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Odyssey Calendar Basics — Setting Default Calendars

COURT / DEPARTMENT / DIVISION
District Courts, Magistrate Courts, Metro Court, Supreme Court

USER
TCAAs, Clerks, and Court Staff

PURPOSE

Odyssey Calendar is the place where a Judges hearing schedule is located. The calendar is
broken down into a Main Court Calendar and an individual Judges schedule via Odyssey
Resource Schedule. This SOP will highlight how to set your default calendar to see the Main
Calendar, which consists of Sessions that hold hearings.

NAVIGATION
Odyssey/Court Administration/View Calendar or View Resource Schedule

STEPS

The Main Calendar (View Calendar)
1. From the Navigation Bar, click on View Calendar

a. If the default calendar has never been set the select calendar will come up blank,
ready to be customized.

fion ~

Select Calendar

View Resource Schedule
Find Avaiable Sessions View
Print / Send Notices Owned by Location
Print Resource Letters Calendar
Move Multiple Case Files
Review Electronic Files
Set Committal Hearings
Litigation Control Orders

2. On the View Field > Click the down arrow and select Monthly

x
Select Calendar

View |

Owned by Location
Calendar
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3. Click on Node Picker to bring up Select location window. Scroll down to where the court
location is. The hand selection tool will come up when mousing over a location - to
select, double click and that location will be entered into the 'Owned by Location' field.

Select Location

Click on Node Picker to S| Case Manager |

bring up Select location [] state ~
window = Appellate Courts
[0 Supreme Court
[0 Court of Appeals
= Trial Courts
Select Calendar [ District Courts
B 1st District ) )
. The hand selection tool will
e |M0n“jly_ h [IgLositanos come up when mousing over a
Owned by Location [2nd District i Ll Santafe |gcation - to select, double click
Calendar | [v [LTierra Amarilla_, and that location will be entered

into the 'Owned by Location' field
==
- Continue . Exit - = 4th District

[ Las Vegas 4th District

[0 Mora 4th District

[[] Santa Rosa 4th District W
=1_Sth District

=D how

4. Then select Calendar
o Calendar RO O S Semm

Second Judidial District - Civil Division's Calendar for February, March 2017

Owned By Location 2nd District | preferences | | calendar | | Refresh |
Print Resource Letters  Print / Send Notices 5, (5] £ = 2K
Monday Tuesday Wednesday Thursday Friday

E]l February @ 27 @ 28|March @1 o 2 3

8:00 Foreclosure Settlement F|8:00 Foreclosure Settlement F|8:00 Foreclosure Settlement F|&:00 Foreclosure Settlement F[8:00 Foreclosure Setlement F
4h of 9h 2h, 30m of 9h 13h of 9h 8h of 9h 9h of 9h

8:00 Judge Bacon Motions 8:00 Judge Bacon Motions 8:00 Judge Bacon Motions 8:00 Judge Bacon Motions 8:00 Judge Barela Shepherd ¢
3h, 15m of 9h 3h, 15m of 9h 5h, 45m of 9h 30m of 9h 0m of 9h

8:00Judge Barela Shepherd (|8:00 Judge Barela Shepherd ([8:(01udas Qarals Chonhard A000 ludas Darals Shanhard (000 Jydge Brickhouse Gener

2h, 55m of 9h 2h, 20m of 9h L] 1h, 40m of 9h
8:00 Judge Brickhouse Gener|2:00 Judge Brickhouse Gener | 8:0f BESESla 0= =411/ 18 0 Judge Campbell General
Om of 9h 1h, 20m of 9h 17h, 30m of 9h

2:00Judge Campbell General|2:00 Judge Campbell General| 2.0 0.Judge Franchini Motions

16h af gh 16h of 9h View: [Monthly v 2h afgh

8:00Judge Huling General Se|3:00 Judge Franchini Motions |8:0 Owned by Location |2nd District | 00 Judge Huling General Se
3h, 35m of 9h 3hof 9h Tk |‘I 2h, 15m of 9h

8:00 Judge Lopez Bench Trial:{8:00 Judge Huling General Se|&:0) 0.Judoge | oper Bench Trial:
0 of 180 2h, 55m of 9h

8:00Judge Lopez General Se:|8:00 Judge Lopez General Se:[&:0 -: Second Judicial District - Child Support eneral Se:
30m of 8h n, 50m of 9h S0 econd Judicial District - Children's Court

8:00 Judge Malott General Se¢|8:00 Judge Malott General Se:|8:00 Judge Malott Genera|ier e s Tt B0 taie e o e i
1hofgh 0m ofgh Om of 8h Second Judicial District - Criminal Dividadin

8:00 Judge Nash General Ses|8:00 Judge Mash General Ses|8:00 Judge Mash General Second Judicial District - Domestic Violence
0m of 9h 0m of 9h 3h, 45m of 9h . I . i

2:30 Judge Butkus 8:30 Judge Butkus £:30 Judge Butkus Second Judicial District - Family Division 4
2h of 8h, 30m 2h, 25m of 8h, 30m 4h, 40m of 8h, 30m 4h, 30m of 8h, 30m

TUgT DO, ‘

5. Select Continue, which pulls up the calendar that is selected.

%
Select Calendar

View |Monthly |"
Owned by Location |2nd District =

Calendar cmd Judicial Distric ¥

Corinue
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6. To set the Main Calendar to another location
a. Click on View Calendar off of the NAV bar.
b. Select the Calendar button
i. Select View field from pull-down
ii. Click on node picker and open up Owned by Location: Select the new
location
iii. Select the calendar from the Calendar pull down menu
iv. The last calendar viewed is the calendar that will pull up the next time
the View Calendar is clicked on.

Guadalupe County Magistrate Court's Calendar for February, March 2017

Owned By Location Guadalupe County Magistrate Court in Santa Rosa Calendar

Preferences Refresh

Print / Send Notices £ 1 g g g < = << =

Print Resource Letters

Monday Tuesday Wednesday ns
C] February 27 28|March
8:00 Arraignments/Walk-Ins  |9:00 Arraignments/\Walk-Ins  [9:00 Arraignments/\Walk-In3
1] OfEFD 1 .O.f 50 . i of 50 View Mﬂnthly |‘ .
1:30 Arraignments/Walk-Ins  |9:00 Civil Session 9:00Ben Mondragon/Frank . =
10f50 0of10 5010 Owrned by Location |Guadalupe County Magistrate| =
Z00FTRIFTCIFTA 1:30 Arraignments/Walk-Ins  [9:00 Chico Gallegos/penni (=l E 8| Guadalupe County Magist
5 0f 40 0 of 50 20F10 |
2l T;J:]rmﬂ 1.30ﬂ?lggmentsﬂﬂfalk-ln y Guadaluge County Magistrate Court
230 Civil Session 1:30 Michael Aragon

7. To set the Calendar to always pull up the same calendar every time:
a. Go to Preferences (button up at the top of the window)

Guadalupe County Magistrate Court's Calendar for February, March 2017

Owned By Location Guadalupe County Magistrate Court in Santa Rosa i |l | colendar | | Refresh |
Print Resource Letters
Monday | Tuesday | Wednesday | Thursday | Friday
El February 27 28|March 1 2 3
9:00 ArraignmentsMWalk-ns | 9:00 Arraignments/Walk-Ins (900 Arraignments/i\Walk-Ins Q:DDArTaignmentsMalk—lnsL 9:00 Arraignments/WValk-Ins
0of50 3ofb0 G of b0 7 ofb0 ) 1o0f 60

|b. It will look like this:
(@) Use Last Calendar
() Always Start With
Monthly v
Owned by Location |Guadalupe County f'v1ag|i5t|'ate||f:_§|
Calendar |Guada|upe County f'v'1agist|"|

BN - B - B

View
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c. Select ‘Always Start With’ radio button.
d. Pick the calendar to be displayed when clicking the NAV Bar ‘View Calendar’

M.ﬁ

() Use Last Calendar a0
(®) Always Start With
View |Monthly [v] B[22

Owned by Location |Guadalupe County MagislratehE_';l 13
Calendar |buada|upe County Mac % |"L
5y

Unavailability Calendar

e. Save

Please Note: if the Court calendar is not at the (Node) Owned by Location it will not show. Try a
different node (either the parent node — or set at the individual court location).

Court Administration W x
View Calendar Select Calendar

View Resource Schedule

Find Avaiable Sessions View [Monthly [v
Print / Send Notices Owned by Location |Las Vegas 4th District =
Print Resource Letters Calendar v
Move Multiple Case Files h
Review Electronic Files

Set Committal Hearings Continue Exit




