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Topic: E-Notification Process 
Date: 11/28/2016 

 

Summary: The e-notification process runs in INcite in the Odyssey Reporting application. 
However, this cheatsheet also explains how e-notices are generated from Odyssey. 
 

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. 

How E-Notices and Notices are Generated 
 

Certain events can be configured to automatically trigger a notice. This can be customized per county. (i.e. Many 
counties only want to send notice on the Order entries). At the end of the day, the process will run and look for any 
events that are set to trigger a notice. 
 

• If there is more than one event (that’s set to trigger a notice) on a case that was entered that day, it will 
combine them as one notice.  If multiple documents are attached to an event that’s set to notice, a link will 
be created for each document. 
 

• A notice will be sent on any judgment, disposition or sentence added to the Disposition tab as long as a 
document is attached to it. 

 

 
 

• For Events designated to be noticed with a document, a notice will be sent regardless of the document type 
attached. 
 

• By default, the notice will go to the attorney. If a party does not have an attorney, the notice will go to the 
party. 
 

• If the attorney or party has an email address, the notices will be sent through email.  After the process has run, an 
event called ‘Automated ENotice Issued to Parties’ is added to the case. 
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• If the attorney or party does not have an email address, the notices will ‘kick out’ to a batch pdf file of paper 
notices.  This batch file is emailed to the county-designated individual(s) in the Clerk’s or Court office, and it can 
then be printed and mailed.  After the process has run, an event called ‘Automated Paper Notice Issued to Parties’ 
is added to the case. 
 

• A comment will be added to the automated notice events which will include the event names(s), the event 
dates(s), and the notice recipient(s).  An example is below: 
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• Notices will go to party records that are active and marked as a ‘Party’. If a party is marked as a ‘Participant’, a 
notice will not be sent to that party unless they are selected in the Served box. 

• If a Participant or Inactive Party is selected in the Served box, notice will be sent to the specified parties. SEE 
HOW TO OVERRIDE THE DEFAULT PARTIES SET TO RECEIVE NOTICES below. 

 

• If an attorney is connected to multiple parties on the case, they won’t receive a notice per party. They’ll only 
receive one notice for all parties they’re connected to. 

 
• For all events designated to be noticed, a link to the document(s) will be included on the notices (see example 

below). However, notices will not generate for these events until the document(s) is/are scanned. (For instance, if 
the order is added today, but no document(s) is/are attached or scanned until tomorrow, the notice will not 
generate until tomorrow, when it sees the document(s) that has/have been scanned). Note: There is a 7 day 
window between the date the order event is added and the date the document(s) is/are scanned. If the 
document(s) is/are scanned more than 7 days after the event has been added, a notice will not be generated. 
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How to Stop a Notice from being Sent 
 

There are a few ways to stop a notice. 
 

• After an event has been added that is set to a trigger a notice, it can be blocked so it doesn’t send a notice. To do 
this, right click on the event and select Add Related Event. Use the ‘Stop Batch Notice’ (SBN) event to block that 
event from being sent to all parties. 

 
• A specific party can also be blocked from receiving a notice. Click on the party from the Parties tab of the case. In 

the Modify Case Party Details screen, select the ‘Do Not Send Notice’ checkbox. This will prevent this party from 
receiving any notices from this case only. 
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How to Override the Default Parties set to Receive Notices 
 

By default, the notice will go to the attorney. If a party does not have an attorney, the notice will go to the party. 
However, this can be changed for certain events (mostly order events) 

 
• When an Order event has been added, an option is available to select which parties to send it to. Click on the 

‘Served’ party picker, and select the parties that should receive the notice. This will override the default parties 
who are supposed to receive the notices. 
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How to Verify if an E-Notice or Paper Notice has been Generated on a 
Case 
 

There are two ways to verify this. 
 

• In Odyssey, check to see if the ‘Automated ENotice Issued to Parties’ or the ‘Automated Paper Notice Issued 
to Parties’ has been added to the case. 

 
• In INcite, go to Odyssey Reporting. Click the ENotice menu. Type in a case number or party name, the 

Find Now button.  This will show all e-notices sent to each party, along with those kicked out to batch 
notice. 
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