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Citation Entry 

COURT / DEPARTMENT / DIVISION 

All Courts  

USER 

All Court personnel   

PURPOSE 

To enter a Traffic Citation in Odyssey    

STEPS 

1. On the Navigation bar click on Add a Citation 
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2. In the Select Location window, select the appropriate court 

3. The case category Criminal automatically displays, select the case type  

 
 

4. On the Add a New Citation window the case type automatically defaults to the selected case 

type.  Enter the Agency from the drop down menu, Citation Number, Offense Date, Offense 

Time and Ticket Date from the citation 

Note: Enter all information from the citation; the blue fields are required. 

       
 

5. On the Citee tab, click on Find Party to search for the party 

6. On the Find a Party window, enter party identifiers and click Search 
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a. If the party exists, click on the party name that matches the identifiers on the 

citation; match identifiers by verifying DL#, DOB, SS#, Address, Phone, Description 

                    
i. The Party name will auto-populate on the Citee tab; enter all 

information about the citee from the citation 

 
b. If the party is not found, or displayed names do not match identifiers, click Add Party 

                           
i. On the Add a New Party window, enter all information about the citee 

from the citation, then click Save 
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7. Click on the Vehicle tab, enter the vehicle information from the citation 

 
 

8. Click on the Incident tab, enter the incident information from the citation 
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9. Click on the Charges tab, enter the charges from the citation and click on Save 

 
 
 

10. Case Filed window will display case information, including Judge assignment 

11. To  enter additional citations, under Add Another Citation, click on Same Case  
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12. Enter the Citation number and charge for the second citation, click on Save  

 
 

13. Enter additional citations by clicking on Same Case until all citations have been entered 

14. On the Case Filed window, click Done

 
 

15. Go to the Charges Tab on the case and verify the citations are listed on the case  

 

Second charge 
indicated by the #2 


