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Topic:   Filing and Taking Payments in Bulk on New Cases 
Date:  10/9/2013 
 

Description: The purpose of this cheatsheet is to instruct the user how to File new cases and take 
payments in bulk. 
 

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. Navigate to the Add a New Case screen. 
   

 
 

2. Select the Parties Tab. 
 

 
 

3. Add the Plaintiff to the case (the business or law firm filing multiple cases). 

4. Add the Attorney to the case (the attorney representing the cases). 

***DO NOT add any Defendants to the case at this time.  You should only add the Plaintiff and Attorney that 
will display on each case being filed in bulk. 

5. Click Save. 
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6. If your county auto-assesses fees on its small claims cases, you will see the Calculate Small Claims Case Filing Fees 
screen below.  Enter the number of defendants on the case and click Finish.  If your county does not auto-assess 
fees,  skip to step #7. 

 

 
 

7. On the “Case Filed” screen, click Same Party under Add Another Case. 
 

 
 

8. Click Save. 
 
Repeat steps 5 – 8 until the desired number of new cases have been created. For example, if a customer “drops” 
100 new cases with the same Plaintiff, you should create 100 new case numbers with the same Plaintiff and 
Attorney. 
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9. When you are finished creating cases, click Done. 
 

 
 

***Please note that if the Sheriff Service Fee is needed on any of the cases being filed in bulk, assess the fees 
before proceeding to Find an Account.  If all of the cases need the Sheriff Service Fee assessed, this can done 
through a process in List Manager.  If you need further assistance, please contact the Help Desk. 

 
10.   Navigate to the Find an Account screen. 

 

 
 

11.   Click Use Advanced Search. 
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12. Enter the Filed Between dates and Search by Attorney Information.  Also, be sure to select Include all Cases with 
Balance under Search Options. 
 

13.   Click Search. 
 

 
 
 

14. Click Mark All on This Page on the Search Results screen. Note that you will need to click Next to mark any cases 
contained on additional pages if there is more than one page of results. 
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15.   Click the Green $ (Add a Payment) icon on any of the marked cases. 
 

 
 

16. Complete the required fields to take a payment.  
 

17. Click Save to take the payment, or click Save/Print to take the payment and print a receipt listing all marked cases 
and the amount applied to each case (i.e. $81.00 filing fee). Note that the Amount equals the total fees for all 
cases marked/selected. 

 

 
 


