Odyssey CMS Cheatsheet

Managing the Location of your Case Files in Odyssey
10/23/2015

Summary: This cheatsheet explains how to change your case files location for individual files and
in batch.

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.

To move your file location on an individual file from the Summary Tab:

1. From the summary tab, click the Case Files link.

4 . Forms | Save | Exit

Hearings | Conditions Dispasition Time Stds Finandial Prot. Orders Warrants

Status Decided 2 g73
Fled 04/03/2013
Type CC - Civil Collection

Capital One Bank (USA) NA vs. Pamela Stanczak

Court  Henry Circuit Court 1
Judicial Officer  Wilis, Mary G
Financial Balance 4,383.12

Events ing Case Summary iati
ost Rnt Even& Hearings Case Summal statistical closure
06/19/2015 ministrative Event -
Court retums the tendered Minute Sheet Entry receved on 5-29-15 to counsel for PEINEIT, with request tha 05/20/2013 gefault Judgment in Civil
06/19/2015 Administrative Event ases

Court retums the tendered Minute Sheet Entiy received on 5-29-15 to counsel for PBintifY, with reg.
&Y 06/19/2015 Correspondence to/from Court Filed
File Stamp: 05/29/2015
Correspondence received from PRINGIT reguesting PEMEITS name be corecte:
08/09/2013 Hearing Journal Entry (Judicial Officer: Wilis, Mary G)
Hearing Date: 08/09/2013 N
Appearances: Plintif by Counsel Rick Sprunger; Defendant, Pamels Stanczak. Proceeding Supplemental hear ﬂag s & actions due

m

case file
Clerk's Office

2. From the View Case File History screen, click the Move File button.

x
View Case File History

Sort | v
Volume

=
| 08/21/2013 Clerk's Office |
| 08/08/2013 Circuit Court 1 |
| 05/22/2013 Clerk's Office |
| 05/13/2013 Circuit Court 1 |
| 04/03/2013 Clerk's Office |

=
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Odyssey CMS Cheatsheet

From the Move Case File screen, click the drop down box for the Location/Custody box and select the new location.
You may add a comment in the comment field. Adding a comment will display on the Summary Tab if you hover
over the file location. It will also display on a file location history and the Case File Tracking report.

4. Click Continue.

Move Case Fie

Volume |Volum91 ||£ﬂ | View History |

New Location/Custody
Date |08/21/2015 ||72] Time

Location, Custody |Basement
Comment

V) File moved due to space
@ W contraints.

e | ™ tme| |
Location/Custody | |'|
Comment

Egh4

Continue . Exit -

In instances where a case file has been moved but a hearing has been set, you can add that information
under the Due Location/Custody header. This will indicate that the file must be pulled from the current
location on a certain date. This comment will appear on the Summary tab.

5.

Move Case Fle

Volume [All | | view History |
e [t22005 %) e ||
Location/Custody |Basement |v|
Comment

v File moved due to space
[# & |contraints.

Due Location/Custody

Date [09/30/2015 _|[7%]  Time
Location/Custody |Cir-::uit Court 1 |'|
Comment

Hearing set; pull case for court.

Egh4
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6. In instances where there is more than one physical file for a case number, you may add “volumes” to
your file history.

a. From the Move Case File screen, click the picker box next to Volume:

Volume &

New Location/Custody
Location/Custody |Basement |'|

Comme:’t File moved due to space
# % |contraints.

Due Location/Custody
oate | [ Tme| |
Location/Custody | |'|
Comment

Egh4

b. Click Add Volume. Name defaults to “Volume 1, Volume 2, etc.”

Select Volumes

Clear all Add Volume |

[Volume 2) |
[Volume 1 |
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c. You can rename your case files if necessary.

Clear All | Add Volume |

|CaseFile 1
|Case File 2

Continue Exit

Click Continue.

When selecting files to move, you can move individual volumes or all the files by checking and
unchecking each file. If all Volumes are checked the Volume will show “All” indicating that all files
associated with that case ID have been moved.

Volume |AII

New Location/Custody

Location/Custody | ||
Comment

gh4

Due Location/Custody

Location/Custody | | A |
Comment

Egh 4
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f. If you split locations between volumes this will be indicated on the Summary Tab.

Forms

i a
"""" Hearings Conditions Causes Disposition Time Stds Finandal Prot. Orders Warrants
» Status Decided @ 843
Midland Funding LLC v.Sheila Heck Fled 05/03/2013

Type CC - Civil Collection

Court Henry Circuit Court 1
Judicial Officer  Wilis, Mary G
Financial Balance 0.00

jents : 5 Case S / PR
Most cht E\enarma Case Summary statistical closure
07/17/2014 r ministrative Event L
Order Releasing Continuing Wage Gamishment sent reguisr mai to Walmart. 08/17/2013 Default Judgment in Civil

& 07/09/2014 Order Granting Motion to Stop Garnishment SRR

Order Signed: 06/30/2014
Order Releasing Continuing Wage e entered by Senior Judge, Rex L. Reed. Clerk to fo
07/09/2014 Administrative Event
File Stamp: 06/30/2014
. Rex L. Reed appointed and gqualifed as Senior Judge.
&Y 07/09/2014 Motion to Stop Garnishment Filed

case file

Volume 1, Volume 2 - Basement
Volume 3 - Circuit Court 1

To move your file location on an individual file from the Details Tab:

1. From the details tab, click the plus sign in the Case Files header.

Capital One Bank (usa) Na v.Mabel Porter Inactive
Type CC - Civil Collection
St&e Capital One Bank (usa) Ma Print Label
y Mabel Porter
| ¢ - civil Collection
Auto §
- - tyle R subtype | v
ase Assignmen eassign
J = Fie Date [05/02/2013
Case Number | 33C01-1305-CC-000231 Sy | |‘
Court | Henry Circuit Court 1
- BEE
Judicial Officer | Willis, Mary G
| Clerk's Office
Case Cross Reference Numbers i Case Flags L
A Case Status Additional Barcodes
‘ 07/09/2013 Decided
Related Cases L

2. From the Move Case File screen, click the drop down box for the Location/Custody box and select the new location.
You may add a comment in the comment field. Adding a comment will display on the Summary Tab if you hover
over the file location. It will also display on a file location history.

3. Click Continue.
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Volume [Volume 1 |= | view History |

oae e [

Location, Custody |Basement |v|

Comme:}t File moved due to space
¥ & | contraints.

Due Location/Cu S'IDH]"

Location/Custody | |T|
Comment

@ X%

To Print a File Location History:

1. From the summary tab, click the Case Files link.

PN ' £
® 33C01-1304-CC-000178 y Save
Parties | e Service Hearings .Condiﬁons s Disposition Time Stds Finandal Prot. Orders Warrants >
Status Decided & 873
Capital One Bank (USA) NA vs. Pamela Stanczak Fied 04/03/2013

Type CC - Civil Collection

Court Henry Circuit Court 1
Judicial Officer  Willis, Mary G
Financial Balance 4,383.12

1 . S . .
ost ch'l Eve& Hearings Case Summary statistical closure
06/19/2015 ministrative Event o
Court retums the tendered Minute Sheet Entry received on 5-29-15 to counsel for PhintiT, with reguest tha 05/20/2013 Default Judgment in Civil

06/19/2015 Administrative Event Tz

Court returns the tendered Minute Sheet Entry received on 5-29-15 to counsel for PRINGIT, with re
L) 06/19/2015 Correspondence to/from Court Filed
File Stamp: 05/29/2015
Correspondence received from PRntiT reguesting PaintiTs name be correcte
08/09/2013 Hearing Journal Entry (Judicial Officer: Wills, Mary G)
Hearing Date: 08/09/20132 N
Appearances: Plintit by Counsel Rick Sprunger; Defendant, Pamels Stanczak. Proceeding Supplemental hear flag s & actions due
08/09/2013 Appearance Fled (Judical Officer: Willis, Mary G}
File Stamp: 08/09/2013

case file

Basement

2. From the View Case File History screen:
a. You can sort your history by clicking the Sort drop down.
b. Click Print
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View Case File History

| Date/Time Descending u

Volurne

08/24/2015 Basement
File moved due to space contraints.
| 08/21/2013 Clerk's Office |
| 08/08/2013 circuit Court 1 |
| 05/22/2013 Clerk's Office |
| 05/13/2013 Circuit Court 1 |
| 04/03/2013 Clerk's Office |

3. From the Case File History Printout screen, click the Print button.

Case Fie History Printout

CASE FILE HISTORY
CASE No. 33C01-1304-CC-000178
CAPITAL ONE BANK (USA) NA § Court: Henry Circuit Court 1
§ Tudge: Willis, Mary G
VS, PAMFLA STANCTZAK g Filed On:  04/03/2013
§
§
YVorue 1

Volume 1
08242015 Basement File moved due to space contraints.
Volume 1
0872172013 Clerk's Office
Volume 1
08/08/2013 Circuit Court 1
Volume 1
05/22/2013 Clerk's Office
Volume 1
05/132013 Circuit Court 1
Volume 1
04/03/2013 Clerk's Office
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To Change Location on multiple cases:

1. From the left navigation, select Move Multiple Case Files. Select the County/Court and Continue.

Add a Case qUICK IInKS

Add a Case Classic
Add a Citation
Protection Orders e court administration

Find a Protection Order . .
Add a Protection Order Go here to schedule hearings, generate notices, and prepare calendars.

» FindaCase » AddaCase *» AddaCase Classic » Copya Case

Court Administration ™
View Calendar
View Resource Schedule
Find Avalable Sessions

fees & finances

Go here to assess fees, take ¢
disburse monies collected by

Select Location

L E @&

Print / Send Notices g g :Iainfielg Tou:n Cm:; R -
Print Resource Letters rownsburg Town Cou
Move Multiple Case Files fo ms [0 O Avon Town Court

Go here B & Henry County

Review Electronic Files

[ Henry Co Circuit Courts
Set Committal Hearings =] lenry County Circu u

[ & Henry Circuit Court 1

Fees & Finances g reportlng [ [ Henry Circuit Court 2 =
Find an Account S84 cohere o produce reports of L I
SignontoaTi including statistical, financial =)W =0 L8 L T L LR,

Take a Misc. Payment ! ! g g Henry Superior Court 1
Wi (0 Henry Superior Court 2
Add a Misc. Invoice user preferences oy O Dsenry Superor coure2

Find a Receipt
Find a Disbursement
Manage Tills

Go here to set or update your S| W Henry County City & Town Courts |

[ O New Castle City Court
[ O Knightstown Town Court

>

Manage Deposts administration [ O Howard County

Check Processing Queue . 5 O Huntington Co

Group Disbursements Go here to perform administr E'|‘" LOHDETOy

Export Check History users, attorneys, and other sg 5] I e T el (e R T

Garnishment Processing _ Continue . Exit Show Al &
Bonds v

AAA - Nmmnindad O d

2. From the Move Multiple Case Files screen, click the drop down box for the Location/Custody section and select
the location to where the files will be moved. You may add a comment in the comment field.

Help

i 3 N ¥ g .
* bovs Hitini cassV e URRURI g U
Move to This Location/Custody These Case Files
= |08/21/2015 ||7% Time I:I (®) Single (") Range (7 List
Location/Custody |Basement [v] Case # | |@,
Addtl Barcode | |

, Comment Add [ All volumes

7

Volumes to be Moved

Case Number Style Volume Current Loc/Custody To Loc/Custody

3. Under the These Case Files header, you will create your list of files.
a. If the Single radio button is selected, you can type in your case number or scan the case’s bar code.
b. Check mark the All Volumes field,
c. Click Add and this case will be added to your list. Repeat this step for all the files to be moved. You may use
the Magnifying Glass search option if you need to search for the case number.

Managing the Location of your Case Files in Odyssey Page 8 of 12



Odyssey CMS Cheatsheet

@ Move Multiple Case Fi

N T A A 1]

Move to This Location/Custody These Case Files

Date Time I:l (®) Single () Range () List
Lacation/Custody |Basement [v] Case # |33C021305CC000231 |9
rcode | |
Co&ne\r}t All volurnes
s

Volumes to be Moved

If you want to move a range of cases for a specific court, follow the steps below:

Select the Range radio button.

Enter the case numbers for a specific case type in the from case number and to case number fields
Check mark the All Volumes field

Click Add

LN

All cases for a specific court in the range provided will be added to your list.

P

=

LN S T A A Y]

® Move Multiple Case

Move to This Location/Custody These Case Files
Date [08/21/2015 ||72] Time [ | O Single @ Range O List
Location/Custody |Basement [v] From Case # [33C011305cc000231 | @
To Case # [33C011305cc000275 |2
Comment Add All volumes
Eg

Volumes to be Moved
Case Number Style Volume Current Loc/Custody To Loc/Custody

If you want to move a list of cases created from a report that you ran, follow the steps below:

h. Run your report and give it a List Name. (This will make the list available in list manager as well as for moving
case files.)

i. Select Move Multiple Case Files

j.  Select Fill in the information to the left under Move to this location/custody

k. Select the List radio button.

I.  Check mark the All Volumes field and click Add

All cases from your list will be added to your case files to be moved list.

ep
% Move Multiple Case Files

Move to This Location/Custody These Case Files

pate O sgle O Range
Location/Custody |Baaement |!'| List Name |HBI1[]!’ Cases |%,
Add All volumes
Comment
? %

Volumes to be Moved
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4. When you have your list created, click the Save button at the top of the screen and the file location on all the
cases will be changed from their current location to their new location.

{elp

seF

% Move Multiple Ca

Move to This Location/Custody

oate e ||
Location/Custody | Basement | v |
Comment
e 5%

Volumes to be Moved

() Single (") Range

List Mame |

ES

All volurmes

Volume Current Loc/Custody To Loc/Custody
33C01-1305-CC-0002.Capital One Bank (USA) NA vs. Mabel Porter Volume 1 Clerk's Office Basement
33C01-1305-CC-0002;Midland Funding LLC vs. Sheila Heck Volume 1 Clerk's Office Basement
33C01-1305-CC-0002.Capital One Bank (USA), N.A. vs. Edward E DeffingeVolume 1 Clerk's Office Basement
33C01-1305-CC-0002,LVNV Funding LLC vs. Kimberly Hill Volume 1 Clerk's Office Basement
33C01-1305-CC-0002:LVNV Funding LLC vs. Jeremy S Marlatt Volume 1 Clerk's Office Basement
33C01-1305-CC-0002-Main Street Acquisition Corp. vs. Larry Marsh Volume 1 Clerk's Office Basement
33C01-1305-CC-0002-LVNV Funding LLC vs. Frank Rady Volume 1 Clerk's Office Basement
33C01-1305-CC-0002. Technology Insurance Company vs. Regal RestoratioVolume 1 Clerk's Office Basement
33C01-1305-CC-0002'LVNV Funding LLC vs. Donald Norton Volume 1 Clerk's Office Basement
33C01-1305-CC-0002:Midland Funding LLC vs. Clarence Stephens Volume 1 Clerk's Office Basement
33C01-1305-CC-0002 Midland Funding LLC vs. Teresa Brammer Volume 1 Clerk's Office Basement
33C01-1305-CC-0002'Midland Funding LLC vs. Amy Melton Volume 1 Clerk's Office Basement
33C01-1305-CC-0002.Capital One Bank (USA), N.A. vs. Gregory Wardlow Volume 1 Clerk's Office Basement
33C01-1305-CC-0002:Midland Funding LLC vs. Bryan Guffey Volume 1 Clerk's Office Basement
33C01-1305-CC-00021American Acceptance Co LLC vs. Miles Wendell Volume 1 Clerk's Office Basement

" 33C01-1305-CC-00021 Amerifirst Home Improvement vs. Rodney Winkle  Volume 1 Clerk's Office Basement
33C01-1305-CC-000215tar Financial Bank vs. Jason Strunk Volume 1 Clerk's Office Basement
33C01-1305-CC-0002iDiscover Bank vs. Bryan Stephens Volume 1 Clerk's Office Basement
33C01-1305-CC-0002 Springleaf Financial Services of Indiana Inc vs. Polly Volume 1 Clerk's Office Basement

» 33C01-1305-CC-0002 Personal Finance Company vs. Michael Coates Volume 1 Clerk's Office Basement
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To Create a Case File Tracking Report:

1. From the Left Navigation select Reports > Case Management > Case File Tracking Report

{4 Case Manager Reporting Center - Indiana Trainl

File View Tools

*{» odyssey

Centers Help

Case Analysis Reports

Add Surety or Other Bol

Findl & Bond Court Administration
Warrants v Workflow Reports

Add a Warrant

Find a Warrant Party Reports
Forms & Documents Indiana State Reports
List Manager . .
Workflowr Financial Reports
Group -~ Cash Management

Group Add Events Financial Activity
Reports Registry and Trust
Local Reports v

Run a Local Report Bonds

Configure
Enterprise Custom Rep Bonds

Run an Enterprise Custom

Configure Warrants
User Preferences A4 e

Customize Navigation Bar

Address Type
Forms Printer
Image Printer
Speling Checker

Administration
View Job Queue
View Job History

Administration

Security Reports

0 Amended Charges Report

This report will show any case that had amended charges
during the reporting period.

0 Attorney Pending Cases Report

Produce a list of Attorneys that have cases pending before
the Court.

O Attorney Pending Cases with Hearing Data Report

Produce a list of Attorneys that have cases pending before
the Court with associated hearing and offense data.

O Case File Tracking Report
Shows the current location of case files.

Q0 Case Filing Statistics
Produce a summary of cases filed in your office or court for
any date range.

0 Case Index

Produce an index of cases filed or disposed in your office or
court for any date range.

O Case Party Age Report
This report displays a list of parties that have reached a
certain age as of a certain time period.

O Case Status Exception Report

Produce a list of cases based on balance, case status,
warrant status and disposition type. A separate option allows
cases with no statistical closure to be included. This report
can also create a list of cases for use in List Manager.

0 Cases By Flag

2
v

2. Fill out your report details:
a. Location — County/Court

moo o

bl

Location/Custody — File location
Case Category

Case Type

List Name — Name of your report
Check Include Sub Location

BN
RIS

8/24/2015 11:09am Wiacre ]

N N

Shows the current location of case files.

Locations | [Henry County: Henry County Circuit Courts; He =/

Location/Custody

Basement

Case Category | [al

Case Type ‘AH
Case Subtype ‘

n

List Name

Report Options

[ Indude Cases Without a Subtype

|BasemenlCases-Moved |

If this list name already exists for your user-id, the results of this repo
Indlude Sub Location
[ save as C5V
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Case File Tracking Report INSUPREMETRAINT

Location/Custody: Basement CaseCategory: All Case Type: All
Henry County; Henry County Circuit Courts; Henry Circuit Court 1; Henry Circuit Court 2; Henry Circuit Court 3
Case Number Style Volume Case Type Subtype Date/Time Comment

33C01-1301-EU-  InRe: the Estate of Dale Yost Allvolumes EU - Estate, 08ME/2014
000003 Unsupervised

33C01-1301-GU-  In Re: the Guardianship of Mary All Volumes GU - Guardianship  Guardian: Adult  07/24/2014
Lawrence

Allvolumes EU - Estate, 04/03/2014
Unsupervised

In Re: the Estate of Harold Bell

33C01-1303-EM-  |n Re: The Estate of Diana Jones AllVolumes EM - Estate, Inheritance Tax 031872013

%
:

33C01-1303-EU- InRe: the Estate of Doris McMNabb Allvolumes EU - Estate, 08ME/2014
Unsupervised

‘

33C01-1304-EM-  In Re: The Estate of Paula Basler

All volumes EM - Estate, Probate Will Only  04/24/2013
Miscellaneous

‘

33C01-1304-EU-  InRe: the Estate of Donald Wallace  All Volumes EU - Estate, 04/28/2014
Unsupervised

‘
[

33C01-1304-GU-  In Re: the Guardianship of lcarus All Volumes GU - Guardianship  Guardian: Minor ~ 05/07/2013
Ragan

%

33C01-1305-CC-  WEpmar s mann usal e Case File #2 of 2 GG - Civil Collection 08/23/2015 File moved due to space constraints
00231 wv.Mabel Porter
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