
 

Odyssey CMS Cheatsheet 
 
 

Topic:   Adjusting Negative Balances that Converted from the Legacy System 
Date:    2/12/2015 
 
Summary:  This cheat sheet explains how to correct negative balances that convert from the 
legacy system.   If the balance should be Joint & Several and both balances are negative but do 
not match, please contact the help desk.  There may be additional assistance needed to get all 
parties in balance before correcting the negative balance. 
 
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. When in your case go to the Financial tab or click on the hyperlinked words Financial Balance on the 
summary screen.  
 

 
 

2. On the view summary screen make sure the Show Categories with no Activity box is checked. Click Case 
Fees – Other under the party where the negative amount displays under the total balance column. 
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3. This will take you to the view balance screen. Click the Red dollar sign ($) to assess fees then click the 
plus sign (+). 
 

 
 

 

 
 

4. Select Manual Judgment Interest then click Continue. 
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5. Next enter the amount that represents the overpayment. In the example below the amount is 176.71, 
then click Finish.  
 

 

 
 

6. The next screen will show the Manual Judgment Interest entered with the amount, verify the amount 
is correct, then click Save. If the amount is incorrect, click the question mark icon (?) to the left of the 
words: Manual Judgment Interest and enter the correct amount.  
 

 

 
 
 

7. Now click the Adjustment button which looks like the plus (+) and minus (-) sign. 
 

 
 

Adjusting Negative Balances that Converted from the Legacy System                                                        Page 3 of 7 



 

Odyssey CMS Cheatsheet 
 

8. On the Enter an Adjustment screen click on the arrows to the left of the Judgment and Manual Judgment 
rows to expand or collapse these rows. 
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9. Left click in the white space of the Credit column in the Interest Bearing Principal row, the amount in 
that area will be highlighted in blue and an X will appear in that field. Enter the negative amount of the 
credit and press <enter> or <tab> out of that field.  You will now see a red arrow pointing down in that 
Credit column and a green arrow pointing up in the Balance column of that row. 
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10. Next, left click the white space of the Credit column in the Manual Judgment Interest row.  The amount 
area will also become highlighted in blue and an X will appear in that field.  Enter the amount of the 
credit and press <enter> or <tab> out of that field. A green arrow pointing up should appear in that 
Credits column and a red arrow pointing down should appear in the Balance column of that row. 
 

 

 
 

11. It is strongly recommended to add a comment at the bottom left of the screen to keep a history of why 
the amount was adjusted. 
 

12. Click Save.   
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Note: After saving the adjustment when you go back into your summary tab, you should see the Financial 
Balance represented as zero. 
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