Odyssey Portal Registration Instructions for Attorneys

The Odyssey Portal provides authorized users web access to search the Odyssey database for Odyssey
cases and hearings. Certain features are only available to authenticated users. This guide outlines the

steps required for user registration.
1. Access the Odyssey Portal website using the following link:

https://ohcourtportal.tylerhost.net/Portal/

Odyssey Portal
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Case and Hearing searches available for the Court of Claims
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2. Select Register from the drop-down in the top right corner of the Odyssey Portal Dashboard
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3. Complete the Registration Form and select Next at the bottom of the page.

Registration Form

Firsl Mame Last Name
Emiail Address Usermame
Password Confirm Password ./-/'
Mabile Phone (Numbers Only) __,-". Mauohile Phone information is
2 OPTIONAL
[ “satect servce Prowder ~| | sMS Conespandence Address
Selec] Secunty Question 1 ! Answer for Security Question 1
Select Secunty Question 2 b Answer for Security Question 2
Selec] Securly Question 3 v} Answer for Security Question 3

e

re—
) ©

Please ratype the charactens

8|

Ohio Court of Claims 2 February 2018



4. The message below will appear after the Registration Form is submitted. Before you can log in to the
Odyssey Portal site, you must verify your email address. Open the verification email from Tyler
Technologies and select the link provided. Check your Spam or Junk folder if you do not receive an email
immediately.

- | - Odyssey Identity Provider X
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@hio Ohio Odyssey Portal

Registration Complete

You must verify your email address before you can log in. A verification link was sent to jparks@cco.state.oh.us. To verify your
account, click in the link provided in your email

Didn't get an email? Resend Verification

Finish

@ 2013 Tyler Technologies

5. Below is an example of the verification email. Select the link provided to complete the verification
process.

Nao Reply: Confirm Your Email - Message (HTML)

Q Tell me what you want to do
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Fri 2/2/20138 11:28 AM
N No_Reply@TylerTech.com

No Reply: Confirm Your Email
To @ Jennie B. Parks

lennie's Test,
Your registration request has been received. Please visit the Ohio Odyssey Portal site to activate your account.
The link provided will only be valid for 10 days. You must validate the email address within those 10 days to cenfirm your registration.

If you have received this email in error, please disregard.
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6. The link will redirect you back to the Odyssey Portal with a message that your email has been
validated. Select the Log In button to proceed to the Portal Dashboard.

@hio Ohio Odyssey Portal

Email Validation

Jennie's Test, your account is now Validated!
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7. Select the Sign In option from drop-down in the right-hand corner of the Portal Dashboard.
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8. Enter your email address and password.
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© Please sign in to continue

Email

Emai

Password

Forgot Password?

9. From the Portal Dashboard, navigate to the top right corner and select Request Access from the drop-

down menu.

-| Ohio Odyssey Portal X
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Profile

Request Access

Account History

Payment Accounts

Welcome to the Ohio Odyssey Portal Sign Out

Case and Hearing searches available for the Court of Claims

Search Hearings Smart Search
Search for court hearings Search for court records
for a specified date range.
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10. Select the “Attorney of Record” Role from the drop down menu.

- | Request Access - Ohio Odysse. X e
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Request Access
If you are eligible for access to additional features, select your role and complete the prompts. You
can request access to a role at any time from the Welcome menu.

Select Your Role

Case Party
Judicial Officer
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11. Complete the prompts associated with the ‘Role’ selected. Attorneys must provide their Ohio
Attorney Registration Number. Then select the check box to agree to the Terms and Conditions
(required). It is recommended that you also select the option ‘Email me a copy’. Scroll down to the
bottom of the page and select Submit.

-1 Request Access - Ohio Odysse X +
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Request Access

Ifyou are eligible for access to additional features, select your role and complete the prompts. You can request access to arole
at any time from the Welcome menu

Select Your Role

Aftorney of Record w

W

What's Included
Smart Search Portlet
Hearing Search Portlet

Complete the Following

Bar Number

Terms and Conditions
| agree to the Terms and Conditions
@ Email me a copy
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13. The Odyssey Portal Administrator will review your request for access and you will be notified by

email when your request is approved or denied.
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Your access request has been submitted.
You will be notified of any status change via email.
W
Odyssey Portal access requests will generally be approved within 2 business days.
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