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TOPIC:TOPIC:TOPIC:TOPIC:    eeee----Filed | PreFiled | PreFiled | PreFiled | Pre----ExistingExistingExistingExisting    GU CasesGU CasesGU CasesGU Cases    in Odysseyin Odysseyin Odysseyin Odyssey    

DATE:DATE:DATE:DATE:        OctoberOctoberOctoberOctober    2016201620162016    
 

*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. 

 

Summary:Summary:Summary:Summary: This cheat sheet will instruct the user how to add pre-existing, and eFiled guardianship cases from Odyssey 

into the Guardianship Registry. The new event code used in Odyssey will automatically enter the case into INcite’s 

Guardianship Registry.   

 

 

1. Details Tab: Details Tab: Details Tab: Details Tab:  On the Details tab, select from the Subtype dropdown Guardian: Adult, or Guardian: Minor. 
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2. PartiesPartiesPartiesParties    Tab:Tab:Tab:Tab: Prior to entering the new event code into Odyssey, you must first verify and/or enter the Gender, Gender, Gender, Gender,         

    Race, Home AddressRace, Home AddressRace, Home AddressRace, Home Address, and Mailing AddressMailing AddressMailing AddressMailing Address on the party record for all parties. Next, verify and/or enter the DOBDOBDOBDOB  

 for the Protected Person. 

 

*NOTE:*NOTE:*NOTE:*NOTE:    Verify and/or update the Party Type of the ‘Protected’ person to be listed as the Incapacitated Adult/Child Incapacitated Adult/Child Incapacitated Adult/Child Incapacitated Adult/Child only.  

**  **  **  **  If the case is a preIf the case is a preIf the case is a preIf the case is a pre----existing Guardianship with an Order Dateexisting Guardianship with an Order Dateexisting Guardianship with an Order Dateexisting Guardianship with an Order Date,,,,    a Guardian must exist a Guardian must exist a Guardian must exist a Guardian must exist as a party as a party as a party as a party on the Case.on the Case.on the Case.on the Case.        
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3. Events Tab:Events Tab:Events Tab:Events Tab:    Next, click the [+] in the upper right hand corner to add the event. Add Event Code: MEGURMEGURMEGURMEGUR (Added 

 to Transmit to GU Registry). Click on the question mark.Click on the question mark.Click on the question mark.Click on the question mark.     

*NOTE:*NOTE:*NOTE:*NOTE:    Never enter any text into the Comment field. It will not go up to the registry. 

 

 Enter the applicable LetterLetterLetterLetter and OrderOrderOrderOrder dates. If the case is not active, you may enter ‘NA’ in both fields. Select 

 from the dropdown menu: Temporary Temporary Temporary Temporary or    PermanentPermanentPermanentPermanent, CHINS: YesCHINS: YesCHINS: YesCHINS: Yes or NoNoNoNo, under the Prompts header. Click Finish.  
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You will return back to the prior Event box. The date of the Letter and Order, Temporary or Permanent type; as well as the 

CHINS status, will show in the Comment box.  When you click ‘Save’, the case will be created in INcite’s Guardianship Registry 

application.  

*NOTE: *NOTE: *NOTE: *NOTE: if you entered any incorrect information in the fields provided and need to make a correction, you will need to clear 

 out the data in the comment box. Click on the question mark again and re-enter the correct data. Click Save to 

 complete. This only applies if you have not hit the ‘Save’ button first.This only applies if you have not hit the ‘Save’ button first.This only applies if you have not hit the ‘Save’ button first.This only applies if you have not hit the ‘Save’ button first. Otherwise, the events will have gone up 

 automatically. 
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*NOTE:*NOTE:*NOTE:*NOTE:        On the Summary screen, you will receive an error message if you are missing any required data. See below. Enter 

 the missing information to create the case. 

 

 

 

 

 


