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Portal Public Access

Signing On

To sign on to Tyler Odyssey Portal, go to https://portal-pacarbon.tylertech.cloud/Portal/.
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Tyler Odyssey Portal -

At the top right, click Register/Sign In. Choose Sign In from the dropdown.
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Tyler Odyssay Portal

3|Page Carbon County Court Information Systems Dept.



https://portal-pacarbon.tylertech.cloud/Portal/

Portal Public Access

Enter the email address that you used to register access in Portal and your password. Click Sign In.
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\S‘, odyssey identity provider

Searching

You will know that you are logged in if you see “Search Hearings” and “Smart Search” under the Notifications box. Click
Smart Search.
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Tyler Odyasey Portal

Feaich Hearings Smart Search
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There are a few ways to search for records.

e Case Number — If the Case Number is known, type the case number in this box and the case will be returned. A
search for 22-0123 and 220123 will return the same results.

e Party Name - You can perform a search by last name, first name.
e Business Name — You can also search for a business name by typing it in the box.

Tyler Odyasey Portal 1

o

Using the Wildcard

If you are unsure of the spelling of a name, you can search by wildcard (*).

e To perform a wildcard search on a name, type a minimum of three characters followed by an asterisk for the last
name, a minimum of one character followed by an asterisk for the first name.
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Smart Search *Required
Search Criteria 2

® Enter a Record Number or Name in Last, First Middle Suffi Fommat
I doa®, I

Advanced Filtering Opbons -

e Wildcard searches cannot be used on the last name if the last name is less than three letters. In this case, a
wildcard can be added to the first name, but not both first and last names.

Smart Search *Required
Search Crteria 7

* Enter a Recond Mumber or Mame in Last, First Middie Suffix Format

| do, j°

Advanced Filtering Oplions -
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e To perform a wildcard search on a business name, type a minimum of four characters followed by an asterisk.

Smart Search ‘Required
Search Criteria 2
* Enter a Record Number or Mame n Last, Farst Middle Suffo: Format
busi®

Advanced Fittening Ophons. -

e To perform a wildcard search on a nickname, type a minimum of four characters followed by an asterisk.

Smart Search *Required
Saarch Critena 2

" Enter & Record Numbser of Mame in Last, First Maddle Suffix Format

| nick*

m Submil

Advanced Filtenng Qphons -

7|Page Carbon County Court Information Systems Dept.




Portal Public Access

Searching for Estates or Cases Involving Estates

When searching for cases involving an estate, you may need to try searching three ways. Older cases were converted as
nicknames and it may not find the name when searching depending on how it was originally entered.

e The first way to search is by typing the name that you are looking for, either with or without the wildcard.

Smart Search "acuired

Search Criteria 7
* Endar a Record Mumber or Name in Last, First Middle Suffuc Farmat

I Do, John

oo

Advanced Filtering Oplions -

Smart Search ‘Required
Search Criteria »
) 3 Ma ¥
doa®, |

e If you are not receiving the expected results, it is because the system is seeing the style as a nickname. First try
searching by entering “Estate of” before the name, with or without wildcards.
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Smart Search

Search Criteria

" Enter a Record Mumber of Name in Last First Middle Sufflix Fosmai

astate of john doe

Clear

Advanced Filtering Oplions -

Smart Search

Search Crteria

* Enter a Recond Mumber ar Name in Last, First Middie Suffix Format

| astate of john® doe"

*Regquired

"Required

Advanced Filtering Opiions -

e You can also try searching by typing “Estate” at the end of the name, with or without wildcards.
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Smart Search
Search Cnteria

john doe estate

Advanced Filkering Options -

Smart Search

Search Criteria

jehn® doe* estate

Refining a Search

"Reaquired

E
2

'Hl'-:;l ired

You can refine your search, if necessary, by clicking Advanced Filtering Options. There are many different options
available in the dropdown that you can use to search. You can refine the search by Business name, Case Number,

Nickname, Party Name, etc.
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Smart Search

Search Crtena

A Filiering Opbions

A Locatons

Filler by Saanch Type

Sman Search

nChusde

Viewing Results

*Requied Smart Search
2 Search Crileria
I ' F

Advanced Fillerding Options -

Ganaral Ontions
Srar Search
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Smart Search|
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After entering your search criteria, click Submit.

Smart Search

Search Criteria

* Enter a Record Mumber or Name

Doe, John

Advanced Filtering Oplions -
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Portal Public Access

If there are any cases with the search criteria that you entered, the cases will be returned.

*Please note that you may have to refine your search with wildcards or “estate of”, etc. as noted above if you
can’t find the case that you are looking for.

Tylar Oudymsary Poris [} T 1

‘ r
| |

* DO, NOHN

By default, the results are returned by case number sort order from earliest to newest. You can click “Name” or
“Date of Birth” to change the sort order.

If you search by too common of a name or something with too many results, you will get a message that there were
more than 200 records found and you may need to refine your search.

Party Search Results

The search returned 200 cases that have been grouped by party name, but could have retumed more. Please narmow the search by entening more predse oriteria.

Once you find the appropriate case that you are searching for, click the Case Number (underlined in blue) to see the
Case Information.
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Viewing Images

If there are images associated with the Event, you will see View Document. For older cases, most of the documents
will be called Conversion Document Type. For cases created in the new system, it will show the type of document.

If you click View Document, it downloads the image for you to view or print.

Troubleshooting Images

Images downloaded from Portal open best in Windows Photo Viewer on a Windows PC. Microsoft Office
Document Imaging or Windows Picture and Fax Viewer also will allow you to see all pages of the image. If you have
a Mac computer or Apple device, you will need to find a multi-page tif viewer if you are only able to see the first
page of an image.

Setting a Default Program to Open .tif Files in Windows 10

*You may not be able to change some of the settings depending on your computer’s security settings. If you are
unable to make changes, please contact your system administrator or whoever set the computer up for you.
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Search for the Control Panel. Click on Control Panel in the list to open it.
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In the Control Panel, click on Default Programs.
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In Default Programs, click Associate a file type or protocol with a program.

g Default Programs - (] b

« « 4 [@ » Control Panel » All Control Panel tems » Default Programs w O | Search Control Panel B

Control Panel H .
entrel FanelHome Choose the programs that Windows uses by default

=

Set wour default programs
Make s pregram thie defsult for sl file types snd pratocals it can open.

E Change AutoPlay settings
Play CDs or other media automiatically

Set PrOgram access and computer defaults

Control access to certain programs and set defaults for this computer,

In Default Apps, scroll down and click on Choose default apps by file type.
g o 4

@ Home Default apps
Mg

o Mags

Harve a queston!
IE  Apps & festured Dbl Pl
| Twa

Mlake Windows better
£ Ceffene maps

PRtz varwer
0 Apps for webstes ;
BN wWindows Phato Viewer

O Video pliyback
Video player
TN
e Bicawried

'f; § Internet Explorer
|‘9

Raeset 1o the Minticaclt secormmendied delaults
Reset

.

15| Page Carbon County Court Information Systems Dept.




Portal Public Access

In Choose default apps by file type, scroll down to .tif (TIF File). Click on the program listed to the right of .tif.
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A list of possible programs to view .tif files displays on the screen. From the list, choose Windows Photo Viewer.

= leneg [m] =

@ Choose default apps by file typ IMAGE VEWER

Imageng Prevew
Aot + Choose & S @

1';‘ Penl
Pomanaliza 0

therma B
' Pt 30
Ahermepack g Peranalizad
P= 9 Wanidows Phogo Viessr
At E F - 'E] [
1 | n
b Profios
i EEN Windows Phots aeaer
-
A EETN  Windows Fhoso e
; -
ity + Choose a default
Al ala Choose a defaul
A + Choase a deisult
tod TWINILE
Ap + Choose a default
i Mammrs u dafuie

16| Page Carbon County Court Information Systems Dept.




Portal Public Access

Close the Windows and try to open the image again.

Registering for an Account

If you are interested in obtaining an account for Portal Public Access, there is a yearly subscription fee associated with
the account. Please call Court Administration at 570-325-8556, ext. 3200 for more details.

Once your account is created, you will receive an email at the email address specified to create a password and three
security questions. The link will expire in 48 hours, so please do this in a timely manner or you will need to contact us to
send another link.

Once your password is set, you can then log into the system and begin searching.
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