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Citation Entry

COURT / DEPARTMENT / DIVISION
All Courts

USER
All Court personnel

PURPOSE
To enter a Traffic Citation in Odyssey

STEPS
1. On the Navigation bar click on Add a Citation

File View Tools Centers Help

;> odyssey

Case Manager Home

myOdyssey i Ck
Searches v q u

INks

Find a Case

Find 2 Party » FindaCase » AddaCase » AddaCaseClassic *» Copya Case

Find a Hearing L. .

daeom court administration
Add a Case ‘ Go here to schedule hearings, generate notices, and
Add a Case Classi prepare calendars.

Add a Citation h - fees & finances

Protection Orders v .

Frict o Protecticn Oities E Go here to assess fees, take payments, post financial
Add a Protection Order corrections and disburse monies collected by your office.
Court Administration -

View Cakndar , reporting

View Resource Schedule "

i s Go here to produce reports of the various functions of your
Print / Send Notices office including statistical, financial, and monthly reports.

Print Resource Letters user p refe rences

Move Multiple Case Files
Go here to set or update your user preferences.

B

Set Committal Hearings

Fees & Finances v

Find an Account r .

Sgn O to T administration

lﬂﬁe;gz;piaymem Go here to perform administrative tasks such as

Find a Disbursement maintenance of codes, users, attorneys, and other special
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2. Inthe Select Location window, select the appropriate court
The case category Criminal automatically displays, select the case type

|® Add aNew Citation SN T OV A S——
Eddy County Magistrate Court in Artesia 0 Administrative: Criminal Miscellaneous

0 Administrative: Search Warrant
0 Domestic Violence Felony

0 Domestic Violence Misdemeanor
o DWI Felony

@ DWI Misdemeanor

0 Extradition

o Felony

o Misdemeanor (Mag)

“DTrafﬁc

4. On the Add a New Citation window the case type automatically defaults to the selected case
type. Enter the Agency from the drop down menu, Citation Number, Offense Date, Offense

Time and Ticket Date from the citation
Note: Enter all information from the citation; the blue fields are required.

Agency |Arlesia Police Department |‘l'| Case Type |Trafﬁc |‘l'|
Ciation # Subtype | [v]
Off Date [05/13/2016 |["Z)Fi  Time Ticket Date [05/13/2016 || 7Z) Fri
1. Citee -

(@) Person () Nickname () Business
Last Name | |
First Name | |
Middle Name | |

"

5. On the Citee tab, click on Find Party to search for the party
6. On the Find a Party window, enter party identifiers and click Search

[ AddaNewCitation - -~ |

Agency |Arlesia Palice Department |'| Case Type |Trafﬂc |'|
Cration # Subtype | lv]

Off Date [05/13/2016 |[TZ|Fi  Time Ticket Date [05/13/2016_||"7Z| Fri
G
1
(@) Person () Nickname () Business
Last Name | |

x
Find A Party

Search by Party Information Il Use Soundex §f S

3. Incident ® person (O Nickname () Business
Last Name |Orliz |
First & Middle [William [ |

4. Charges Zelfs 5 T peath [ |

1 Violation

Driver's License | | | "'

Person D | |

Exit I Use Advanced Search I Add Party l

Search
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a. If the party exists, click on the party name that matches the identifiers on the
citation; match identifiers by verifying DL#, DOB, SS#, Address, Phone, Description

Party Search Resuks | Records 1 - 1 of 1

= HIH DO 04/23/1969
Ortiz, William S 111-11-1111 DL M 87509845
Party I 93376000
Address Phone L
500 N Black R
Sanita Fe, HM 87505 il

i.  The Party name will auto-populate on the Citee tab; enter all

information about the citee from the citation
[+ a2 New ciation S

Agency [Artesia Police Department [v]  case Type [Traffic I
Ceation # (123456789 Subtype | M

OffDate (05132016 |72/ Teme 215PM | Ticket Date [05/13/2016 |("Z)Fn

@ Person () Nickname () Business

it

Middie Name

Suffix v
@ Standard () Standard With Attn. () Non-Standard U.S. () Foreign

v to.

[Juse separate Comrespondence Address

@® Standard Standard With Attn. () Non-Standard U.S. ) Foreign
to. v s v v
Untt v No.
Oty State ¥, ZIP Code
state [NM[¥] oL number (87599845 008 [04723/1969 |(7%
Type M|
SSN 1111111 Gender |Male v
Heght 6 Fr.[1 m.  weght [190 Eyes |Green v

b. If the party is not found, or displayed names do not match identifiers, click Add Party

Party Search Results | No Data Returned

No Match Found

i.  Onthe Add a New Party window, enter all information about the citee
from the citation, then click Save

O

@ Person () Nickname () Busiess Date of Bitth (04/23/1969 |[72] DateofDeath | |7
i o [ —

e ] —
[

Last [Oriz
am [T
Identifiers
Driver's License (87599845 State [NM_[¥]
Socal Securiey 111111111
lpgaress [l Phones and E-Mail
(@ Standard U.S. ) Standard U.S. with Attn. O Non-Standard U.S. () Foreign  Home || Bt |

o. st. [Black | FIL_ ] work Jee [ ]
Unit v o Fax B[ |
ciy [Santa Fe state [NM_[v] 2P code [87505 cel Bt |

EMal @
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7. Click on the Vehicle tab, enter the vehicle information from the citation

Agency |Arlesia Palice Department |V| Case Type |Trafﬂc |v|
Citation # Subtype | [v]
1. Citee

o Veh License # [355 FAN | state [N ]v]

Santa Fe NI 06

i Year Color |Blue v
2. Vehicle Type |Passenger [v| Make |Toyota v

NM - 355 FAN

2006 Toyota Model |Camr3|l |

Cormmercial Hazardous
_Incident Vehicle mu Material

(16 or more) n ZOTE

.Charges

1 Viclaticn

8. Click on the Incident tab, enter the incident information from the citation

Agency |Arlesia Police Department |v| Case Type |Traﬁ'|c |v|
Geston # [1Z350789___| Subtyoe | v

Off Date [06/13/2016 |[™*]Fa  Time Ticket Date -

o gt v .
Conggiaodn Lighting u
Accident waz [ ]

[ Construction Zone [JRural Highway

[[] 5afety Corridor Badge #

‘ 3. Incident ot [ ] Mie Marker ||
= CHAVEZ, LARRY [ Tribal Land

T NM-355FAN
2008 Toyota

L%%Eiggnof |Cerrillos Rd and StFrancis Drive|
ol
4. Charges Officer |CHAVEZ, LARRY [E
1 Violation Comments | W l{:
rested

Locztion |Eddy County Magistrate Courtin Adesia |

Appear By @ Flle Date @




State of New Mexico Administrative Office of the Courts Standard Operating Procedures
Judicial Information Division Updated 05/2016

9. Click on the Charges tab, enter the charges from the citation and click on Save
/- ).

Aoy s Pl Dpanent Y] G T T [
|
i T O | T

] =
e {10 | Degee ety Mdemeano [
Desption [Speedmg (Overby 16-20) |
B | @ '
Speedmm
Speed'mt
Frie 0

Prosecutng
Ageny

Statute

-

10. Case Filed window will display case information, including Judge assignment
11. To enter additional citations, under Add Another Citation, click on Same Case

M-18-TR-2016-00514 quick links
oo » Edit Case
criminal ey
Traffic » Add Hearing
Filed On 5/19/2016 » Print Label
State of New Mexico v. William Qrtiz add anOther
citation
» Same Type
b Mew Type
» Fees [ Same
) » Same Citee
assignment - Same Case

Eddy County Magistrate Court in Artesia
Reyes, Daniel, Jr.

Done
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12. Enter the Citation number and charge for the second citation, click on Save

7 = ] =
M el 1

Sitge v
i e 26PN | Teetae (K [

i e Second charge
b T o= = &
. indicated by the #2
wefEB | W '
e

L —
Ry

13. Enter additional citations by clicking on Same Case until all citations have been entered
14. On the Case Filed window, click Done

M-18-TR-2016-00514 quick links
o o » Edit Case
criminal Rt
Traffic » Add Hearing
Filed On 5M19/2016 » Print Label
State of New Mexico v. William Ortiz add an Other
citation
» Same Type
 New Type
» Fees/ Same
) » Same Citee
assignment » Same Case

Eddy County Magistrate Court in Artesia
Reyes, Daniel, Jr.

15. Go to the Charges Tab on the case and verify the citations are listed on the case
Help
® M-18-TR-2016-00514,

L
Conditions

®  summary Detail

Charge: Hearings Notes

State of New Mexico v. Wililam Ortiz
Type Traffic

ortiz, William

1. Speeding (Over by 16 - 20)
05/13/2016 2:15 PM (PM) 66-7-301 (4190)

Citation 05/13/2016 123456789
*  CaseFiling 05/19/2016

i No Insurance
05/13/2016 2:15 PM (PM) 66-5-205 (6852)

Citation 05/13/2016 3698745
* Case Filing 05/19/2016




