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Title of Procedure 

COURT / DEPARTMENT / DIVISION 

This procedure is for District Courts. 

USER 

This procedure is for clerks who create contempt cases. 

PURPOSE 

This procedure should be followed when the clerk needs to create a new contempt case.  

NAVIGATION 

From the home page of Odyssey, click on “Add a Case” or “Add a Case Classic”. 

NUMBERED STEPS 

1. In District Court, when a contempt case is filed against someone other than a 
defendant in an existing criminal case, a new contempt case must be created. 

2. Click on “Add a Case” or on “Add a Case Classic”. 
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3. That brings up the window to select the category of case.  Select “Criminal”. 

 
 

4. Selecting the Criminal category, brings up the case types that are available under the 
criminal category. 

5. Select the Contempt case type 
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6.  That opens the Add a New Case window to the Details Tab.   

 
7. The File Date will default to the current date. 
8. The Judge Assignment date will default to the current date.   
9. The case status date will default to the current date. 
10. Odyssey will generate the case number.   
11. There is nothing to add on the Details Tab unless you have the case number of an 

existing case to relate to this new case.  For example, if the contempt incident arose 
from another case, that case should be related to this new contempt case. 

 
 

12. Click on the Parties Tab to add the Defendant.  You can click on the yellow hyperlink 
“Add Party” or right click on the word “Defendant”. 
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13. That opens the Add Party Connection window. 

 
 

14.  The screen will default to Configured Types.  Click on the Drop Down arrow to 
select Defendant. 

15. Click on the magnifying glass to search for the defendant. 
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16. Enter the party’s name and click on search.  If the party already exists in the system, 
you should select the party from your search results.  If the party does not yet exist, 
click on “Add Party.” 

 
17. Selecting the party from the search results takes you back to the Add Party 

Connection window with the defendant now appearing as the party.  Click the 
Continue button to return to the Parties Tab. 

 
 
 
 

18. Click on the Charges Tab to add the contempt charge.  Click on the + sign to add the 
charge.  Use charge code 5732.  The degree is a misdemeanor, and that is the fee 
schedule that should be assessed if the defendant is found guilty. 
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19. When the charge has been entered, click on the Continue button to return to the 

Charges Tab. 
20. Once all the information regarding the defendant and the charge have been entered, 

click on the Save button to save the case and generate the case number and Judge 
assignment. 
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21. For District Courts, these contempt cases will generate a CR case number, like all 
other adult criminal cases. 

22. Judge assignments will come from the misdemeanor assignment pool. 
23. The opening event will be defaulted when the case is created.  The case can be 

opened by either an order for direct contempt or a complaint for indirect contempt.  
But in either scenario the opening event will be 1538 OPN: Contempt.   


