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Topic:   Managing the Location of your Case Files in Odyssey 
Date:  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.  
 

 
 

2. From the View Case File History screen, click the Move File button.  
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3. 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.  

 
 

5. 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.  
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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: 
 

 
 

b. Click Add Volume. Name defaults to “Volume 1, Volume 2, etc.” 
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c. You can rename your case files if necessary.  
 

 
 

d. Click Continue. 
e. 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.  
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f. If you split locations between volumes this will be indicated on the Summary Tab.  
 

 
 
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.  
 

 
 

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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To Print a File Location History: 
 

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

 
 
 

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

 

 
 

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.  
 

 
 
 

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

d. Select the Range radio button. 
e. Enter the case numbers for a specific case type in the from case number and to case number fields 
f. Check mark the All Volumes field 
g. Click Add  

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

 

 
 

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.  
l. 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. 
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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.  
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To Create a Case File Tracking Report: 
 

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

 
 

2. Fill out your report details: 
a. Location – County/Court 
b. Location/Custody – File location 
c. Case Category 
d. Case Type 
e. List Name – Name of your report 
f. Check Include Sub Location 
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g. Printed report will look like screen capture below. Comments will show on this report.  

 

 


