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Title of Procedure 

COURT / DEPARTMENT / DIVISION 

This procedure is to be used by Magistrate Court staff. 

USER 

This procedure is to be used by Magistrate Court staff.  

PURPOSE 

This procedure is to be used by Magistrate Courts when one of three documents is filed:  
 

1. Notice of Bankruptcy 
2. Notice of Dismissal of Bankruptcy 
3. Notice of Discharge from Bankruptcy  

 

NAVIGATION 

This procedure begins in Odyssey Case Manager 
 

Introduction  
The codes used for Magistrate Court are:  

5777 NTC: Notice of Bankruptcy  Case Status = In Bankruptcy 

5696 Bankruptcy Stay Lifted  Case Status= Pending  

3051 
CLS: Discharged in 
Bankruptcy Case Status= Final Closed  
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STEPS 

 
1. Once you receive the Notice of Bankruptcy, begin in the Events Tab with your docket 

entry.  Click on the plus sign to add the docket entry.  
   

 
 
 

2. Docket the Notice of Bankruptcy using the code 5777 Ntc: Bankruptcy.  This code will 
automatically place the case into and inactive case status and is reflected by the status of 
“In Bankruptcy”.      

3. Enter the party name that the Bankruptcy Notice has been filed on behalf of.   
4. Follow local business practices for your docket entry.  
5. Save. Follow local business practices for scanning.  
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6. Verify case status is correct on the Summary Tab.   
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7. If a Notice of Dismissal of Bankruptcy is filed, docket using the code 5696 Bankruptcy Stay 
Lifted.  This will place the case in “Pending” Status.   

8. Enter the party name that the Notice of Dismissal has been filed on behalf of.   
9. Follow local business practices for your docket entry.  
10. Save. Follow local business practices for scanning.  

 

 
 

11. Verify the case status is correct on the Summary Tab.  
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12. If a Notice of Discharge of Bankruptcy is filed, docket using the code 3051 CLS: Discharged 

in Bankruptcy.  This will place the case in “Final Closed” Status.   
13. Follow local business practices for your docket entry.  
14. Save. Follow local business practices for scanning.  

 

 
 

15. Proceed to Disposition Tab. 
16. Click on Judgment.  
17. Change type to Discharged in Bankruptcy.  
18. Select all causes. 
19. Right click your mouse in next section.  Click on Delete Component.  
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20. Save.  
 

 
 

21. Click on Case Close.  
22. This information defaults, however, verify Today and Future Hearings is checked and 

Cancel is marked.  The Hearing Reason and Setting Reason should both be marked as 
Vacated.  

23. Save. 
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24. Verify your case status shows Final Closed.  

 

 
 
*Note:  There are several ways in Odyssey to docket your closing documents.  This is only one 
way to accomplish that.  If your local business practices are different, follow those practices, 
however, you must always end with verifying that the case status is Final Closed.   


