Odyssey CMS Cheatsheet

Topic: Voiding a Check Written from One of the Legacy Systems and
Running a Transaction Detail Report
Date: 3/6/2015

Summary: This cheatsheet explains how to void a check that was originally written from a
legacy system - that is, any system that was used before Odyssey i.e. CourtView, Gavel, MHI,
WRITS, and JTS are a few examples.

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.

In Case Manager:

1. Go to “Find a Disbursement” under Fees & Finances on the left-hand navigation bar.

2. Enter your check number. Click Search.

£
Find a Disbursement

Check Number |123 |

Search Exit
4. Right Click anywhere within the transaction and “Void Check” will display.

5. Select “Void Check”. The following screen will display:

x
View a Check

Type |Check to Party ([———— —jlumber 123
Void Check If'r Date 03/12/2013
bayTo |- - | Thiswill void check number 123 for o GRZ200E
it $500.00 rk Date
Address - [
> fmount |
= Do you want to continue?
Comment | ek returned to be refunded

@ 1 the defendant. |

N .
Audit 1D 36851085

Memo |

@ |

6. Enter a comment as to why you are voiding the check and select “Yes”.
Once the void is complete, the screen will display the original and your voided check:

03/12/2013 123 Mcdonalds 27D03-1303-CT-000018 500.00

03/12/2013 123 Mcdonalds 27D03-1303-CT-000018 (500.00)

** The following steps are different from a regular Void on a check written from Odyssey**
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In Financial Manager:

7. Select Chart of Accounts - Odyssey Bank Account.

8. Click on the yellow hyperlink “Search”.

 Transaction Register S gy |
Location Grant County Circuit & Superior Courts

Search  GeiAll Transacions 24 @ €3 +

GL Account 100-027-010
el @l Grant Odyssey Bank Account (Star Fiu

Transactions Reconcile

Sol |Amount(largestﬁrst} |"| |15MatchesPerPage|"|

Date Ref Detail Deposit [ Payment Balance

9. Enter the check number in the reference field and click search.

From |@ To I
of (123 i Amt
I Cleared I Uncleared
Transaction Types
]

Name |

10. To void a check in Financial Manager, you must select the Transaction. Click anywhere on the line.

AN/ AT A - )

Locston Grant County Cireuit & Superior Courts

¥ Transaction Rngh‘t

GL Account 100-02T7-010

Account and Odyssey Bank Account SHIF Chack &

Z5 Previous  Nedt Ssarch  GetAll Transactions g O3 63 +

Sart | Amount (largest firsf) |*| 15 Maiches Per Page v

0514 Check Mcdonalds S00.00

SM2013 1A 170 - Judgrrant Collsctions

11. Select Reverse.

Bank Account Grant Odyssey Bank Account (Star Financial)
Typa |Check |v]
Pay To | Mcdonalds | Date ﬁ@
Address Printed 3M12/2013
£ Number 123
Hemo o Total 500.00
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Enter a descriptive comment and click Yes.

"
Void Transaction

This will void transaction number 810514
dated 03/12/2013 for $500.00. Are you
sure you want to continue?

Comment
defendant.

Check returmed to be refunded to the ‘

Once the checks have been voided, you have to determine what you are going to do with the money.
As it is now, the money is sitting in Converted Liability.

In Case Manager:

12. Go to the Financial Tab and select the party from whom the original payment was taken.

13. Select Case Fees, Registry and Trust or Bonds, depending on where the money was originally receipted
in and disbursed from.

14. Go to View Transactions.

15. Now, find the transaction where the check was written from. Click into the transaction and locate what
type of fee this money was collected on. (ex: Judgment, Judgment Interest, Trust, Bond, etc.)

Once you have determined this fee, you will need to complete the following steps:

In Financial Manager:
Select Chart of Accounts - Converted Liability.

18. Click on the yellow Adjustment icon.

® Transaction Register' o o k. B e

GL Account 200-028-500-010 Location Greene County Circuit & Superior Courts
Account |Converted Liability Ad Chep '

v Previous MNext Search L]

Sort |Rever5e Date |‘l"| |5D Matches Pel Pag4'|
Date Ref Detail Decrease [ Increase Balance
No transactions exist for this account.
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19. Select the “+” to add the “From” account. (In our scenario, we are moving money from Converted
Liability to Judgment Collections.) To do this, we have to make the following entries.

x
Enter an Adjustment

Location Greene County Circuit & Superior Courts

o

Date (05/22/2013 @ Comment | IE? aBc
From ¥
Account Comment Amount

No From Transactions exist.

Total (0.00)
To ¥
Account Comment Amount

No To Transactions exist.

Total 0.00
Save Exit

20. In the first “Enter a Transaction” screen, make the following entries:
a Select the correct Account that you are moving money FROM, (For our example, Converted
Liability)
b Enter the Amount,
Enter a detailed Comment that will help you understand why you are making this adjustment.
(“Voided check 123, moving money from Converted Liability to Judgment Collections to re-

disburse check.”)
x
Enter a Transaction

Account |Cunverled Liability |‘l"|
Amount | 5{]-D.£I-EI'|
Comment |".."r_:ided check 123; moving mone‘j X

22. Now go to the lower section of the Adjustment screen and select the “+” to add the “To” account. Fill in
the fields as you did in the previous screen, this time selecting the account you are moving the money
TO. For our example, we were using JUDGMENT COLLECTIONS; however, depending on where the
money was originally disbursed from, you may need to use a different account such as TRUST or BONDS...

21. Click Save.
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x
Enter a Transaction

Account [Judgment Collections |
Armount | SDD.I}D|

Comment Voided check 123; moving mone! (& 2

24. Click Save again to save the overall adjustment.

{[¥g]

23. Click Save.

**¥If the amount is staying in the same fee such as judgments, you are finished and the money is ready to be disbursed.
IF you are moving money from either Trust, Bonds or Judgments to Refund, Overpayment or Unclaimed Funds, then you
will have to complete additional steps (below).

Voiding a Check Written From One of the Legacy Systems (CourtView, Gavel, MHI, WRITS, JTS) — Judgment Satisfied:
The Money may need to be Refunded:

SCENARIO: A check is returned to the clerk; the money was originally disbursed from the county’s old case management
system from the Judgment Fee and the returned check needs to be voided. The payment was originally receipted in under
Judgment Collections, but now needs to be refunded because the clerk realized the judgment has been overpaid/satisfied.
(Sometimes the judgment has been satisfied and the check may need to be reissued through judgment collections to the
original recipient. Other times, the clerk realizes that it needs to be refunded, but in their old system they may have
receipted refunds as judgment money. Using this section depends on how the original money was receipted in from the
legacy system or why the check was returned to be voided.)

In order for us to move money from Judgment Collections to Refund, first follow steps 1 — 24. This voids the returned
check and moves the money from the Converted Liability account and puts it into the Judgment Collections account.

** Case Manager: Open your Adjustment Till... (This is where you will then make your corrections to take the money
from the Judgment fee and move to the Refund Fee.

1. Go to the Financial tab of the case.

2. Select your party and either Case Fees, Registry and Trust or Bonds depending on where the Money was receipted
in and disbursed from.

3. Go to View Transactions.
** You have to first Assess the Refund in order to make the adjustment and move the money from Judgment to Refund.

4. Select the Red $ to assess a charge.
5. Select the “+” to add the fee.

6. Select the “Refund” Fee.

7. Enter the amount.

8

Select “Save”.
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** Make your Adjustment:

9. Select the yellow adjustment button.

10. Decrease the amount in the payment column you want to move the money from (ex. Judgments).

11. Increase the amount in the payment column next to the fee that you want to move the money to (ex. Refunds).
12. Close the Adjustment Till and Reconcile it.

13. Open a Deposit, include your Till and Export it.

** Make your Disbursement:

You are now ready to write an individual check off the case or the money will disburse the next time you run your group
disbursement checks.

(Owen County Specific: Since you run your daily judgment checks — one day behind.) Since your group disbursement
includes the refund fee, you can wait to run it with your group disbursement, remember that you need to take into
consideration the adjustment you made today and therefore will need to wait until tomorrow to disburse this money,
since you work a day behind. You can handle this two ways. 1. Place a hold on the case through Edit Detail, or 2. Run the
group disbursement and “Cancel” the check going to the individual, as it will pull from the judgment collection fee and
not the refund fee.
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Running a Transaction Detail Report for daily balancing reports that are off:

If you find that the Daily Balancing Report is off, run the Transaction Detail Report. This will generate a list of legacy
checks voided/adjusted. Attach the list to your daily reports and make a note that its legacy checks adjusted in OFM so
that the money can be re-disbursed.

1. Starting from case manager home screen, click on the centers tab and select Financial Manager.

45 The Odyssey Assistant - Indiana
File View Tools | Centers | Help
« | Case Manager agerHpme f AN
.{E.. ody Financial Manager
Y

Cases Warrants Bonds Parties Citations Protection
Case Manager Home

woe " quick links

Searches
Find a Case » FindaCase » AddaCase » CopyaCase
Find a Party
Find a Hearing r~niirt adminietratinn

2. On Financial Manager Home click on Reporting.

File View Tools Centers Developer Help
R N
T Flnancml'Manage;H

4 odyssey EETIEIES

BT =

Accounts

Financial Manager Home

quick links

Chart of Accounts
» Chart of Accounts

Activities A4

Check Processing Queue rt

Close a Financial Period repo |ng

I~
Reporting uf Go here to produce reports for financial data including account detail and
|| Administration v month end reports.
View Job Queue ni 1
Vi g administration _
A0  Go here to perform administrative tasks such as maintenance of codes and

users.

3. Under Financial Manager Reports, select Transaction Detail on the left. When Transaction Detail appears on the
right side of the screen, select Transaction Detail from there.

Financial Manager Reports

Account Balances I

O Transaction Detail

Produces a report of account
Transaction Register for a sel
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4. Fill in the necessary parameters to run your report. Remember that all fields outlined in blue require information
to move on.
a. First, select your court as the location by clicking on the picker box to the right of that field; select your
county from the organizational chart.

LSS - A <

Produces a report of account transactions from the Transaction Registe

Locaton | | - e —
Date Range | seartpate [ |72

GL Account

Check Type

Check Options

Payment Type

Deposit Type

Deposit Options [=]

Sort Order [+]

I
I
Payment Options | [+]
I
[
I

[~]

[1 Include Adjustment Transactions
[] Include woids/Rewersals

E3
Select Location

[ Gas City City Court
[ Marion City Court ”~
Greane County Circuit & Superior Courts
Hamilton County Circuit & Superior Courts
Hamilton County City & Town Courts

O Carmel City Court

O NHoblesville City Court

1 Fishers Town Court

1 Fishers City Court

Hancock County Circuit & Superior Courts
Harrison County Circuit & Superior Courts
Hendricks County Circuit & Superior Courts
Hendricks County City & Town Courts

1 Plainfield Town Court

O Brownsburg Town Court

1 Awon Town Court

oo

oo

1 Henry County Circuit Courts ~
= Henry County City & Town Courts
Show all €

b. In the Date Range fields, enter the date you want the report to reflect. As a reminder you can enter the
date in multiple ways i.e. 2-13-2015, 2/13/15, 2.13.15, “T” for today, “W” for workday and even W-1 for
previous work day in case you want to memorize the report and never have to worry about entering a
date. You may also click the calendar picker to select the date.
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GL Account now becomes a required field. Use the drop down to select Converted Liability or begin typing

the word to select it.

Location

D

GL AccHlnt
Check Type

Check Options
Payment Type

Payment
Options
Deposit Type

Deposit
Options
Sort Order

“Schedule | Submit |

Produces a report of account transactions from the Transaction
Register for a selected GL account.

Clear Memaorize Recall

Hamilton County Circuit & Sud =

startDate (w1 |[™%| Friday, February 13, 2015
EndDate [w1 |7 Friday. Febryary 13, 2015

cony

Copy Fees
Court Administration Fee

Court Costs - City and Town

Court Costs - County

Court Costs - State

Deferral Program

Deferred Prosecution Fee - City and Town
Deferred Prosecution Fee - County
Deferred Prosecution Fee - State 2

€

i

| [v]

¥

[ Indude Adjustment Transactions
[ Include Voids/Reversals

In the Check Type field type ALL or click on the picker box to the right of that field to select all.

Location

Date Range

GL Account
Check Type

Check Options
Payment Type

Payment
Options
Deposit Type

Deposit
Options
Sort Order

Produces a report of account transactions from the Transaction
Register for a selected GL account.

Clear Mermorize Recall

|Hami|tor1 County Circuit & Sud &z

startDate [w-1_ |"%| Friday, February 13, 2015
EndDate w1 |["%] Friday, February 13, 2015

[Converted Liability [*]

e = <

| [v]
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e. Inthe Check Options field, use the drop down arrow to select: “Include cleared and uncleared checks”.

Memarize

Recall

startpate w1 | Friday, February 13, 2015
endpate (w1 | Friday, February 13, 2015

Clear
Location | [Hamilton County Circuit & Sug
Date Range
GL Account | [Converted Liability

M

Check Type | Al

Check Options [v]
Payment Type Include cleared and uncleared checks
Include only cleared checks
Include only uncleared checks
Payment =
Options
Deposit Type

f. In the Sort Order field use the drop down to select Reference #.

Memorize

Recall

|| Friday, February 13, 2015
|™#| Friday, February 13, 2015

Clear
Location | [Hamilton Caunty Circuit & Sug =/
Date Range | siart pate |w-1
End Date |w-1
GL Account

[Converted Liability

[v]

Check Type | al

Check Options

|Include cleared and uncleard'|

Payment Type

Payment
Options

Deposit Type

Deposit
Options

Sort Order | |Reference #

Date

Reference #
Reverse Date
Transaction Type

IO W OOy Tos v

g. ltis recommended to “Memaorize” this report. Click Memorize near the top right of the screen.

ion Detz : -

Submit | Exit

Produces a report of account transactions from the Transaction
Reqgister for a selected GL account.

Memorize Recall

3, 2015

EndDate w1 |[™| Friday. February 13, 2015

Clear
Location |Hami|tcm County Circuit & Su;:i =
Date Range | sertpate (w1 |77 Friday. Febru
GL Account | [Converted Liability

[v]
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h. On this screen name the Report something relevant that you will remember like “Legacy Check Listing”
and click Save.

Save Current Report Settings

Name Date Time

MName to Save ||

i.  Finally, click “Submit” to run the report immediately or “Schedule” for later.

Transaction D SETND)  —eTmm e e

Produces a report of account transactions from the Transaction
Register for a selected GL account.

Clear Memaorize Recall

Location | Hamilton County Circuit & SU|:| =

Date Range | start pate Friday, February 13, 2015
End Date Friday, February 13, 2015

GL Account | [Converted Liability ]
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