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2014 Copying Case Entities 

COURT / DEPARTMENT / DIVISION 

All Courts 

USER 

Clerks, Court Staff 

PURPOSE 

To copy specific case entities from the source case to related target cases. 

NAVIGATION 

Odyssey/Case Management/Detail Tab/Related Cases 

STEPS 

This process can be used for case Events, Exhibits, Charges, Documents, Future Hearings, and 
Parties. 
 

To copy case entities: 
1. Find a case 
2. Navigate to the case Detail Tab 

a. Under the Related Cases header (at the bottom of the screen, add a Related case by 
selecting the (+) sign and entering in the case number 

b. Add a Reason by selecting from the pull down field 
c. Add a comment if needed and select Continue to save 
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3. At the top of the Case window, click the Save/Copy button 

 
 

a. On the Copy Case Entities window, click on the magnifying glass icon under Related 
Target Cases 

b. Set the Show Display field pull-down to All Related Cases 
c. Select the Related Target Case(s) by clicking to add a checkmark in the box next to 

the case number listed 
d. Select Continue 

 
4. Next set the Start Date to on or before the case Filed date, then select Find 
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5. Pick desired entities under each grouping header: Parties, Charges, Events, Documents, 
Exhibits, and Future Hearings that will be copied to the Target case 

a. To select the entity put a checkmark in the box next to the entity desired 
b. To select all entities in the grouping put a checkmark in the box next to the 

grouping. See the Exhibits example below 
c. When selection is complete, click the Save button on the top-right of the screen 

 
6. The case will then save, and a message showing the entities are copied to the Target case 

displays, click OK 
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7. A check of the Related Case will show that the entities selected are now copied to the 
Target Case 

 
 

 
 


