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Topic:   Criminal eFiling 
Updated:   11/3/2016 

Summary: This cheatsheet explains how to add a criminal case to Odyssey through criminal 
efiling and INcite’s Clerk’s Review Queue. 
 

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. Log into INcite (mycourts.in.gov).   
 

 
 

2. Click on the Clerk Review System application.   
 

 
 

3. Notice the Search Criteria fields at the top of the screen.  A pre-defined date range will populate in the 
Submitted From and Submitted To fields.  Click Search to bring up list of cases for your court(s). 
 
NOTE: You can also limit the filings you are looking for by file number, filer, defendant, degree, and filing type.   
 

 
 

4. The search results can also be limited by “File Status”.  For example, if you only want to view new filings that 
have not been filed or rejected, select “New” from the drop down.  

 
NOTE: The “File Number” that you see on this screen is from the Prosecutor’s Case Management system and does 
NOT play any role in the creation of the case number in Odyssey.  This is added as a cross reference number that 
can be used for searching in Odyssey and on Secure Public Access.   
 

https://mycourts.in.gov/
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5. Once you find the line for the filing you would like to review, click Edit.   
 

 
 

6. Review the filing information on your screen as compared to the paperwork that was filed making sure you are 
accepting the proper case. If your county requires that the appropriate judge is selected before the filing is 
approved, please make sure that you select the proper judge from the dropdown at the top of your screen.  If 
your county lets Odyssey auto-assign the judge/court you do not need to fill this field out. 

 
 



 
Odyssey CMS Cheatsheet  

 

Criminal eFiling  Page 3 of 6 

 
 
 

7. After reviewing the information select “Approve Filing.”  If you choose to reject a case, you must pick an 
acceptable rejection reason; if you do not you will see a pop-up error. 
 

8. Once the filing has been approved in INcite, the case will file in Odyssey.  You will see the case number return in 
INcite as soon as the case has been filed in Odyssey.  The status will also change to “Filed”.   

 

 
 

9. After the case has been filed you will need to find the case in Odyssey and: 
- Add the Prosecuting Attorney’s information to the Parties tab;  
- Link the Citation if the charge is a BMVable offense; 
- Add proper events and scan necessary documentation. 

 
 
Accepting Documents through the Criminal Review Queue  
 

• If your County IS NOT accepting documents through the Criminal Review System, please skip to this section. 
• If your County IS accepting documents through the Criminal Review System, follow the steps below. 

- Go to the Documents section. 
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- Click on the first document submitted. 
o The document will open in the viewing pane below this information. 

- Click Edit to enter the appropriate Odyssey event code for the document you are working with in the Filing 
Code column. 

o You will only have to click edit and find the Odyssey event codes for those that do not already have 
Odyssey event codes filled in the Filing Code column.  The system will prepopulate many of the 
Odyssey event codes, these just need to be confirmed.   

o TIP: this field will accept the Odyssey event short code or you can type part of the event that you are 
looking for in this field and it will return search results. 

 
 
 

  
 

 
- After you have found the proper Odyssey event, click Update 

o This will add the Odyssey event you selected to the Filing Code column 
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- After you have completed these steps for all of the documents that were submitted, you can move on to 

approving the filing. 
o Once your filing is approved and the case is created in Odyssey, the Odyssey events you selected will 

appear on the case and the documents will be associated with them. 
 
 
Building a List in List Manager of all Criminal Cases eFiled that Day 
 
Summary: This section will instruct you how to build a list in List Manager of cases that were efiled in a certain period in 
order to add the Odyssey information in batch.  
 

1. Click on List Manager on the left navigation bar.  Select your court or courts you are adding case information for 
cases that were efiled.  Click Continue.   
 

 
 

2. Click Perform Query, then click Select Cases.  
 

3. Fill out the following fields in the Select Cases box:  
- Case Category: Select a case category of Crim-Juv-Traffic from the picker box  
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- Created by User: Select the user ID “IntegrationAdmin”  
- Filed Between: Start Date and End Date should be the date range you want to see efiled cases for.   

 
Then, click Create.  

 
 

NOTE: If you would like to limit your search more, you can fill out more fields in the Select Cases box.  For instance, the 
above fields will bring back all Felony, Misdemeanor as well as all Infraction cases.  If you only want to bring back the 
felony and misdemeanor cases, enter the case types you want to include in your search by selecting the picker next to the 
“Case Type” field.  
 

4. If your search criteria is filled out like above, you will receive a list of all criminal and infraction cases eFiled 
today.  If you have cases with the same Prosecuting Attorney and the same Events that need to be added you 
can do these things through Perform Action.  

 
NOTE: Please see the “List Manager” cheatsheet for a list of functions that can be performed in list manager and a 
description on how to add an attorney and add events.   
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