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Topic: Adding Hearings through the Calendar 
Updated:  3/12/2014 

Summary:  This cheatsheet will show you how to add individual or multiple hearings from the 
Calendar View.  This is beneficial for family court where the court users are attempting to 
schedule the Father’s hearings, the son/daughter’s juvenile hearings, etc. on the same day/time.  
It’s also beneficial for habitual offenders that may have multiple cases associated to them, where 
the court wants to hear all cases on the same day. 
 

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. 
 

Navigate to View Calendar: 
 

1. Click into the session where you would like to schedule hearings. 
 

 
2. Click the plus (+) sign to add hearing(s). 

 

 
 

3. You will see a dialogue box. The style of the dialogue box will vary depending on the type of session you are 
scheduling into.  i.e., cattle call vs duration. 
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4. To add an individual hearing to the calendar, type in the Case number, select the Hearing Type and Duration, if 
applicable. 

 

           
 

5. To add multiple hearings, click the magnifying glass . 
 

a. Enter your search criteria on the Find a Case screen. 
b. In this example, we are using “Advanced Search” and searching on a specific business, filed between 

specific date ranges.   
  

 
 

c. From the results screen, you can select multiple cases by marking the checkboxes next to the case 
numbers. 
 

Note:  You can only use this feature to set cases on a regular interval or same time session.  You cannot use this 
feature for a calendar session with different start times. 
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d. After making your selections, click Continue. 
 

6. Select the Hearing type and click Save. 
 

 
 

 

7. Cases are now scheduled on the calendar.   
 

 


