SUPERIOR COURT OF CALIFORNIA - COUNTY OF FRESNO

PORTAL REGISTRATION GUIDE

The Odyssey portal (“portal”) elevated access request process must be completed in
the following order:

1. Pay the Odyssey Portal access fee;
2. Register electronically through the portal’s registration system; then
3. Complete and submit the Odyssey access request form (form number PGN-59).

Now that you have paid the Odyssey Portal access fee, please follow all steps outlined
in this guide to obtain elevated access to the portal: each agency/law firm employee
(or attorney) will need to register electronically on the portal and request access
through the portal’s registration system. To begin, access the Odyssey portal
homepage. When first accessing the portal, you will need to click “register” at the top
of the homepage to begin the registration process.

Register / Sign In & ~

Register

Sign In

Next, you will be prompted with a registration form.

'- Registration Form

|

E | First Name | Last Name
| Email Address I Username
| Password I Confirm Password

1 | Mobile Phane (Mumbers Only)

| [ Select Service Provider SMS Correspondence Address

_ | Select Security Question 1 Answer for Security Question 1
1. -

.. | Select Security Question 2 I Answer for Security Question 2

] Select Security Question 3 Answer for Security Question 3

REVIV

b I Please retype the characters

Cancel
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Complete each field on the registration form and click “next” once complete.

t Registration Form
|

1 ‘ John | Doe

. ‘ John.Doe@mailinator.com [ John.Doe@mailinator.com
la ’ .

il ‘ LI I LIl L] ) | 2000000 0SS

' Mobile Phone (Numbers Only)

|

[ Select Service Provider I SMS Correspondence Address
i ‘ What was your childhood nickname? | John
|
| ‘ What school did you attend for sixth grade? | Liberty School
| ‘ What is your oldest cousin's first and last name? | Jeffrey Doe
|

v
N

RNMVIVV

| RHVJW

After submitting your registration form, you will be prompted with the following
notification.

| You must verify your email address before you can log in. A verification link was sent to John.Doe@mailinator.com._ To verify your account, click
| inthe link provided in your email

Didn't get an email? Resend Verification

E Finish

Click “finish,” and within minutes, you will receive an e-mail notification at the e-mail
address you provided on your registration form.



SUPERIOR COURT OF CALIFORNIA - COUNTY OF FRESNO

PORTAL REGISTRATION GUIDE

This e-mail will inform you that your registration form has been received; you will need to
click the “Odyssey Portal” link in the e-mail text to confirm you indeed placed the
request.

To: john.doe

From: no_reply_test@tylertech.com
Subject: No Reply: Confirm Your Email
Received: Fri Mar 27 15:05:24 PDT 2015

B Original | @ Forward | @@ Delete

John Doe,
Your registration request has been received. Please visit the Odyssev Portal site to activate vour account.

The link provided will only be valid for 10 days. You must validate the email address within those 10 days to confirm your registration.

If you have received this email in error, please disregard.

After clicking the “Odyssey Portal” link, you will receive the following prompt on the
Odyssey Portal web page.

e e e B b B B S s B R Yo A e e ieza
5

| Email Validation

| John Doe, your account is now validated!

| mTm

|
|
?
|
|
|

Next, click "signin” (or log in as noted in the above prompt) at the top of the
homepage to continue with the registration process.

Register / SignIn & ~

Ragister

Sign In
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After clicking “sign in,” you will be prompted with a login screen requesting you to enter
your newly-created credentials. Your username is the e-mail address you provided.

B e e e e i e o e s aszar

| Sign In é
User name
John.Doe@mailinator.com

Password

: Forgot Password

Next, the system will prompt you to enter a role based upon the level of access you are
requesting.

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

Home

Depending on your job function, please select the applicable role in the drop-down
menu that appears.

Request Access

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

Select Your Role

Attorney

Judge

Justice Partner (Including Juvenile Delinguency)
Justice Partner (Including Juvenile Dependency)
Justice Partner (Including Juvenile)

Justice Partner (Excluding Juvenile)
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After selecting your role, the system will take you to a request access page. You will
need to enter your name, title, agency, and business telephone number (or bar
number and agency/law firm that you work for depending on the role selected).
Furthermore, you will need to read and accept the Terms and Conditions.

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
Justice Partner (Including Juvenile)

What's Included
Case Search Portlet
Hearing Search Portlet
Notifications Portlet

Smart Search Portlet

Complete the Following

What is your name?
John Doe

What is your titie?

Office Assistant

What agency do you work for?

County Child Services

What is your business telephone number?

(599) 555-56555

Terms and Conditions

| agree to the Terms and Conditions

Email me a copy

After completing the four required questions and accepting the Terms and Conditions,
please click “submit” to continue.

After clicking “submit,” you will be prompted with a notice that your access request has
been submitted. Click *home"” to continue.

Your access request has been submitted.

You will be notified of any status change via email.

Home
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Within minutes, you will receive the below-mentioned e-mail providing you notice that
the Court has received your access request. The Court will review your request in the
order it was received.

To: john.doe

From: portal_no-reply@fresno.courts.ca.gov

Subject: No Reply: Your Portal Access request Was Recieved
Received: FriMar 27 15:14:12 PDT 2015

e

B Original | @ Forward | @ Delete

John Doe,

Your access request has been received. You will be notified of any status change via email.

Please do not reply to this email. If you have received this email in error, please disregard.

After you have received the above-mentioned e-mail, the agency chief, attorney, or
designee for the agency/law firm you are employed with will need to complete the
Odyssey access request form (form number PGN-59) for you — attorneys who are
requesting ‘attorney’ access may complete their own form if they are sole practitioners.
A link to this form is located in the “notification” portlet on the portal’'s homepage.

Please note that up to 15 employees can be listed on a single Odyssey access request
form.
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Please see below for a sample form—each highlighted area (in red) must be
completed for each user request, along with a valid signature:

Once fhis form is complefe and signed, SUPERIOR COURT OF CALIFORNIA = COUNTY OF FRESNO

please scan and e-mail it fo the Odyssey

Help Desk af portafafresno.courts.cagov  QDYSSEY ACCESS REQUEST FORM / PAYMENT AUTHORIZATION AGREEMENT

Agency Name or Law Firm Name: | Payment Authorization Number: |

(Obtained From Your Receipt)

Request Type First Name Last Name Email Address Role

IS I I} () I IS Y ) ) I i) I ) )
e e e e e e e e e e e e e e

By signing this agreement, | understand that my credit card will be charged an annual amount as set by the Court. | further that such fees
are subject to change from year to year and that | will be charged af the then current rate for the same term unfil the Court is nofified of my infent fo
disconfinve access via this form (by marking “delefe user”). The nonrefundable fee must be paid in advance, For this fee. the Court will provide me
with specific slevated Odyssey Porfal Access for one pre-paid fern. | wil only access Odyssey for work-relafed purposes and the Cour may gency Chief, Alforney, or Designee Name [Frinf]

immediately suspend or terminate my access, in whale or in part, if | fail to pay or am in arrears for more than fen (10) days. | |

Agency Chief, ttorney, or Designee Email Address
Date: [ |

Agency Chief, Attorney, or Designee Signature Phone Number fo Verify

PGN-59 RO9-18

ODYSSEY ACCESS REQUEST

Please also note that the Odyssey access request form has a drop down menu for
“delete user” —it is each agency/law firm'’s responsibility to notify the Court via this form
for all employees (or attorneys) who separate their employment from said agency/law
firm. Once the form has been completed, please scan and e-mail it to
portal@fresno.courts.ca.gov.
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EH®SO0 5 Odyssey Access Request - Message (HTML) ? B - O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW ADOBE PDF

i Calibri Body) - [11 <[ A" &7 | pz|| O AttachFile {j [* Follow Up -
D B I U | =L | EE 07 Attach Ttem - o ' High Importance
Paste N — Mames Attach File via Zoom
. 8. A~ | === |0 - [# Signature - Adobe Send & Track | ¥ Low Importance
Clipboard = Easic Text P Include Adobe Send & Track Tags l Zoom ~

Ta.. ||:lor13|@ﬁ'esno.oourts.m.qov
1=1
|
Send

|
|
Subject | Odyssey Access Request |
|

Attached |'l' PGN-59 Odyssey Access.pdf (239 KB Use Adobe Send & Track Yes Mo @

Please see attached.l

Jeffrey Doe
Agency Chief
County Child Services

Based on the order of this procedure, each agency/law firm employee (or attorney)
MUST be electronically registered on the portal at the time the access request formis
received. If an agency/law firm employee (or attorney) is not electronically registered
on the portal at the time the access request form is received, that agency/law firm
employee (or attorney)’s access request will be discarded. If a discarded request
needs to be reconsidered, a new access request form will need to be submitted after
the agency/law firm employee (or attorney) electronically registers on the portal.

In terms of electronic registration retention, the Court will deny electronic registrations
on the portal if a corresponding access request form is not submitted within 30 days of
the Court receiving the electronic registration.

After the Court has approved your request, you will receive the below-mentioned
confirmation. You may now log in to the Odyssey Portal with your login credentials—you
will now have elevated access.

To: john.doe

From: portal_no-reply@fresno.courts.ca.gov

Subject: Mo Reply: Your Portal Access request Was Approved
Received: Fri Mar 27 15:17:10 PDT 2015

B Original | @ Forward | T Delete

John Doe,

Your access request has been approved. Visit the site to access your features.

Please do not reply to this email. If vou have received this email in error. please disregard.
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If your request is denied, you will receive the following e-mail. The reason for denial is
also contained in this e-mail.

To: john.doe

From: portal_no-reply@fresno.courts.ca.gov

Subject: No Reply: Your Portal Access request Was Denied
Received: Fri Mar 27 15:53:20 PDT 2015

B Original | @ Forward | @ Delete

John Doe,
Your access request has been denied.
Reason for denial:

Your name is not listed on your department’s memorandum.

Please do not reply to this email. If you have received this email in error, please disregard.

Please note that you may re-request access if your agency/law firm did not submit an
Odyssey access request form. You will need to sign in using the credentials you created
earlier in this procedure, and click the drop-down menu by your name as noted below.

Welcome, John § ~

Profile

Request Access
Account History
Payment Accounts
Sign Qut

After you re-request access, please note that an access request form will still be
required (the access request form process is documented on pp. 7-8).

Once your request is approved, you will receive the below-mentioned confirmation.
You may now log in to the Odyssey Portal with your login credentials—you will now
have elevated access.
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To: john.doe

From: portal_no-reply@fresno.courts.ca.gov

Subject: No Reply: Your Portal Access request Was Approved
Received: FriMar 27 15:17:10 PDT 2015

B Original | @ Forward | @ Delete

John Doe.

Your access request has been approved. Visit the site to access your features.

Please do not reply to this email. If you have recerved this email in error, please disregard.

If at any point your job assignment changes and you require a new access role, you
may use the request access functionality to submit your change request. You will need
to sign in using the credentials you created earlier in this procedure, and click the drop-
down menu by your name as noted below.

Welcome, John § -

Frofile
Request Access

Account History
Payment Accounts
Sign Qut

After you submit an electronic change request, please note that an access request
form will still be required (the access request form process is documented on pp. 7-8).
As noted on page 8, the Court will deny electronic change requests on the portal if a
corresponding access request form is not submitted within 30 days of receiving said
request.

10



