Odyssey CMS Cheatsheet

Disbursing an Individual Check from a Case
6/11/2013

Summary:
from a case.

The purpose of this cheatsheet is to instruct the user how to disburse a check directly

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. Using Find a Case, navigate to the Case in which the check is to be disbursed from.
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2. Click on the Financial Balance link or navigate to the Financial Balance tab.

-
Service Conditions

Hearings

Status
Fied

Type

American Acceptance Co Vs James A Ellis

Court
Judicial Officer
Financial Balance

Finandial Prot. Orders | %
Decided
01/29/2013

CC - Civil Collection

Hancock Circuit Court
Culver, Richard D
877.13

Most Recent Events & Hearings Lase Si amary
03/22/2013 Converted Event

CLERK'S OFFICE REVIEWS FILE. DEFAUL T JUDGMENT ENTERED. AQ (RI0? N) [ ITS Minute

ABIAAIATT  Camsnebad Cuned

statistical closure
03M19/2013

Default Judgment in Civil
Cases

3. Click onto the Case Fees link found under the Party that made the payment. In this example, James

Ellis is the party who made the payment.

Party/Financial € Current Due
v Plaintiff
American Acceptance Co Llc

Case Fees -
Other

Cash Bonds

Registry and
Trust

0.00

0.00

0.00

Total Balance Escrow Balance Last Activity

01/29/2013 Charge

Ellis, James A

W 87713 87713 500.00
Cash Bonds 0.00 0.00
%}3‘{&'@ 0.00 0.00

¥ Defendant

06/M11/2013 Payment
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4. Click on the CHECK icon to create the check.

m Prot. Orders | Warrants | 3 Exhibits Documents s State Report

American Acceptance Co Vs James A Ellis Inactive
Type CC - Civil Collection

View Summary
Ellis, James A Sho : Mo Collection Status Print Detail

% | AddPmt Plan i Edit Det

® Fee Category
Judgment/Restitution 1,377.13 500.00 0.00 877.13 0.00 500.00

5. When the Select Escrow to Disburse dialog box appears:
a. Choose the type of party to receive this check: Recipient, Trust / Case Party, or Non-Case Party.
i. If Recipient is chosen, any party listed as a recipient in the Edit Detail box is available.

ii. If Trust / Case Party is chosen, click the picker (E) to select the party to receive this check. The
options in this instance will be any party added to the Party Tab of the case.

iii. If Non-Case Party is chosen, use the search (&) icon to find your party. This can be any party in
the system and does not have to be a party on the case.

Select “As of Date” or leave default of current date.

Uncheck any fee that is NOT to be disbursed and any line that contains a zero (0.00). This will blank

out the dollar amount or “0.00” in the right column —when this is completed, click Continue.

It is important to note that you must never change a 0.00 balance from this screen. If the amount

to be disbursed is in the wrong fee, you must exit this screen, open your adjustment till and follow

adjustment procedures.

Also note that you may decrease an amount to be disbursed (if an amount exists), but you never

increase the amount to disburse. Again, if the amount is incorrect you need to move the money in

the adjustment screen before you can proceed with an individual disbursement.

x
Select Escrow to Disburse

From Party Ellis, James A
(®) Recpient () Trust/Case Party () Mon-Case Party

Pay To |American Acceptance Co Llc |"|
As Of Date |°_"52| [] 1gnore Holds
Total Amount to Disburse: 500.00
(@) Hancock County Trust
100-030-010 500.00 500.00
[J Attorney's Fee - CV 0.00
Interest Bearing Principal - CV 500.00
[13udgment - Non-Interest Bearing Prin 0.00
[Omanual Judgrment Interest - CV 0.00
[Jprejudgment Interest - CV 0.00
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6. On the Enter a Check screen:
a. Use the drop down box to select an appropriate check Type.
b. Enter any information or comment in the Memo field. Note that the case number will print on the

check stub automatically however, you may want to include in the memo field.
c. Click Save and Submit.

Enter a Check on Case # 30C01-1301-CC-000208

q Type |Check to Party (Case Fees) [v| [1Hand Check

Pay To | American Acceptance Co Llc |£ﬂ Cutoff Date 08/11/2013

Address |gg E 86Th St Trans Date @

@ & |SteE Amount 500.00
Five Hundred and no/100 Dollars

Memo |30C01-1301-CC-000208 User Campbell, Kelly

@ X Account 100-030-010

Hancodk County Trust

7. To view the check in the processing queue, navigate to Check Processing Queue which can be found
under Fees & Finances in the left side navigation bar.

a. Choose your appropriate location from the Location picker box.
b. Select the appropriate Checking Account from the Checking Account Drop Down box.
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