
 
Odyssey CMS Cheatsheet 
 

Topic:  Adding a Criminal Judgment, Sentence, Restitution and Assessing Fees 
Date:   4/28/2014 
 

Summary: This cheatsheet instructs the user on how to add criminal judgments, 
sentencing, restitution, and to assess fees through the Disposition tab. It also explains 
how to add conditions of probation through the Conditions-Adult component and the 
Events tab. 
 
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. 
 

Adding a NEW Criminal Sentence and Assessing Fees: 
 

1. Navigate to the Disposition tab in your case. 
   

2. Click on the yellow Judgment hyperlink. 
 

 
 

3. Click on the Judgment dropdown next to the first charge.  Select the appropriate judgment for that particular 

charge.  If the judgment is the same for all charges, you may click the copy icon  on the first charge to the right 
of the dropdown to copy the same judgment for all charges.   
 

4. Click Next. 
 

 
 

 
5. Click the dropdown in the upper left-hand corner and select the Type Sentenced from the dropdown.  The Date 

field in this section needs to be the date the sentencing information is entered in Odyssey (not the date the 
sentence was ordered/signed.   
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6. Select the charge(s) that apply to the sentence. 
**Note: If the sentence is the same for all charges, then checkmark all applicable charges.  If the sentence 
information varies for any charge, the sentencing information will be entered separately. 

 

 
 

7. If you need to assess fees Click on  in the Fee Total section.  **Note, if the sentence applies to 
more than one offense/charge, (in order to avoid duplicating fees assessed), only select one charge, then assess 
the fees on the case, using the “Add Standard” button in the fee total section.  After you enter all the appropriate 
fees, go back to the above “Charges” section and select all remaining charges that should be associated with to 
the sentencing order. 
 

 
 

8. When the following screen appears, click the + sign.  
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9. Select all of the fees you want to assess. You may need to click Next in order to see additional fee schedules.  Click 
Continue once you’ve selected all fees that apply. 
 

 
 

10. Next, you may be prompted to enter amounts for the fee’s you’ve selected.  Follow the prompts and enter the 
appropriate amounts.   
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The Criminal Court Costs and Fees, is asking for the law enforcement agency that arrested the defendant.  This allocates 
the $4 special death benefit fee to their agency.  If the agency was added when the case was filed, this automatically fills 

in, if it was not, click the dropdown and select the appropriate agency.   
 

 

 
 

11. Click Next to add required amounts for the remaining fee schedules selected.  Click Finish after completing the 
entry of all fee amounts.   

 
** Note:  IF you selected Restitution, you want to add the recipient, click the Edit Detail link to add the recipient.  
IF you see a recipient defaulted such as your county treasurer or Indiana Treasurer of State, do not change those 
recipients.  Scroll down to the Judgment/Restitution section and click the picker box (if the recipient is a party on 
the case), or click the magnifying glass if the recipient is not a party on the case.  Search for your party’s name and 
click continue.  If you locate the person with the correct name and address, click continue, if not, click Add 
Recipient.  Enter the recipient’s name and address.   
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12. Once you have checked to make sure the total is correct,  Click Continue.  
 

 
 

Your screen should now look similar to this: 
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13. The Confinement time can now be entered.  Scroll down from the fees and you will see the Cinfinement section.  
Confinement time is entered in Days and/or Years only and should be entered exactly as ordered.  Complete the 
fields as sentenced.  

a. Enter the Commence date. This is the date that confinement is to begin.  
b. Check the Life or Death radio buttons if either applies.  
c. Click the Type dropdown to select as per the Sentencing Order.   
d. Enter any additional dates that need to be noted can be added in the comment field (e.g. the sentencing 

took place yesterday but you are just now entering the sentence in Odyssey today.  You can enter, 
Sentencing Order signed: XX-XX-XX in the Confiement’s comment field.) 

e. Complete the Jail Credit and Suspended fields per the sentencing Order. 
f. If a sentence is concurrent or consecutive to other counts or cases, enter that information in the 

appropriate fields. The Comment field can be used to add information other than the Conditions of 
Probation.  
 

14. Click Save. 
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There are two ways to enter the Conditions of Probation.  You can use the Conditions Component during sentencing OR 
by adding the “Conditions of Probation” event.  **IF adding the Conditions of Probation EVENT instead of adding the 
component below, complete the event after completing the sentence screen, including adding the Monetary Award 
Component IF Restitution is ordered. 
 
** Note: If you choose to use the Conditions of Probation EVENT and Restitution is ordered, add the Restitution through 
the Monetary Award Component with the instructions below BEFORE proceeding to add the conditions of probation 
event.   If NO restitution is ordered, your sentence screen is complete (except to enter the Conditions of Probation 
Event.)  Click Continue and skip to the last page to complete the steps:  Conditions of Probation Event 

 
Adding Conditions Using the Conditions Component: 

 

15. Click the  magnifying glass under Sentence and select Condition-Adult. Click Continue. 
 

 

 
 

16. Click ADD. 
 

 
 

17. The Conditions-Adult box will appear. Click Add to select the terms of conditions that apply.  
 

 
 

18. Choose the conditions and click Continue.   
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19. Click ADD once again.  The Conditions fields will now display with the terms of conditions. Now, you can click into 
each condition and enter a comment if needed.  You can also enter an End date for each of the conditions, if 
applicable.  When finished, click Update. 
 

 
 

20. Click SAVE. 
 

*If no restitution is required, skip the Adding Restitution section and click Continue to save the sentence. 
 

Adding Restitution (Judgment Book and CCS): 
 

21. Click the  magnifying glass under Sentence and select ADD 
 

 
 

22. Check the box next to IN Monetary Award, Click Continue. 
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23. Fill in the Awarded To and Awarded against boxes by Clicking on the picker box , you can select a party on the 
case.  You can also click on Non Case Party and to add a party that is not listed under the magnifying glass box.  
 

   
 

24. Fill in the Signed Date and hit your Tab key or click into another area of your screen. The Expires date, Interest 
Begins date, and rate will populate for you. ***Note the interest rate is automatically set at 8% Annually. If you 
need to modify you may do so.***   
 
 

25. Enter the amounts into the appropriate fee boxes.  All three boxes are required fields, so if you don’t have an 
amount for PreJudgment Interest or Attorney Fees, you MUST enter 0.00. 
 

26. *****IMPORTANT****** The Book and Page must be entered in order for the Judgment to print into the 
Judgment Book. The Book is the Year that you are entering the information. The Page is the Month and Day that 
you are entering the information. For example, if you are entering the sentence on May 6th, 2013: the Book would 
be 2013, and the Page would be 0506. **Do not enter any dashes, slashes, or periods in the boxes.  The Book 
and Page MUST ALWAYS be TODAY’s date, (the date you are entering the Sentence, not the date the original 
sentence order was signed). 
 

27. If you have any comment associated to the restitution, add it in this section (Monetary Award) so that it will display 
in the Judgment Book. 
 

28. When finished, click SAVE.  
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Conditions of Probation Event  
 

AFTER entering the complete Sentence in the SENTENCE screen: 
 

1. Click the Case Close button on the Disposition tab. 
 

2. Select the “Add Events” checkbox. Click the + sign next to Events, and add the “Conditions of Probation” (CP) event.  
Type the terms of Probation in the Comment box. 

 
3. Add the Statistical Closure by selecting the appropriate Statistical Closure from the drop down menu. 

 
4. Click Save at the bottom of the Case Close screen.  

 
5. Click the Save button at the top right before exiting the case.  
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