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Title of Procedure

COURT / DEPARTMENT / DIVISION
This procedure is for District Courts.

USER
This procedure is for clerks who create contempt cases.

PURPOSE
This procedure should be followed when the clerk needs to create a new contempt case.

NAVIGATION
From the home page of Odyssey, click on “Add a Case” or “Add a Case Classic”.

NUMBERED STEPS

1. In District Court, when a contempt case is filed against someone other than a
defendant in an existing criminal case, a new contempt case must be created.
2. Click on “Add a Case” or on “Add a Case Classic”.
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3. That brings up the window to select the category of case. Select “Criminal”.
B Add a New Case - Odys

y (jidjdavenport) B . .

NNaE. X am

File VWiew Tools Centers Developer Help

@ Add a New Case'

.‘:::.' Ody Ssey Santa Fe

Case Manager Ho Criminal

myOdyssey

Temp Launch

Civil
& Family

Searches ~
Find a Case

Find a Party

Find a Judgment

Find a Hearing

Find a Group

Find a Citation

Add a Case
Add a Case Classic

Probate or Mental Health

4/24/2017 2:17pm

4. Selecting the Criminal category, brings up the case types that are available under the

criminal category.

5. Select the Contempt case type
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6. That opens the Add a New Case window to the Details Tab.
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7. The File Date will default to the current date.
8. The Judge Assignment date will default to the current date.
9. The case status date will default to the current date.
10. Odyssey will generate the case number.
11. There is nothing to add on the Details Tab unless you have the case number of an
existing case to relate to this new case. For example, if the contempt incident arose
from another case, that case should be related to this new contempt case.

Case Status * Additional Barcodes +

| 04/24/2017 Pending | '

Related Cases wul

Case Number | D-101-DM-2009-00436 Court | Santa Fe
Comment | Resondent cited for contempt Reason | Other
Style | STATE OF NEW MEXICO VS MIGUEL MEDRANO Filed | 05/13/2009
Status | Reopened

12. Click on the Parties Tab to add the Defendant. You can click on the yellow hyperlink
“Add Party” or right click on the word “Defendant”.
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13. That opens the Add Party Connection window.

Add Party Connection

® Configured Types (O Al Types
Connection x|v|
® party () Participant
party | |9 | new |
hdded
Removed | |[™])

Reason | |T|
Comment | |[? e

Relationship ¥

Add Next Continue Exit

14. The screen will default to Configured Types. Click on the Drop Down arrow to

select Defendant.
15. Click on the magnifying glass to search for the defendant.
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16. Enter the party’s name and click on search. If the party already exists in the system,
you should select the party from your search results. If the party does not yet exist,
click on “Add Party.”

x
Find A Party

Search by Party Information Il Use Soundex

® Person ) Nickname (_) Business

Last Mame | medrano |

First & Middle miguel N |

Driver's License | || |‘l"|
Person ID | |

Search Clear Exit Use Advanced Search I Add Party l

17. Selecting the party from the search results takes you back to the Add Party
Connection window with the defendant now appearing as the party. Click the
Continue button to return to the Parties Tab.

Add Party Connection

(® Configured Types (O All Types

Connection M

(o) Party ) Participant
Party |MEDRANO, MIGUEL |9 | New |

Reason | |‘l'|
Comment | |[§’ x>

Relationship ¥

Add Mext Continue Exit

18. Click on the Charges Tab to add the contempt charge. Click on the + sign to add the
charge. Use charge code 5732. The degree is a misdemeanor, and that is the fee
schedule that should be assessed if the defendant is found guilty.



State of New Mexico Administrative Office of the Courts Standard Operating Procedures
Judicial Information Division
05/2017

Add Charge Detail

Arrest [ Filing Additional

Charge Detail for Defendant: MEDRANO, MIGUEL

Jurisdiction | v STN | |
p i
. rosecuting | v
Code 5732 v Dearee |Misdemeanor || GOC | ||
|:§L—c|tute |3-1~—1—2 | Description |Ccntempt0ch:urt|[District} (Misdemeanaor) |

Off. Date [04/18/2017 |[7Z] Time | | Fine | |
o |3 To | | Bond | |

[ ] On or About [ ] At or About Bond Type | v

Additional Statutes

Type Statute Description ¥

No Additional Statutes exist.

Click the add icon to add a new Additional Statute.

Continue Exit

19. When the charge has been entered, click on the Continue button to return to the
Charges Tab.

20. Once all the information regarding the defendant and the charge have been entered,
click on the Save button to save the case and generate the case number and Judge

assignment.

D-101-CR-2017-00094 quick links
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Sommer, Mary Marlowe
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21. For District Courts, these contempt cases will generate a CR case number, like all
other adult criminal cases.

22.Judge assignments will come from the misdemeanor assignment pool.

23. The opening event will be defaulted when the case is created. The case can be
opened by either an order for direct contempt or a complaint for indirect contempt.
But in either scenario the opening event will be 1538 OPN: Contempt.



