Odyssey CMS Cheatsheet

Microfilm Indexing
10/9/2014

Summary: This cheatsheet will outline the process for adding microfilm information to Odyssey
both for case files and RJO indexes.

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.

1.

5.

Adding Case File Microfilm Information to Cases:

Click on “Find a Case” from the left navigation bar. Type in the case number or party name for the file that has
been microfilmed. Once the search results appear, click into the proper case.

Note: There are 3 options that can be utilized when adding case file microfilm information to a case in Odyssey.
Your County can select to use one of these options, or all three.

Option 1: Adding an Event to the case. This event is non-docketable. This means that you are able to update the
event. This also means that the event will not show on the CCS/ or Odyssey Public Access.

Click on the Events Tab.

Time Stds

Service

Once on the Events Tab, click the + to Add an Event. Once the “Add Event” box appears type the code “MIC” into
the Type box to add the “Scanned/Microfilmed” event. You can also use the drop down or the F4 search feature.

£l
Add Event

Loz aic =1 | quick links ‘

Date [10/09/2014 |_.2

b AAA Kok

Leave the Date field defaulted to today’s date. Add a Comment indicating the CD information for the microfilmed
file, and any other information needed to locate that CD/Reel in the future. When finished with your comment,
click “Save” to save the event to the case.

%
Add Event

Type |Scanneda’MicruﬁImed |v| . i
oate [10/092014 ]| Qucklnks
Due |%§| Completed |32 L

» Add Related

Comment | c/n- 672

[# % |Record ID: 338511 * Add Hearing

Volume Page # Pages » Add serg|Fe
[ ] Docketable [ ]Include on Appeal * Relationships
Does not affect case aging clock v

The event with the CD location will now be saved on the case and can be viewed from the Events Tab, the Summary
Tab or the case’s CCS.
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Option 2: Adding a Case Flag. The Case Flag type will show on the CCS/Odyssey Public Access.

6. Click on the Detail Tab.

i

Conditions Causes Disposition

% summary Detail 5 Events S Conditions Disposition Time Stds Financial Warrants Bonds Prot. Orders Exhibits Documents Notes
In Re the Marriage ofHomer Simpson andMarge Simpson Inactive
Type DR - Domestic Relation
St‘ée In Re the Marriage oflomer Simpson andMarge Simpson
Case Type s
DR - Domestic Relation
o . R
se Assignment eassign
2 Fie Date [10/06/2013
Case Number | 21C01-1410-DR-000051 Securky :E
Court | Fayette Circuit Court
e
Judical Officer | Butsch, Beth A
Clerk’s Office
ESCTs SRR - M

8. From the dropdown choose the “Scanned/Microfilmed” Case Flag. Add a Comment indicating the CD information
for the microfilmed file, and any other information needed to locate that CD/Reel in the future. Click “Continue”
to add this Case Flag to the case.

9. The Case Flag will show on the Detail Tab, Summary Tab and next to the Case Style in the case and in the search

results screen. A Case Flag of “Scanned/Microfilmed” will also show on the CCS/Odyssey Public Access, but the
comment field will not show there.

Status  Decided @3
Fled 10/06/2014
Type DR - Domestic Relation

mn € the Marriage ofHomer Simpson andMarge Simpson

Court  Fayette Circuit Court
Judicial Officer  Butsch, Beth A
Financial Balance  0.00

Most Recent Events & Hearings

Case Summany

10/09/2014  Scanned/Microfimed statistical clostre .
G/D: 672 Record ID: 338511 10/06/2014 Bench Disposition
10/06/2014 Decree of Dk ion issued (Judicial Officer: Butsch, Beth A)
10/06/2014 Case Opened as a New Fiing
case file
Clerk's Office

flags & actions due

|| Scanned/Microfimed
G/D: 672 Record ID: 338511
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Option 3: Adding a Case File Location.

10. Click on the Detail Tab.

P 1n Re the Marriage ofHomer Simpson andMarge Simpson Inactive
Type DR - Domestc Relation
5‘\; in Re the Marriage oftfomer Simpson andMarge Simpson
~
DR - Domestic Relation |
H s e I—
Case Assignment Reassign
File Date [10/06/2014
Case Number | 21C01-1410-DR-000051 o
Court | Fayette Circuit Court iy
Date Assigned | 10/06/2014 el o
Judical Officer | Butsch, Beth A
Clerk's Office

12. From the “Location/Custody” dropdown, choose “Microfilmed”. Add a Comment indicating the CD information
for the microfilmed file, and any other information needed to locate that CD/Reel in the future. Click “Continue”
to add this Case File Location to the case.

Volume Volume1  [[E | View History

New Location/Custody
10/09/2014 |72

Location/Custody [Microfiimed

CorT‘ment pr 672
Record 1D: 3358511

Location/Custody | lv|
Comment ‘

Egh+4

13. The Case File Location will now show on the Detail Tab and Summary Tab, but not on the CCS/Odyssey Public
Access. To see the CD information, click into the Case File Location on the Detail Tab.

Status Decided @3
In Re the Marriage ofHomer Simpson andMarge Simpson Fled 10/06/2014

Type DR - Domestic Relation

Court Fayette Crcuit Court
Judicial Officer ~ Butsch, Beth A
Financial Balance  0.00

Most Recent Events & H. s Case St y
s —————"8 | atatistical closura
10/09/2014 Scanned/Microfimed
/- 672 Record 0- 38511 10/06/2014 Bench Disposition ‘

10/06/2014 Decree of [ d (Judical Officer: Butsch, Beth A)

10/06/2014 Case Opened as a New Fiing -
case file
Microfilmed

flags & actions due

1 scanned/Microfimed
G/D: 672 Record ID: 338511
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Adding Order Index Information to Odyssey:
1. Create a CB case per year/per court particularly for the Microfilm Index.

2. Onthe Detail Tab, add a Case Cross Reference Number. The Cross Reference type will be Microfilm Index and
the number will follow this format: County Identifier, Court Identifier — Year that the Microfilm Records are
from. For example, for Morgan County microfilm order index from Circuit Court 2006 use 55C01-2006.

T 55(:01-14{!3-{;3-99 (Sor- ik

W simmary Detail  Parbes Events - i
IO Index for Circuit Court Inactive
Type CB - Court Business
St% RJO Index for Circuit Court [ case Type +
L? .‘ r - 1
| CB - Court Business |
| } subtpe | 00 |7
S o e
Case Number '55::01-1ao&ca£:m1525 | Securky A
Caut | Morgan County Gcull Cour T T
Date Assgned | 08/37/2014 Case Files -
Judical Officer | Hanson, Matthew G . | Court Office

| 08/27/2014 Decided

[ Humber [55C01-2006 |
Type [Microfilm Index v

3. Once the case is added, a “Scanned/Microfilmed” event can be added with CD information for each CD used
for that court and year. Refer to steps 2-4 above in order to add the event.

4. You will now be able to search by the Case Cross Reference number, as well as the CB case number. This will
be helpful because the searcher will only need to know the Court and the Year of the record in order to find
the appropriate CB case.

% Find A Case _. . \X[\‘q‘?):?_- Search -! i Clear ﬂ Exit I
Search by Case Information quick links

Case Number » Case History
Cross Ref [55C01-2006 Microfilm | ¥ » Save My Settings

Addl Barcode » Use Advanced Search

Gitation Number | | search options

Search by Party Information  Use Soundex Include Inactive Cases

@ person O Nickname O Business Include Cases with Security

Groups

ZSELETE | | |Shaw 10 Matches Per Pagei"|
First & Middle | Il |
Date of Brth | |[7) Death | I case categories

Driver's License | | [v] [Crm-Juv-Traffic
[sw]Chvil
Berson 0 | | []Famity
AP robete ol Mepm el
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