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Topic:   Creating and Adding Service Information to a Warrant 
Updated:   5/30/2014 
 

Summary:  Warrants and Writs are associated with the party record on the case where the 
warrant and/or writ is added.  The warrant icon appears on the party record statewide and on any 
case type where that specific party record is used. Odyssey is a party-based application, but since 
multiple party records can exist, a warrant or writ may not be attached to all possible existing 
Odyssey party records for any individual.  (Note: If multiple party records are discovered, please 
contact the JTAC Help Desk for possible party merging.) 
 
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. 
 

Creating a Warrant 
 

1. From the case where the warrant or writ is ordered, click on the Warrants tab.   
 

2. Confirm that the Party name displayed is the correct subject of the warrant or writ.  If not, please select the correct 
party from the drop down list. 

 
3. Click on the + sign on the right to add the warrant or writ information.  

 

 
 

4. On the Detail tab, fill in the kind of warrant at the “type” field on the left. (Select “Writ of Attachment for the 
Body of a Person” for Body Attachments.) 
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5. At the bottom right (you may need to scroll down), fill in the Bond Type (e.g. cash or surety) and the Bond 
Amount. Check the box for “Hold without bail or bond” if there is no bond.  

 

 
 

 
 

6. If necessary, click on the Notes tab to add information such as “10% Cash Bond Accepted.”  When added, this 
information will appear on both the CCS and the printed warrant form. 

 
The Notes tab can also be used to distinguish when a warrant has been served if the warrant was served on a day 
different than when the Clerk is marking it as served. 
 

 

 
 



   
Odyssey CMS Cheatsheet  

 

Creating and Adding Service Information to a Warrant Page 3 of 6 

7. Click on the   “W” to print the warrant.  
 

8. Click YES to save changes to the warrant before printing the warrant form when the popup box appears.  
 

 

 
Once saved, an event is generated and summary Warrant information is added to the Chronological Case Summary 
(CCS).  
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9. Select the warrant form to be printed. (Ensure that the “Print Preview” box is checked on the Form list before 
printing.) Click the Quick Print icon or Press Ctrl key and “P”. 

 

 
 

10. Once you have printed your warrant, click the “X” in top right corner to close out of the form. Printing the forms 
does not generate events to the Chronological Case Summary (CCS) and are not saved in Odyssey but can be 
reprinted as needed.  

Note:  Hovering over the  icon will display how many warrants/writs exist for the party record and to which case(s). 
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Adding Service Information to a Warrant 
 
When a warrant/writ is returned from the Sheriff’s Office, the return must be recorded on the Warrants tab.  
 

1. From the case, click on the Warrants tab.  
 

2. Click into the red “Issued” status hyperlink on the warrants information box.  
 

 
 

3. Click on the “+” sign to create a new information line.  Under Status Detail, choose the correct status (e.g. 
“Served”) under the Status dropdown. 

 

 

 
 

Note:  The actual service time and date can be added to the Notes tab of the Warrant.  Click on Notes tab within 
the warrant, Click on plus sign, add info in Notes field, and click Save. 

 

4. Click Save. The warrant displays as “Served” and the Warrant Icon no longer displays on the party record; the 
is removed and an event is added to the CCS.  
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Adding Warrant Service if not on Warrants Tab 

1. Click on the EVENTS tab. 
 

2. Click plus (+) sign (on right side). 
 

3. In TYPE dropdown field, select the correct event. 
 

4. These are the events available: 
  
 WARSRV –  Warrant Served   
 WARREC –  Warrant Recalled 
 WARE –  Warrant Expired   
 WRS –  Writ Served 
 WRNS –  Writ Returned Not Served 

ADM –  Administrative Event (If you choose the Admin Event, you will need to enter a comment 
stating that the warrant was not served/returned.) 

 
5. If needed, enter any applicable information in the Comment field. 

 
6. Click SAVE. 
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