Odyssey CMS Cheatsheet

Topic: Adding an Investment Account, Adding Interest and Disbursing Investment
Updated: 4/19/2013

Summary: This cheatsheet describes the process of adding an investment account, adding
interest, and disbursing and investment 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.

Adding an Investment Account

1. Add the Registry Account as you normally would.
a. Note: If you have created a Registry Account and are now ordered to invest, you will need to bring your
balance to zero in the univested portion. You can do this one of 2 ways:
i. Click the check icon to print a check if you need a physical check to present to the bank in order to open
the new account.
ii. If you can transfer the funds, open an adjustment till and add an adjustment to the case.
b. If you are ordered to open an Invested account from the beginning and a Registry Account doesn’t currently
exist, add the Registry Account but please skip the Uninvested section.

2. Select View Transactions.

3. Go to the bottom on the Invested Section and click the “+”.

Registry and Trust Account [ Edit Account  View Accounts
On Behalf Of  Springs Valley Water District Expected Final AR ETE] o
Taxpayer ID Disbursement Uninvested Invested Total

0.00 0.00 0.00

Uninvested Convert £ €3 O

Date Description Decreases Balance
sotey [Bark v

Invested T Edit Invesimani =4 € F
Date Description Increases Decreases Balance Acct Info

4. Fillin fields in the Add Investment screen:

Select the correct Bank from the picker.

e Enter the Type of Account from the Drop Down.

Enter the Investment Date.

e Enter your Account number (This will display on the Receipt Journal Report).

x
Add Investment

Bank | =

Increases

show | All Investments 7]

5. Click Save.

Type |Bank Savings |‘l'|
Term Bank Savings
i Expected Final
Invested @ Disbursement
ey (%

" Autormatic Renewal ¢ Manual Renewal

Interast Rate |:|% Compound |Quarterly n

Account # | 123456739 |
Comment l I

Adding an Investment Account, Adding Interest, and Disbursing Investment Page 1 of 3




Odyssey CMS Cheatsheet

You may receive the following error upon hitting Save:

A\ The "On Behalf Of' party for this account does not have a
taxpayer id.

This error occurs if you didn’t add the Tax Payor ID number when you setup the Registry and Trust Account. This
can be updated at any time.

Remember: This type of error, containing a yellow yield sign, is called a soft error. If you click Save again, the
system will save your settings and setup the new account.

6. To add the deposit and establish the balance:
e Select the adjustment button.
e Enter the Type: Select “External Deposit” from the drop down menu.

e Enter your deposit date
e Enter the amount of the deposit.
e C(lick Save.
®
Add External Deposit
Type |Externa| Deposit |'|
Deposit Date [04/17/2013 |[72]
¥ Deposit 10.500.00
" New Balance 10,500.00
Comment
B X
Adding Interest:

1. Click on the yellow adjustment button.

2. Fillin your interest information.

3
Add Interest Payment

Type |Interest Fayment |‘|'|

Payment Date [04/17/2013 |[72]
* Interest Payment

" New Balnce 23.10
Accrued At (8.000 (9% MNew Rate %o
Comment
B X
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Depending on what you add, you might get a soft error! Just click Save.

*If your bank doesn’t tell you the rate you can put any amount in this field. It will give you a warning that the
amount that you put in does not match the interest accrued rate but you can click through that message.

**The fields are required so you have to put something in them. If you put an amount in the field and then “make

up” the interest rate” the system will give you a warning when you click continue because the figures do not
match. You can click through that error message.

***|f you aren’t comfortable with entering an amount, you can enter zero and add a comment that you aren’t
recording the proper rates or something to that effect.

Disbursing Investment once Ordered to Release Trust:

1.

2.

Sort By Bank ¥

Find your case, go to the Financial Tab and locate the party.
Click on the blue Registry and Trust.

Click View Transactions.

Click the Check icon (This will zero out the bottom “Invested” section)

show |All Invelxents v

Description Increases
£3 PNC Bank 46-2640-4611 Bank Savings 0.00 YTDOI':;SM
20777427 Interest i
02/07/2010 171 171 Tom:slgierei i
19773343 External Investment i
10/30/2010 20,141.89 20,143.60 ﬁ
Ending Balance
19773885 Interest
12/06/2010 1.77 20,145.37 0.00

After clicking the CHECK icon, fill in the screen with the correct info:

e Type: Check to Party = Registry

e Enter who the check was paid to... (Since this was made payable to the clerk, you can select non-case party
and enter “[your county] County Clerk”.)

e Enter the amount.

e Enter a memo.

e Click Save.

IF you received a check from the bank, you can receipt your check from the bank on the case in your regular till. You will
receipt it in under Registry and Trust “UNINVESTED” section and then cut an individual check to the recipient(s).

IF the bank transferred the money to your “Trust” bank account:

e Open an adjustment till.

e C(Clicked the Adjustment button in the “UNINVESTED” section of Registry and Trust.

e Enter the amount that was transferred.

e Addacomment.

e C(lick Save.

e Close and reconcile your adjustment till and include it in its own deposit so that it will match the individual
deposit made to your trust account when the money was transferred.

e The money is now available for you to cut the check to the recipient(s).
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