Odyssey CMS Cheatsheet

Topic: Converting a Bond to Pay Fees
Date: 10/16/2015

Summary: This feature allows you to convert bond money from the cash bond section on
the financial tab to be applied to case fees that have been ordered and assessed.
***Note: Fees must be assessed before using this feature. *** A Bond can be converted
multiple times.

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. Go into the Financial Tab on the case.

2. Click into the blue CASH BONDS hyperlink.
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& 04C01-1301-CM-0|

1 - S
®  summary Detail Parties

P state of Indiana vs. Carolyn Paradise

Type CM - Criminal Misdemeanor Projected Fees
Group By n ¥ show Categories with no Activity

Party/Financial Category Current Due Total Balance Escrow Balance Last Activity

~ State Plaintiff

v Defendant
Paradise, Carolyn 5

Case Fees - Other 466.00 466.00 0.00 05/06/2013 Charge
‘ Cash Bonds 0.00 500.00 05/06/2013 Registry Deposit
Registry and Trust 0.00 0.00

® 04C01-1301-CM-000 018
i . .-

- S
¥ summary Detail Parties

Disposition Time Stds
(@) state of Indiana vs. Carolyn Paradise
Type CM - Criminal Misdemeanor

Accounts 4 Edit Account M ctions | Convert € ¥

On Behalf Of Taxpayer ID#
.4 Cash Bond Account Paradise, Carolyn S 500.00

Totals 500.00

4. Check mark the small box to the left of the cause number that you want to apply the bonds fees to. You may

notice that you may have a scroll bar to apply the bond to more than one case’s fees. Check all cases that you
want to apply the bond to.

Convert Cash Bond Account

Apply to Fine W Use Pmt Plan Distribution 1l Group by Charge/Offense Collapse All

Case/Pmt Plan Balance
‘ 29D06-1403-CM-000810 212.00 212.00
& 3/3/2014 Drug Abuse, Prosecution, Interdiction 212.00 212.00
Drug Abuse, Pros_, Interdict. - County - CR 159.00 159.00
Drug Abuse, Prosecution, Interdiction - State - 83.00 53.00

Converting a Bond to Pay Fees Page 1 0of 9



Odyssey CMS Cheatsheet

Only check mark the box next the fees that you want to apply the bond to. It’s ok to check mark a fee even if you
don’t have enough bond money to pay off the fee. Odyssey will apply what bond money you have to the fee,
leaving the remaining balance to be paid at another time.

5. The amount to apply:
a. IFthe assessed fees are less than the bond, enter the total amount of the assessed fees.
b. IF the fee total is equal to or greater than the amount of the bond, enter the total amount of the bond.

6. Enter a Comment “Bond Applied”.
7. If any remaining balance is to be disbursed, enter the amount into the “Disburse to Party” section.
a. [IFthe total is to be disbursed to one party, enter the total remaining balance
b. IF the total is to be split between multiple recipients, enter the amount to be paid to one of the recipients.
(this will leave the remaining balance on the Bond)

c. IFnoamount is to be disbursed, leave this field blank.

8. Atthe Bond Status dropdown, choose appropriate status. If you are not releasing the bond, choose Bond Partially
Released by Clerk. If you are releasing the bond, choose Released.

9. Enter a Comment ex., “Applied to fees, remaining bond disbursed to...”

10. Your screen should look something like this:

Bond Released
]
Convert Cash Bond Account
Apply to Fine J Use Pmt Plan Distribution Collapse All

Case/Pmt Plan

# 02D05-1305-FD-000414 1,016.00  1,016.00 -
& ¥ 5/6/2013 Alcohol and Drug Countern 200.00 200.00 =
Alcohol and Drug Counter. Fee - Cn 150.00 150.00
Alcohol and Drug Countermeasures 50.00 50.00
W 5/6/2013 Alcohol and Drug Services | 400.00 400.00 -
Totals | 1,016.00/] #5
Comment for Case Fees Adjustment | Bond Applied

E?:: Ho

Disburse to Party

Til [Cheri's Civil Till (Allen| = Registry Ac
#8 lBond Status |Released Kl I TR

Balance
Bond Location |[Clerk's Office ¥

Comment for Bond Adjustme:’t Applied to Fee, remaining bond
#o @ 3% |released to defendant

Save Exit
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Partial Bond Released

Convert Cash Bond Account

Apply to Fine Wl Use Pmt Plan Distribution |l Group by Charge/Offense Collapse All

Case/Pmt Plan Balance Apply
29D06-1403-CM-000610 212.00 212.00
¥ 3/3/2014 Drug Abuse, Prosecution, Interdiction 212.00 212.00
Drug Abuse, Pros._, Interdict. - County - CR 159.00 159.00
Drug Abuse, Prosecution, Interdiction - State - 53.00 53.00
Totals 212.00

Comment for Case Fees Adjustment § Bong applied.
® X

I 17+

Disburse to Party

Amount |

Transaction Detail

Til {Counter Till (Hamilton| 7 Registry Acct Total 500.00
I Bond Status |B0nd Partially Releasj "'I e 212.00
Balance 288.00

Bond Location |1'.3Ierk'5 Office |‘l"|
Comment for Bond Adjustment | patially applied to Fee. Remaining ‘I

Ig nf: amount 15 not released.

I - B - N

Notice the bond balance of $288.00. This will remain in the Bond Trust.

11. Click Save.
a. IFyou have an amount to disburse and have entered the total remaining balance in the Disburse to Party field,
the individual check screen will display for the amount entered in this field.
i.  Click the dropdown next to TYPE: Select Check to Party (Bonds).

ii.  Verify the party you want to receive the check is entered into the “Pay To” section. NOTE: this will
default to the defendant’s name. Click Non Case Party if you want to enter a different recipient or click
Case Party and to select a different party on the case.

iii.  Click Save/Submit. Your check is now in the queue and ready for the bookkeeper to print.

Enter a Check on Case # 30D02-1304-FD-000414

| Type |Check to Party (Bonds) [¥] I [JHand check
) Case Party  (®Non Case Party gl -

Pay To [Daffy Duck e Cutoff Date [03/13/2014 |[72]

Address (12312 Main Street Trans Date (03/13/2014 @

[# % | Anytown IN 23423432 Amount

Nine Hundred Eighty Four and no/100 Dollars

r;er‘r}o Bond Released User Nieman, Ginalee
& = Account 100-030-010
Greenfield Banking Company
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3k 3k 3k 3k 3k 5k 5k 3k 3k sk 3k 3k %k 3k %k %k 5k %k %k k

b. IF you have an amount to disburse and have only entered part of the total remaining balance in the Disburse
to Party field, the Warning will appear to let you know the total amount of the bond has not been applied and
will remain in Cash Bonds: Do you want to continue the conversion?: Click YES to convert the bond and leave
the remaining amount in Cash Bonds.

The amount to be applied and/or disbursed is less than the total registry account amount.
Do you want to continue with the conversion?

Yes No

The message above is telling you that you have additional money available to be paid out that can be disbursed
now by using the check icon or held to be converted or disbursed at a later time.

>k 3k 3k ok %k 3k ok 3k 3k >k ok 5k %k ok %k %k %k %k 5k %k kk ok

c. IF the full amount is applied to case and judgment fees, click Save and your bond will convert

Converting the Same Bond to Pay Additional Fees

1. Go into the Financial Tab on the case.

2. Click into yellow CONVERT hyperlink.

@ 04C01-1301-CM-000018. w i S B ;

®  summary Detail Charges Service Conditions Motes Disposition | Time Stds i Prot, Orders | Warrants 1%

(@) state of Indiana vs. Carolyn Paradise
Type CM - Criminal Misdemeanor

Print Detail

4 Edit Account  View Tra Convert €3 ¥

Accounts

On Behalf Of Taxpayer ID#
.4 Cash Bond Account Paradise, Carolyn S 500.00

Totals 500.00

3. The ‘View Cash Bond Account Conversion History’ window will appear. Click on the yellow CONVERT button. This

screen breaks down what portion of the bond has already been applied and disbursed as well as the date the
adjustment/convert bond took place on.

View Cash Bond Account Conversion History

Cash Bond Account Conversion History Convert

03/03/2014 Paid: 288.00
Disbursed: 0.00
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Convert Cash Bond Account

Apply to Fine Wl Use Pmt Plan Distribution |l Group by Charge/Offense Collapse All

Case/Pmt Plan Balance Apply
q 29D06-1403-CM-000610 212.00 212.00
(V) 3/3/2014 Drug Abuse, Prosecution, Interdiction 212.00 212.00
Drug Abuse, Pros.. Interdict. - County - CR 159.00 159.00
Drug Abuse, Prosecution, Interdiction - State - 53.00 53.00

5. The amount to apply:
a. [IF the assessed fees are less than the remaining bond, enter the total amount of the assessed fees.
b. IF the fee total is greater than the amount of the remaining bond, enter the total amount of the bond.

6. Enter a Comment “Bond Applied”.
7. If any remaining balance is to be disbursed, enter the amount into the “Disburse to Party” section.
a. IF the total is to be disbursed to one party, enter the total remaining balance
b. IFthe total is to be split between multiple recipients, enter the amount to be paid to one of the recipients.
(this will leave the remaining balance on the Bond)

c. IFno amount is to be disbursed, leave this field blank.

8. Your screen should look similar to the screenshot below:

Convert Cash Bond Account

Apply to Fine W Use Pmt Plan Distribution W Group by Charge/Offense Collapse All

Case/Pmt Plan Balance Apply
| 29D06-1403-CM-000610 100.00 100.00
[ 3/4/2014 Adult Probation Administrative Fee 100.00 100.00
Adult Probation Administrative Fee - CR 100.00 100.00
Totals 100.00 | 100.00/
Comment for Case Fees Adjustment |5qnd Applied
@ X

Disburse to Party

Amount |

Transaction Detail

Til |Counter Till (Hamilton] = Registry Acct Total 288.00
I Bond Status |Re|ea&ed |'| I Applied / DLSbL:ErSEd zazx
Balance d
Bond Location |Clerk's Office [v]

Comment for Bond Adjustme:’t Applied to Fees, remaining bond
@ W% released to defendant.
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The next steps should be used to disburse the remaining balance of the bond if so ordered.
If the Judge has not ordered the remainder to be disbursed, the bond can remain in Cash Bonds (Trust).

1. Click in Cash Bonds under Financial Tab.

2. Click into yellow VIEW TRANSACTIONS hyperlink on the Financial Tab of the case.

I Forms Save Exit |

Financial Prot. Orders Warrants  [%.

Conditions Dispasition

(J state of Indiana vs. Carolyn Paradise
Type CM - Criminal Misdemeanor
View Summary

Print Detail

. View Transactions  Convert e +

On Behalf Of Taxpayer ID#
Cash Bond Account Paradise, Carolyn S 34.00

3. Click on small check icon on the right side of page.

View Con

Balance Admin Fees

Increases Decreases
4. At Type dropdown, choose Check to Party (Bonds).

5. Click into Picker to choose recipient. If the recipient is not a party on the case, choose the Non-Case Party radio
button and manually type the recipient’s name.

6. Fill in the Amount of the check.

Enter a Check on Case # 04C01-1301-CM-000018

Type |Checkto Party (Bonds) |‘l'| ™ Hand Check

& (Case Party ¢ Mon Case Party

11 1

Pay To |Carolyn S Paradise |.g] Cutoff Date |05/06/2013 E’ij
Address (1234 o Mulberry ST Trans Date |05/06/2013 E’ij
=3 of
[# & | Lebanon IN 46052 Amount
Thirty Four and no/100 Dollars
Memo User Taylor, Jayme
B X Account 100-004-010

Fowler State Bank

7. Choosing the SAVE/SUBMIT or the SAVE/EXPORT button determines where the check goes and how it needs to
be processed. If the user selects the SAVE/SUBMIT option, the check goes to the Check Processing Queue in Case
Manager. The check will be listed in the queue along with the checks for the day, including checks that were
produced from the group disbursement. The checks will be held until the user exports those checks to the OFM
(Odyssey Financial Manager) Check Processing Queue. Once the checks are exported, the user will follow the
procedure for printing checks. If the user selects the SAVE/EXPORT option, the check will go directly to OFM
where it can be printed immediately. (Please check with your bookkeeper before selecting Save/Export. It may
be their preference that you select Save/Submit.)
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8. If you hit Save/Submit: From the left navigation bar, under Fees & Finances, click on Check Processing
Queue and choose your county from the org. chart if prompted.

Fees & Finances W

Manage Deposits
| Check Processing Queue |

Group Disbursements

9. From the Checking Account dropdown, choose your County Bank Account.
.
Locaton ‘Orange County =

Subrmitted By |AII Users |@
Checking Account |Orange County Banl-cAccouni'|

10. When your checks appear, click Submit and then choose Finish. Click OK when you are notified the job
has been sent to the Job Queue.

OFM PROCESS AND PRINTING CHECKS

1. From the Windows Menu Bar, click on Centers, choose Financial Manager.

2. Click Check Processing Queue on left navigation bar. If the org. chart appears, choose your county.
Chart of Accounts
Activities g
Check Processing Queue
Close a Financial Period

3. From the Bank Account dropdown, choose your County Bank Account.

ueie o

Location | Orange County Circuit & Supe‘ =
Submitted By |AII Users |.§J
Bank Account |Orange Odyssey Bank Accour]¥| -

4. When your checks appear, click on the Include All hyperlink, or place a check mark next under the
Include column for the checks you would like to include.

Checks to Print = Prayious  Next  Include All
Submitted Submitted By Pay To Amount Include

255 1;54013 Dewitt, Janele Wiliams Brothers Health Care Pharm... 50.00 # -
05/31/2013 ; . .

3:52 PM Dewitt, Janele Midland Funding LLC 3372

05/31/2013 . ;

3:53 PM Dewitt, Janele Neil W Brown 100.00

5. Click on Print on the top right corner.
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6. When you get the pop-up, fill in beginning check #, Check Format and Printer, and then click Continue.

3
Print Group of Checks

Checking Account 010
Elkhart Odyssey Bank Account

Check Format |Case Manager Deluxe Checks|‘l'|
printer |Dell Laser MFP 1815PCL6  |v|

7. ***VERY IMPORTANT — DO NOT CLOSE OUT THE CHECK PRINTING CONFIRMATION POP-UP UNTIL
CHECKS HAVE PRINTED SUCCESSFULLY***

8. If checks have not printed correctly, click Clear All and resolve the issue. If checks have printed
successfully, click Continue.

Check Printing Confirmation

@ Please confirm that the following checks have printed.

Check # Pay To Amount
1004 LWVNVY Funding, LLC 166.01
1005 Allied Collection Service 50.00
1006 Allied Collection Service Inc 25.00

9. After checks print, you should tear off the bottom stub of the check stock. This should be maintained
for your recordkeeping purposes and made available for State Board of Accounts.

PRINT CHECK REGISTER — Case Manager
1. Click on Centers in the Windows Menu Bar, and choose Case Manager.

2. From the left navigation bar, click on Reports - Cash Management - Check Register.

File View Tools Centers Developer Help |
TIET, . TO . - : . —
A Manager: ReportingiCenter * -"\," . Ext |
L) - o
o5’ Shows cashier till counts and totals over a date -
:.'.‘ Odyssey Case Management range. Also Includes till average and total over/short |
Court Administration discrepancies to help determine cashier accuracy.
Forms & Documents Waorkflow Reports U Check Register £
Party Reports Lists all checks submitted to the Check Printing

Queue for a specified date range.

List Manager
Indiana State Reports
Workflow P O Draw Down Account Balance

Draw Down Account Balance Report

Group v Financial Reports
Group Add Events P O Draw Down Expiration Report

Produce a list of draw down accounts that have a

Rannrtc

3. The fields should be filled out as below, or you can click Recall and select your report.
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¥ Check Register

053113 |
053113 |

Bpoted 7]

4. When the report criteria are filled out, click Submit.
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