Odyssey CMS Cheatsheet

Topic: Adding and Editing Officers
Date: 3/13/2015

Summary: This cheatsheet describes how to add or edit an Officer’s record 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.

Note: Not all users have rights to add or edit an Officer’s information.

1. From Case manager home click Administration.

File View Tools Centers Help

® Case Manager.Home'
AN 7, ==

. odyssey

P

¥

SET _OMMITIal Hearngs Cases Warrants Bonds Parties Citations Protection Orders

Fees & Finances ~

EEgaes quick links

Sign On to a Till

Take a Misc. Payment » Find aCase *» AddaCase *» Copya Case
Find a Receipt
slE b sment court administration

Manage Tills

Manage Deposits

Check Processing Queue
Group Disbursements
Export Check History
Garnishment Processing

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

fees & finances

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

Bonds hd
Add a Receipted Bond 1
Add Surety or Other Bol |~ [eportlng ~ ~
Find a Bond Go here to produce reports of the various functions of your office
including statistical, financial, and monthly reports.
Warrants ~

Add a Warrant
Find a Warrant

user preferences

Go here to set or update your useyg preferences.

List Manager

Workflow p administration

| L
Group b ;o, Go here to perform administra

tenance of codes,
Group Add Events users, attorneys, and other speci

Reports

User Preferences ~
Customize Navigation Bar
Address Type

Forms Printer
Image Printer
Speling Checker
Administration
View Job Queue
View Job History

2. Under System Codes select Special Parties. When the options appear to the right of the screen, select
Add/Edit Officers.

NON & o I A
Security 0 Add/Edit Attorneys

Users 0 Add/Edit Officers
Change My Password O Add/Edit Recipients

Public Access O Add/Edit Schools

@ Administration

System Codes

Offenses
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»
Find An Officer

Search by Party Information W Use Soundex

Last Mame |Frien-::||y
First & Middle |®if=] X| | |

I [¥]
Exit . Add Party .

Officer Badge |

Search

4. You can also search by the Officer’s badge number and use the drop down to select the Agency and click
Search or press Enter.

Find An Officer

Search by Party Information M Use Soundex

Last Name | |
First & Middle | I |

Officer Badge [Adems County SEIRd

Adams Coun Sheriffs D. partment
Advance Police Department
Akron Police Department
Albany Police Department
Albion Police Department
Alexandria City Police Department
Allen County Sheriffs Department
Amo Police Department
Anderson Police Department
Anderson Public Safety

Search

Note: If you don’t know the correct spelling of the Officer’s name, you may search using the astrict (*).
You must enter at least three letters of the last name with an * and 1 letter of the first name with an *
when you search by name.

5. When adding a new Officer, you should receive the “No Match Found” screen, confirming that this
Officer has not been added into Odyssey yet; click Add Party at the bottom right of the screen.

Party Search Results | No Data Returned

No Match Found

6. Fill out all required fields outlined in blue. Verify the Officer information is correct on the screen and click
Save.
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Odyssey CMS Cheatsheet

Add Officer

Agency Information

Title I:El Agency |Adam5 County Sheriff's Department |'|
s [Oiiced <] S
iate | | actve [o2r0o72015 |72 maceve [ ™
Last |Frier1d|y |
s [ 7]
——————— —
User-1D | [+]
cal | e ||

E-Mail | |

Advanced

Note: The Active date field will automatically populate today’s date. If the Officer’s active date is not
today’s date, enter the correct date in that field.

***This Active Date field affects when the Officer will display in the officer field on the charges and
citations screens, allowing users to select the Officer based off the date the offense occurred. For
Instance, if the Officer wrote a ticket or charged an individual on 1/31/15, but the Officer is just now
added in Odyssey on 2/9/15, you would need to enter an active date of a least 1/31/15 in order for the
Officer to be available to select.

Editing an Officers Information

1. To edit an Officer’s Information, begin searching the same way to add an Officer. From Case Manager
Home, click Administration.

2. Under System Codes, select Special Parties. When the options appear to the right of the screen, select
Add/Edit Officers.

® Administration

SN G o . A

Security O Add/Edit Attorneys
U= ‘ 0 Add/Edit Officers
Change My Password O Add/Edit Recipients

Public Access O Add/Edit Schools

System Codes

Court Administration Setup
Court Administration Codes
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Odyssey CMS Cheatsheet

3. Enter the Officer’s last and first name or badge number and agency information and click Search or press
Enter. You can search with as little as the last name; however, the more information you have, the
narrower your search results will return.

Find An Officer

Search by Party Information B Yse Soundex

Last Mame |Zi|iak |
First & Middle |Paul H |

Dfficer Badge | || |‘l"|
= TN |

2|
Find An Officer

Search by Party Information Il Use Soundex

Last HMame |
|

First & Middle | H
‘ Officer Badge Indianapolis Internan

Indianapolis International Airport Authori ~
— Search . Clear Indianapolis Metropolitan Police
Indianapolis Public Housing Agency Police Department
- Indianapolis Public School Police
Ingalls Police Department
Irvington Community Schools Police
ISP District 13
ISP District 14
ISP District 22
ISP District 24 ]

L4

Note: If you don’t know the correct spelling of the Officer’s name you may search using the astrict (*).
You must enter at least three letters of the last name with an * and 1 letter of the first name with an *
when you search by name.

Find An Officer

Search by Party Information W Vse Soundex

Last Name | Ziliak |
First & Middle |P* i |
Officer Badge | | | |‘l"|
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Party Search Results | Records 1 -1 of 1

Ziliak, Paul Edward

Agency
Indianapolis Metropolitan Police

On this screen you can add or edit information for this Officer.

4

Agency Information

Ziliak, Paul Edward Agency |Indianapolis Metropolitan Police ||

Badge #

Phones and E-Mail .

Y ' L ]
User-ID | | | E_Mail | |
Other Links

Party Information

Note: Odyssey stacks information to show a history of changes made so rather than clicking on the name,
PLEASE click the plus sign (+) to add information.
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5. Add or Correct Officer’s Name: To correct or add a new name for the Officer, click the plus sign (+) and
a small box will appear. If you are adding a standard name, make sure your radio button for standard
name is selected. Next, type in the new or corrected name in the appropriate fields’, then click save.

Modify Officer

Ziliak, Paul Edward bgency [Indianapolis Metropolitan Police

Badge #
Active [01/01/2007 Inactive |  |[7%)

Phones and E-Mail "
= ' L ]
User-1D | | | E M | |
Other Links

Party Information

(@) Standard () Nickname
First. |Pau|

Middle |Edward
Last  ZiliaK

suff | ||

Current Known Name

() Business

6. Edit Agency: To edit or change the Agency, click on the drop down arrow to show the list and scroll up

or down to find your new agency. You can also search for the agency by typing the name of the agency
while in that field.
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Odyssey CMS Cheatsheet

7. Edit Badge #: To edit a Badge #, simply type in the new or corrected number.

8. Edit Active / Inactive Dates: To edit the Active and Inactive date fields, type in the dates or use the
calendar icons (pickers) to the right of each field to select a date from the calendar.

Modify Officer
ame & | agency intormation
Ziliak, Paul Edward L lindianapolis Metropolitan Policg]

) —

Uzer-ID |

[v] E-Mail | |

Other Links

Party Information

Finally, click Save to add the information you’ve edited. ***Remember all fields outlined in blue require
information.
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Adding an Officer using an Existing Badge Number

Note: In the event an Officer retires or is no longer with an Agency you may need to exchange an existing

badge number from one Officer to another.

1. To add a new Officer using an

existing badge number, first search the original Officer by going to

Administration from Case Manager Home.

Eile View Tools Centers

-~ odyssey

SET CLOoOMmMMIttal Hearnngs

Fees & Finances e

o i quick links

Sign On to a Till

Citations. Protection Orders

Take a Misc. Payment » Find a Case = Add a Case » Copy a Case

Find a Receipt

Find a Disbursement

Manage Tils a
Manage Deposits

Check Processing Queue

Group Disbursements

Export Check History a

Garnishment Processing

Bonds ~
Add a Receipted Bond
Add Surety or Other Bo [~ e
Find a Bond

WWarrants e

Add a vwarrant
Find a Warrant E

List Manager

Workflows

Group -~ "-—'
Group Add Events = -

Reports

User Preferences ~r

Customize Mawvigation Bar
Address Type

Forms Printer

Image Printer

Speling Checker

Administration
Wiew Job Queue
wWiew Job History

court administration

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

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 yvour usegpreferences.

administration

Go here to perform administrati aintenance of codes,
users, attorneys, and other specia

2. Under System Codes, select Special Parties. When the options appear to the right of the screen, select

Add/Edit Officers.

@ Administration

Security

0 Add/Edit Attorneys

Users
Change My Password
Public Access

System Codes

O Add/Edit Officers
0 Add/Edit Recipients
O Add/Edit Schools

Offenses

Court Administration Setup

Court Administration Codes
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3. Enter the Officer’s last and first name or badge number and agency information and click Search or
pressEnter.

Note: If you don’t know the correct spelling of the Officer’s name you may search using the astrict (*).
You must enter at least three letters of the last name with an * and 1 letter of the first name with an *
when you search by name.

Find An Officer

Search by Party Information Il Use Soundex

Last Name | Friendly |

First & Middle x| |

Officer Badge | | | |'|

Search . Clear . Exit . Add Party .

Find An Officer

Search by Party Information W Use Soundex

Last Marme | |
First & Middle |
Offcer Badge [Adems County SE3”
45’19”#5 epdrLnerie
Search . Clear Advance Police Departméant

Akron Police Department

Albany Police Department

Albion Police Department
Alexandria City Police Department
Allen County Sheriffs Department
Amo Police Department

Anderson Police Department
Anderson Public Safety |

£

4. Select the Officer’s record you want to edit.

Party Search Resuks | Records 1 -1 of 1
Badge Number 1234 Standng Inactive
Phone E-mail

Friendly, Officer

Agency
Adams County Sheriffs Departiment
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5. On the next screen, edit the inactive date field to reflect the date before the new Officer was added;
click Save.

Note: For instance, in the two examples below, to make badge number 1234 inactive for Officer Friendly
and active for Officer Unfriendly, first search Officer Friendly’s records to edit his inactive date. This date
will have to be the day before Officer Unfriendly became active. Click Save after making your changes.

=

Name - Agency Information

Friendly, Officer Agency |.Adarr15 County Sheriff's Department |"'|

Badge #
Active [02/06/2015 |[T2] Inactive |02/08/2015|

Phones and E-Mail -
Usar-ID | |'| IE—rh'lzlil | | |

Other Links
Party Information

Save ©

6. Next, search for the new officer, “Officer Unfriendly”
e Enter the badge number that is being reused in the Badge # field.
e Then enter today’s date in the Active date field and Save.

»
Add Officer

TName B foency intormation

Title l:lEl Agency |Adams County Sheriff's Department |'|
Frse [Oficer (NN Badge #
Middle Active [02/09/2015 |[7Z| Inactive | |[3Z)

Last [Unfriendly

sume  |¥]
Phones and E-Mail
wor [ | -
-
User-ID | |'|

E-Mail | |

Advanced
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Note: Please note that depending on when the officer started and began submitting tickets, you may
need to play with the inactive and active dates on the original officer and the new officer.

7. Notice that when searching a badge number in an agency that is shared by more than one Officer, both
Officers will now display in the search results; however, their “Standing” will show as ACTIVE and
INACTIVE. There should only be one Officer with a Standing as ACTIVE, if they share a badge number.

£
Find An Officer

Search by Party Information Il Use Soundex

Last Mame | |
First & Middle | H |
Officer Badge
‘Adams County Sheriffs Departn. ant
Search . Clear Advance Police Department

Alkron Police Department

Albany Police Department

Albion Police Department
Alexandria City Police Department
Allen County Sheriffs Department
Amo Police Department

Anderson Police Department
Anderson Public Safety .

11

L4

Party Search Results | Records 1 - 2 of 2

‘ Friendly, Officer Badge Number 1234 Standing Inactive
Agency Phone E-mail

Adams County Sheriffs Department
wuﬂﬁendm Officer Badge Mumber 1234 Standing Active =
Phone E-mail

Agency

Adams County Sheriffs Department
|
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