report

Group h
Report Cash Management Compare GjL account activity by calculating
\éparts how much was assessed during one date range
L IR ) and how much was collected, credited or
ocal Reports Registry and Trust adjusted against those assessments in another

Run a Local Report date range.
Configure Bonds [ Delinguent Accounts

2. Fillin the applicable fields:
e [ocation: Choose your county from the picker.
e Date Range: Generally this will be the year of reporting but can be done monthly or bi-annually
to confirm everything looks ready for the end of the year.
e Sort Order: Generally Recipient Name
e Report Options: Summary
o If Detail is selected, the recipient option will be required.
e Save as CSV: Check this box if you want an Excel file to work with and/or a file to upload into a
1099 software package.
e Report on W-9 Filings Only: This option will be used to generate the final output.
o If you wish to see a report of who you have sent 1099’able funds to that may not have a W-9
on file, de-select this option and review the report. You may need to contact attorneys or
law firms for W-9 information before the process can be completed.

Schedule Submit Exit

This report will create a report that will list the 1099 billable totals disbursed to a
recipient during a tax year.

Location | =
Reporting Period | seart pate [72]
End Date Cﬁi?l

Minimum Balance

Sort Order | | [¥]
[v]

Report Options |

Recipient

[ save as csv

[] Report on W9 Fiings only

3. Select Submit when finished. Click Finish to run the report and email and/or view results.
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