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Topic:  Adding Traffic Cases to the Court Calendar 
Date:  5/30/2013 
 

Summary: This cheatsheet explains the process of adding IF and OV traffic cases to the 
court calendar using the List Manager function.  
 
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. 
 

1. Click on List Manager from the left navigation bar.  
 

 
 

2. When the org. chart appears, double click on the top node of your county.  This will place check marks next to all 
of the courts in your county.  Click Continue.  

 
3. Once in List Manager, click on Perform Query.   

 

 
 

4. When the Select Query box appears, click on Select Cases.  
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5. When the Select Cases box appears, fill out the criteria as follows:  
• In the Case Type field choose IF, OV or both.  You can do this by typing “IF, OV” in the box, or by using the 

picker box under case type. 
• In the Case Status field choose pending.  You can do this by typing “PEN” in the box, or by using the picker 

box under case status.  
• In the Appear By Between fields, fill in the court date that you wish to set these hearings on in both the 

Start Date and End Date fields.  You can do this by typing in the fields, or by using the calendar picker.    
 

 
 
6. Click on Create. This will take you back to the List Manager screen.  Your list should be loaded.  

 
7. When you have your list, click on Perform Action. 
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8. When the Select Action box appears, click on Schedule Hearings.  
  

 
 

9. When the Find Court Sessions box appears, set the criteria as follows:  
• In the Category field, choose Criminal from the dropdown 
• In the Type field, choose the type of hearing from the dropdown 
• In the From Date field, put in the court date that you want the hearings set on.   

 

 
 

10. Click Find.  
 

11. Choose the correct court and date from the list of results.  Once you see that session has moved over to Selected 
Sessions, click Save.  

 

 

 
 

12. The hearings have now been set on the court’s calendar.  A list can be printed from List Manager or from the 
Calendar.  
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