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Topic: List Manager 
Date:  1/8/2015 
 

Summary:  List Manager is a way to process cases in batch.  It allows you to perform several 
actions to a list of cases or hearings simultaneously.   
 

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. 
 
You can create two types of lists – a Case List and a Hearings List.  Only certain types of actions can be performed for 
each list type.  If you want to perform an action for list that is not available for that list type you can convert the list.   
(See Managing or Modifying a List below.) 
 
Actions to perform with a list of cases: 
 

• Add Attorney 
• Assess Fees and Fines 
• Batch Notices 
• Batch Print Case Labels 
• Case Reassign Judge 
• Case Reassign Judicial Officer and Location 
• Case Reassign Location 
• Generate Criminal Case Warrants 

• Pay / Appear Past Due Batch Notices 
• Print Case Form 
• Print Case Summaries (CCS’s) 
• Schedule Hearings 
• Update Cases 
• Update Dispositions 
• Update Warrant Status 
• View Next Hearing Date 

 
Actions to perform with a list of hearings: 
 

• Print Rescheduled Hearing Notices 
 
To Create a List with List Manager (Perform Query): 
 

1. Select List Manager on the right navigation bar within Odyssey. 
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2. Select your county node and all court nodes below it, if applicable. (Deselect the city/town nodes unless 
applicable).  Click Continue. 
 

 
 

3. Create a List: 
 

o Select Perform Query (upper right of screen). 
 

 
 

o Select hearings or cases in the dialogue box. 
 Choose Select Cases in order to select criteria for creating a list of cases. 
 Choose Select Hearings in order to select criteria for a list of hearings. 
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o Complete the rest of the “Select Hearings” or “Select Cases” dialogue box as you see in the screen shots 
below. 

o Click Create when finished – a list will now generate. 
 

           
 
 

4. Select the yellow Save if you plan on using the list more than once.  Otherwise, continue to Performing Action 
to a List of Hearings or Cases. 
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5. Enter a name for your list and select Save.  This will allow you to access your list for later use.  NOTE:  If you will 
need to refer to this list regularly, choose a meaningful name, like “Judge’s Hearings Oct. 2008.”  Use the 
comments field to help you remember as well. 
 

 
 
Managing or Modifying a List: 
 

 
 

• Load: Allows you to load a list you have previously saved or a list generated from a previously run report. 
• Save: As explained above, this will allow you to save a list once you have performed a query. 
• Clear:  This clears your list from the window.  Be sure to save it first if you would like to refer back to the list. 
• Copy: This will allow you to copy the list to another person in your office or to the help desk when you need 

assistance. 
• Convert:  You can convert your list into another list type to perform a particular action.  For example – if you 

create a Case List and would like to print hearing notices, you will first need to Load the Case List and click Convert 
so that it will be a Hearings List. 

• Add:  If you click the  sign on the screen, you can add individual cases to the list you have on the screen. 
 
You can manage individual cases from a list in List Manager.  After you load your list in List Manager, click on the case 
within your list.  This will take you directly to your cases – much like the Case History option from your Find a Case 
screen.  Once you are finished viewing that case, you can Exit/Save; this will take you back to your list in List Manager. 
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To Perform an Action from a List of Hearings (Print Rescheduled Hearing Notices): 
 

1. Create a list of hearings or select a list you have saved. 
2. Click Perform Action (upper right of screen). 
3. Click “Print hearing notice” box and fill out the appropriate fields from the drop-down boxes.  Click Continue. 

 

 
 

4. The notices will now print.  You should see the following prompt. 
 

 
 
To Perform an Action from a List of Cases: 
 

1. Create or load a list of cases to which you would like to perform an action. 
2. Click the Perform Action button. 
3. Select an action from the list. 
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4. Fill in the appropriate fields in the prompt (*** Fields outlined in BLUE are required fields.) and select 
Continue/Submit/ Save.  Some actions will perform automatically.  Below are the prompts you will see: 

 

Add Attorney:      Assess Case Fines and Fees: 

                 
 

Case Reassign Judge:        Case Reassign Judicial Officer and Location: 

    
 
 

Case Reassign Location:     Generate Criminal Case Warrants: 
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Print Case Form:                                                                         Pay/Appear Past Due Batch Notices: 
    

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Schedule Hearings:                                                                    Print Case Summaries: 

  
 

Update Cases:  

 
 

5. The action you have selected for your cases will now be complete. 


