Odyssey CMS Cheatsheet

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:

e Add Attorney e Pay/ Appear Past Due Batch Notices
e Assess Fees and Fines e Print Case Form

e Batch Notices e Print Case Summaries (CCS’s)

e Batch Print Case Labels e Schedule Hearings

e (Case Reassign Judge e Update Cases

e Case Reassign Judicial Officer and Location e Update Dispositions

e (Case Reassign Location e Update Warrant Status

e Generate Criminal Case Warrants o View Next Hearing Date

Actions to perform with a list of hearings:

e Print Rescheduled Hearing Notices

To Create a List with List Manager (Perform Query):

1. Select List Manager on the right navigation bar within Odyssey.

& Case Manager Home - [Case Manager] (GNieman)

File View Tools Centers Developer Help

. odyssey

Tl & ko o
Cases Warrants Parties Citations Judgments Protection Orders

Export Check History
Garnishment Processing

. quick links

Add a Receipted Bond W
Add an External Bond B
Add Surety or Other Boi
Find a Bond

» FindaCase » AddaCase » Adda Case Classic * Copya Case

court administration

Warrants ~ Go here to schedule hearings, generate notices, and prepare calendars.
Add a Warrant
Find a Warrant .
fees & finances

Go here to assess fees, take payments, post financial corrections and
disburse monies collected by your office.

Forms & Documents

List Manager ¢

Workflow ~
forms & documents
Group ~ Go here to create and update form templates.
Group Add Events
Reports reporting
Local Reports »~. Go here to produce reports of the various functions of your office

Run a Local Report
Configure

incdluding statistical, financial, and monthly reports.

user preferences

Go here to set or update your user preferences.

Enterprise Custom Rep %
Run an Enterprise Custom

ELDPE B
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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.

Select Location

[ O Jay County o~
O O Jefferson County
= O Jennings County
B O Jennings County Circuit Courts
[0 O Jennings Circuit Court
= O Jennings County Superior Courts
O O Jennings Superior Court
B [ Johnson County
Bl ¥ Johnson County Circuit Courts
[ [ Johnson Circuit Court
B ¥ Johnson County Superior Courts
[ [ Johnson Superior Court 1
[ [ Johnson Superior Court 2
[0 [ Johnson Superior Court 3
[ [ Johnson Superior Court 4
[ = ohnson County Giy & Town Courts
[ O Franklin City Court
0 O Gresnwood City Court -

_ Continue . Exit I Show Al €&

[=]

3. Create a List:

o Select Perform Query (upper right of screen).

ListManager—[Case Manager] (GNieman) L 2 W e " H EIM
File View Tools Centers Developer Help

":,:5" Odyssey Location: Multiple Sort | |¥] Showr |15 Matches Per Pagq¥|
List Mame: : - Perform Que Perform Action
Export Check History | - - ._ ._ d : =) |
Garrishment Processing Load Save  Clear Cogy  Comyert =
Bonds v w i
Add a Receipted Bond i i
Add an External Bond There is no list selected.

Add Surety or Other Bol

Click Load to load an existing list or Perform Query to create one. ‘
Find a Bond

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.

Sort |Name |T|
Name Type
Select Cases Cases
Select Hearings 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.

Cases Included Clear Recall Memoarize 5
Location |Mul|iple Nodes =
From Case # | |QQ
To Case # | a
Judicial Officer
=
i .
Case Type Hearings Included Clear Recal Memorize
(=] 3 Location |Mul|iple Nodes )
Case Subtype Hearing Type |
B 6
St =amy ben Judicial Officer
= a
it Codés Hearing Between I:I and I:I
Cause of Action (Created by User
- g
Case Status L4 Created Between I:I and
= [ Active Bonds
Event Type Bond Type
=
e

@l
T Ll

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.

-
@ List Manager - [Case Manager] (GNieman) . r

File View Tools Centers Developer

* List Manager

ﬁ' Ody Ssey Location: Multiple Sort |Case # |¥| show |50 Matches Per Page¥|

Help

List Name: Unsaved Perform Query | | Perform Action |

Ol U LASLUL SENTIETIL
Export Check History Load Save  Clear Copy  Conyert
Garnishment Processing

Case # Style Case Type Judidial Officer Status *
Bonds _ ™ | 41C01-1412-GU-00014¢In Re: the Guardianship of Jacob 1. Fields GU - Guardianship  Loyd, K. Mark Pending -
Add a Receipted Bond 12/17/2014 Johnson Circuit Court 12/17/2014 H

Il Add an External Bond 41N01-1417-FM-A0077 Tn Re: The Fstate of H. Kennath WEhh EM - Estate. Miscsll._ Rartan. Kevin Nacided
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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.

Mame Date Time

Review Files 01/06/2015 2231 AM -

1515 01/05/2015  12:39 PM (=)

Tickler Report 01/05/2015 704 AM

Traffic Follow Up 01/05/2015 336 AM

Traffic Deferral Agreement Filed 01/05/2015 334 AM

Delinguent Accounts - Juvenile 01/05/2015 2:30 AM

Follow Events - Clerk Moore 01/02/2015 231 AM

Review Files 12:00 01/02/2015 225 AM

Superior Tickler Report 01/01/2015 6237 AM

Taken Under Advisement 12/29/2014 606 AM

Pre-2011 Cases Transfer from D03 to C0O1 12/24/2014 215 AM -

Marme to Save |F’mbate Cases Files Between 12/8/14 - 1,"5}'15| <: |

Comment | | X

Managing or Modifying a List:

Location: Multiple Sort |Case # |‘l'| Show |50 Matches Per Pagei‘l'|
List Name: Probate Cases Files Between 12/8/14 - 1/5/15 | Perform Query |

Load Saye  Clear Copy  Convert

Case # Style Case Type Judicial Officer Status

e Load: Allows you to load a list you have previously saved or a list generated from a previously run report.

e Save: As explained above, this will allow you to save a list once you have performed a query.

e Clear: This clears your list from the window. Be sure to save it first if you would like to refer back to the list.

e Copy: This will allow you to copy the list to another person in your office or to the help desk when you need
assistance.

e 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.

e 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.

x
Print Hearing Notice

Civil Hearing Motice Setup |Nc|-tice of Rescheduled Heari|'|
Criminal Hearing Notice Setup | |v|
Family Hearing Naotice Setup | ||
Probate Hearing Motice Setup | |'|

|:| Print / Send Motices for Canceled Hearings

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

x
Print Hearing Notice Complete

The Print Hearing Notice has been
successfully completed.

To Perform an Action from a List of Cases:
1. Create orload 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.

[
Select Action

| »

Assess Case Fees and Fines

Batch Matices

Batch Print Case Labels

Case Reassign Judge

Case Reassign Judicial Officer and Location
Case Reassign Location

Expunge Cases

Generate Criminal Case Warrants i

m

Exit
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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:

x
Add Attorney

Party Connection |Plainliﬂ |'|
Attorney [Smart, John M. ES
Type |.ﬂ|ttvc:|-rm=.ﬂ,|r |'|
[] Appointed [ ] Public Defender
Added [01/07/2015 |
Comment | |

Case Reassign Judge:

Reassign Judicial Officer

® Manual ) System
New Judicial Officer || |‘l'|
[] override Case Type Configuration
] Use Defauk Judge Configuration if available

Date Transfarred 1!0?
Reason | |‘|
Comment | |I? >
List Name | |

Submit Exit

Case Reassign Location:

ign Location
Mew Location | | ke
Date Transfen'ed 1}[]!8
Reason | |'|
Comment | |[¥ x

[ use previous case numbers

Incomplete Action

List Name | |

Assess Case Fines and Fees:

Case Category |Civi| |‘|

Assasment Date @
Fee Schedule | |‘|
Assess to First | [v]
Assess on Charge(s) | |'|
Level | |‘|

[ ] Apply Any Prompt to All Cases
[] Prevent Reassessment

Case Reassign Judicial Officer and Location:

Reassign Judicial Officer and Location

Reason | |"|
Comment | |[? -

@ Manual O System
New Judicial Of'ﬁcer| |"|
[] override Case Type Configuration
[] use Default Judge Configuration if avaiable

New Location | | 5

[ use previous case numbers

Incomplete Action

List Name |

Submit Exit

Generate Criminal Case Warrants:

ase Warrants

Generate Criminal C

Type | Bench Warrant ¥

[v]
Issuing Judge |Dungan, Sara |'|
]

Warrant Location |Clerk's Office Al
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Print Case Form:

Print Preview [JPprinter Prompt  [] Print File Copy

Print Case Form

Civil Form |A.A - Event Notice |v|
criminal Form | [v]
Family Form | A
Probate Form | [v]

Events ¥
L ]

Schedule Hearings:

Find Court Sessions

(@) Calendars () Calendar Groups
List
G‘*‘E"dajfs Morgan County Superior Court 3
Category [Civil [v] =
Type [Attorney Conference [¥] Resources
=

From L I

Selected Sessions

1 0% 01/12/2015 8:30 AM - 4:30 Morgan County Supe
Jury Trial Craney, Jane Spence Morgan County Supe
2 0% 01/13/2015 8:30 AM - 4:30 Morgan County Supe
Jury Trial Craney, Jane Spence Morgan County supe  Click on a row in the Session
3 0% 01/15/2015 8:30 AM - 4:30  Morgan County Supe Search Results table.
Jury Trial Craney, Jane Spence Morgan County Supe
4 0% 01/16/2015 8:30 AM - 4:30 Morgan County Supe
Jury Trial Craney, Jane Spenca Morgan County Supe
3 8% 01/29/2015 8:30 AM - 4:30 Morgan County Supe
Jury Trial Craney, Jane Spence Morgan County Supe
6 0% 02/10/2015 9:00 AM - 12:00 Morgan County Supe
Pro Supps Craney, Jane Spenca Morgan County Supe

Update Cases:

Case Category |Civi|

(JEvents <=1

Pay/Appear Past Due Batch Notices:

Print P

Notice Setup [Notice Rescheduling Hearing [7]

P

New Appear By Detail
Date [30 |77 Saturday, February 7, 2015
New Case Status Detail

Status [Pending [7]
‘Comment

\l
aBc

New Event Detail ¥

Print Case Summaries:

Printing 1 of &

<=

[Judgment Event

[ Case Status wi—1

Status |

M

Comment

Ig

<3 oo | |
1

Type | |v]
Judge | v|

[] statistical Closure <=

Disposition | A
Comment

I 4

Incomplete Action

List Name |

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