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ODYSSEY REPORTS 

Supervision Staffing Report 

Select “Run and Enterprise Custom Configure” on the right hand Navigation Panel 
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Select the “Supervision” node from the Location screen 
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Select Supervision Staffing Report 
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Enter the Location (most likely it will be your district, county, and Problem-solving court), Case Status; we typically enter Intake-Accepted and 
Active to try to get all those that have been properly coded as intake accepted, and to account for those that may have come over from case 
manager; but as of yet, have not been assigned the Intake-Accepted status. Additionally, enter the case type (court type). 
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Enter the Event Date Range for both start date and end date of the report. This will pull all event data within the date range (sanctions and 
incentives and drug testing.  Up to the ten last entries will display on the report. 
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Enter the Contact Date Range. This is a required field but does not affect the timeframe of the report unless the “Use Contact Date Range” 
check box is clicked. Clicking the box is optional based on utilizing the contact-problem solving court progress as a method to pull only those 
staffing reports on participants where a contact was entered within the date parameters.  
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Select all variable you wish to be displayed on the Staffing Report and select PDF as the report output.  
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And click on Submit or Schedule (schedule will allow you to set up a re-occurring auto-generated and delivered via email report).  
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If you click “Submit” you will see the “add email Notification Recipients screen” which will allow you to enter any email addresses where you 
want the report to be delivered. In order to send the actual report and not just a notification, click on the two check boxes that identify 
“Attach Any Files Generated by Job” and “Attached Any Files Generated by Job and Keep Files in Job History” (the second one will allow you 
to access and review all report jobs in Odyssey.  

Click Finish.  Remember, you can also ‘schedule” this report to be delivered at a certain day/ time to whomever you identify on an ongoing 
basis. 

While the report runs, you can track the report progress from the left hand navigation panel under Report Progress.  

When finished, it will be available to click on a notification on the message bar below, or access the emailed report in your Outlook, or go to 
Report History on the left hand navigation panel.  



10 
 

 

When opening from your e-mail, the report should display the following…(identifying info has been redacted for this instructions sheet.) if 
the report does not meet your needs, go back and select or de-select the pertinent variables. Remember, this is now a PDF and can be printed 
or used electronically.  
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