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Topic:   Setting Non-Defaulted Parties in a Case 
Date:  1/27/2015 
 

Summary:  This cheatsheet explains how to add parties to a case that are not typically a default 
party type on a particular case. 
 

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. 
 

The default parties for each case type in Odyssey are set by statute according to the case type.  For example, a 
B Felony (FB) case is set with the default parties of “State Plaintiff” and “Defendant” in Odyssey.   
 

Because there is variation in the types of parties that can be added to cases, Odyssey provides the functionality 
to add additional parties (or participants) onto cases, for example, Probation, Community Corrections, 
Mediators, Intervenors, Witnesses, Victims, etc.   
 

The State of Indiana is generically defaulted onto cases as well.  However, the State of Indiana can serve as the 
State Plaintiff, State Bond Commissioner, State Petitioner, or Intervenor, depending on the case. 
 

NOTE:  ** This process is not used to add Case Attorneys, Public Defenders, Prosecutors, or Attorney Generals 
Anyone serving as an attorney are added via the Add Attorney function. 
 

Attorneys who are involved in cases in capacities other than those listed above, such as Mediator, Personal 
Representative, CASA, GAL, Arbitrator’s, etc. should be added to the case through the Add Party function. 
 

1. Access (or add) the case. 
 

2. Click on the Parties tab and click Add Party.  
 

 
 

3. Select the All Types radio button.  Click on the Connection drop down and Select the Connection. 
 

4. Select the Party radio button if the party should be visible on the CCS or the Participant radio button if 
the party should not be visible on the CCS.  In this example, the Victim will not appear on the CCS.  
 

5. Click on the magnifying glass icon next to the Party field.   
 

 
 

6. From the Find a Party screen, Select either the Person, Nickname, or Business radio button  

  
There are two ways to search and find parties in Odyssey: 

• Searching on Person ID’s  
• Searching on Party / Business Names 

 
7. From the Find a Party screen if you know the person ID you can enter that number in the person ID field 

and Search. 
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8. If you do not know the Person ID, you can search on the person or department’s name.   
a. If you are searching by party, select the Person radio button. 
b. If you are searching by a department or Business, select the Business radio button. 

 
Type the name you are searching for (for example: “Community Corrections”, “Probation”, the name of 
the Victim or the name or agency of the “Interested Person” etc.) and click Search.  
 

 
 

Note:  Specific officer names for agencies such as Probation, Community Corrections, Victim’s Assistance, 
etc. should not be added to Odyssey.  The agency should be added to the case instead.  It will look similar 
to this once the agency has been added to the case: 

 

 
 
9. Select the name or agency or click Add Party if the party does not appear in your search results.   
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10. From the Add Party Connection screen, click Add Next if additional parties need to be added to the case 
or click Continue to attach the party or agency to the case. 

 

 
 

11. Verify all party information. Click Save before exiting the case.  
 

 
 
 
How to Locate a Person ID for common parties used: 
 

Note:  An 8 digit number has been assigned to each party on Odyssey called a Person ID. This number 
can be used in a search to Find a Case, Find a Party, Find a Hearing, Find a Group and Find a Citation. To 
locate a Person ID:  

 
 
From Find a Case/Find a Party: 
12. Go to Find a Case or Find a Party. 
13. Enter the last name, or a portion of the name with the * in the last name field.  (You must enter at least 

three characters in the last name field with an * to do a partial name search, unless you are in 
advanced search.) 
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14. Enter the first name, or a portion of the first name with the * 
15. The search results screen will display the Person ID in the middle section as you see below: 

 

 
 
From the Party on the Case: 
 
16. Access a case and click into the Parties tab. 

 

 
 

17. Click on the Party whose Person ID you want to obtain. 
 

 
 

18. Click on the Party’s name from the Modify Case Party Details screen (displayed below); this takes you 
to the state party record.  The Person ID is located at the bottom of the screen in the last screenshot. 
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