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Topic:   Adding a Party, Participant or Attorney to a Case 
Date:    1/27/2015 
 
Summary:  This cheatsheet describes how to add a party, participant, or attorney to cases in 
Odyssey. 
 
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. From the Parties tab, you can right click on the party type for the type of party you want to add.  i.e., 
if you want to add a defendant, right click on defendant.  

 

 
 

2. In the Add Party Connection box, select the appropriate connection type.  If you need a party type 
that is not listed, select the All Types option above the Connection dropdown.   

 
3. Click on the magnifying glass next to the Party field in order to search for your party.   

 

 

 
 

4. From the Find a Party screen, Select either the Person, Nickname, or Business radio button  

 
There are two ways to search and find parties in Odyssey: 

• Searching on Person ID’s  
• Searching on Party / Business Names 
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5. From the Find a Party screen if you know the person ID you can enter that number in the person ID 
field and Search. 

 

 
 

6. If you do not know the Person ID, you can search on the person or department’s name.   
a. If you are searching by party, select the Person radio button,  
b. If you are searching by a department or Business, select the Business radio button. 

 
Type the name you are searching for and click Search.  Remember that you must enter at least 3 letters 
of the last name with an * and at least 1 letter of the first name with an * in order to search… OR click 
the Use Advanced Search button to search on last name only 

 

 
 

7. Select the name of your Party from the results screen and Continue. 
 
NOTICE that the Person ID displays on the Party Search Results screen (as displayed in the 
screenshot below).  This allows you the opportunity to write down the number to use it in the future 
if you have a litigant that files frequently, especially in instances such as an Apartment Complex, 
School Corporation, etc. 
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8. If the party is not in Odyssey, you can add a new party from the search results screen by clicking Add 
Party.   
 

Note: Do not add Attorney’s from this screen. Please see Cheatsheet to edit Attorney information.  
 

 

Adding a Party, Participant or Attorney to a Case Page 3 of 4 



 

Odyssey CMS Cheatsheet 
 

9. Add the required fields outlined in blue and Save.  Make sure to type the appropriate case type (Upper 
Case vs. Lower Case) letters for the beginning of names and initials  
 

 
 

10. Click Continue and Save the case before exiting. 
 

 

Adding a Party, Participant or Attorney to a Case Page 4 of 4 


