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Converting Cash Bonds

COURT / DEPARTMENT / DIVISION
All Courts

USER
Court Managers/Supervisors/Financial Staff

PURPOSE

Case Manager provides functionality to automatically “Convert” cash bail to pay fines and fees
on cases. In order to use this functionality case fines and fees must have already been assessed
and bail bond posted.

Cash bail can be converted to pay fines and/or fees when the bail amount is either equal to or
less than the total fines and fees or; Converted to pay fines and fees and then the remaining
cash bail balance is refunded.

STEPS

Note: Although posting bail is done on the Bonds tab, Converting bail is done on the financial
tab

Start the procedure from Odyssey’s Case Manager and sign into a till.

1. Access the Case

Case Manager Home 1 Click one of these options

UICK INKS

» FindaCase » AddaCase » Adda CaseClassic » Copya Case

myOdyssey

Temp Launch

Searches
Find a Case

Find a Party . court administration

| Enter case number, hit
enter

Search by Case Information

Case Mumber |M-12-TR-2016-207
STN

Cross Ref ¥

Addl Rarrnda
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2. From the case, access the Fmanaal tab

|8, CTT) 6T

T.:l.;k.;

F &
\ppeals Atty Pmts

Access the Financial Tab by
selecting the Financial Tab

Status Pending @ 203
Filed 02/08/2016
Type Traffic
County Curry County Magistrate Court in Clovis
Judicial Officer  Castleberry, Duane Kindrick

Lead Attorney: 9th Judicial
Retained: 04/08/2016

--

~ N \ 4 .
Prot. Orders Warrants Bonds Exhibits Documents Appeals Atty Pmts Tasks

State of New Mexico v. ABRIANA GOMEZ

o

Group By |Party Type u [Vl show Categories with no Activity Print Summary

Party/Financial Category Current Due Total Balance Escrow Balance Last Activity

¥ Defendant

| Bail Bond i 0.00 1,000.00 03/21/2016 Registry Deposit

Case Fines and Fees 303.00 303.00 0.00 09/19/2016 Charge
Trust 0.00 0.00

4. Select the bail bond which is being converted (if more than one cash bond), then click View

Transactions
@ M-12-TR-2016-00207, . ) . 5 4 s 4 ' v save B ext |

S o .
Prot. Orders Warrants Bonds Exhibits Documents Appeals Atty Pmts Tasks

State of New Mexico v. ABRIANA GOMEZ
Type Traffic

View Summary
Print Detail

Accounts T Edit Account View Transactions Convert € ¥
On Behalf Of Taxpayer ID#

Exhibits Documents Appeals

State of New Mexico v. ABRIANA GOMEZ
Type Traffic

Frint Transactions

Bail Bond

On Behalf of GOMEZ, ABRIANA Expected Final Qs
Taxpayer ID Dishursement Uninvested Invested
1,000.00 0.0

“~ Uninvested

Increases Decreases

1,000.00 1,000.00

Date Description
21406997 Bail Bond
03/21/2016  CLOM-2016-1330

Click to convert Baif
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6. The Convert Cash Bail dialog displays the case or cases for the party. Click on the case
number in which you are converting to (defendant may have more than one case with fees
due). Descriptive text for the Conversion auto defaults. If you are refunding part of the
bond, in the Disburse to Party enter the amount of refund to the party after the fines and
fees have been paid (The amount can be found at the bottom of the screen in the
Transaction Detail section. The amount immediately changes to a -0- balance when
Disburse to Party amount is entered) then Click Save (ALT+S)

Convert Bail Bond Select the case that the forfeiture

applies to. And select the
e ghi=n e B f5efeiture fee ONLY. harge/Offense Collapse All

Co<efPmt P=ao

542.00

200.00 0.00

#0116 Criminal Full Misd. DWI Assessments 271.00 0.00 =
9/2016 Criminal Penalty Assessment Fine 10.00 0.00
& [ 9/19/2016 Criminal Petty Misd. Traffic Assessm 61.00 0.00
M-12-TR-2016-00207 303.00 303.00
d 2/29/2016 Criminal Bench Warrant Fee 100.00 100.00
Criminal Bench Warrant Fee 100.00 100.00
d 9/19/2016 Criminal Court Costs 20.00 20.00
Criminal Court Costs Fee 20.00 20.00

d 9/19/2016 Criminal Petty Misd. Traffic Assessm 61.00 61.00 _

Tatals
Amount being
refunded.

845.00

These comments default
and no need to change.

Comment for Bond Adjustment | Cash Bond converted to pay Case
Select Bond Status of @ % |Fines/Fees.

Bond Converted (Should
default)




State of New Mexico Administrative Office of the Courts Standard Operating Procedures
Judicial Information Division Updated 09/2016

7. If money is to be refunded the Select Escrow to Disburse box will appear. Select the
appropriate Case Party to refund, then click Continue

%
Select Escrow to Disburse

From Party GON]EZmfSRbALA

() Recipient O TrustjCase Pa 3

() Non-Case Party

'ﬁ Pay To LOPEZ LAWREI =
As Of Date (09/19/2016 |
Total Amount to Disburse: 697.00

(@) Clovis Magistrate Checkin

A-005-200-21800-12-100001 1,000.00 697.00
Bail Bond 1,000.00

8. The Enter a Check box appears. Select type “Bail Refund to Party” and Record any
comments in the Memo field (ie. Case number), then click Save/Submit (ALT+S)

x
Enter a Check on Case # M-12-TR-2016-00207

Type [Bail Refund to Party [v| € [(JHand Check

(W) Registry Case Party () Mon Case Party
Pay To [ABRIANA GOMEZ |= Cutoff Date [09/19/2016 ][72]

Address | 719 NORTH LEA Trans Date |09/19/2016 @

& % |CLOVIS NM 88101

Amount

Six Hundred Ninety Seven and no/100 Dollars

&m0 (\1-12-DR-201600050 N User Herrera, Adrian
[# 2 |Comments - Bond Refund ) &ccount A-005-200-21800-12-100001
Mew Mexico Bank & Trust
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9. Acheck is now waiting in the Check Processing Queue. On the left Navigation Menu, select
Check Processing Queue

Fees & Finances b
Find an Account
Sign On to a Til
Take a Misc. Payment
View My Current Til
Find a Receipt
Find a Disbursement
Manage Tills
Manage Deposits
Check Processing Quelie Y
Group Disbursements
Export Check History
Post Iv-D Check
Garnishment Processing
Batch Payment

10. In the Check Processing Queue Screen, select the Checking Account and the check will
show as waiting to be processed. Select the check and click on Submit to send to Financial

Manager
@ Check Processing Queue; . .
o ] s ; First, select Checking
Location  Curry County Magis Show |All
Subrmitted By |All Users, Account bort By v

istrate Checking [¥] Show Included C
Show Excluded ghecks

Checking Account |Clovis
New Mexico Bank & Trust

Checks to Process z Maxi  Clear All
Submitted Submitted By Source Case Number Amount Select

09/19/2016
2:46 PM

Herrera, Adrian Individual ABRIAMNA GOMEZ M-12-TR-2016-00307 697.00 ey, ¥

Next, verify check, check mark
to select and Submit

11. Click Finish then OK

Add Emai Notification Recipients

To || |
Cc | |
Bce | |

Comment | | 4
[] Attach Any Files Generated by Job

[ ] Attach Any Files Generated by Job and Keep Files in Job History Job Submitted

[ Copy Job Files to Directory

s | The Disbursement Job has been
submitted to the Job Queue.
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12. Go to Centers, select Financial Manager
File View Tools,|Centers | Developer Help

v Case Manager

0 Supervision
™ Einancia}ﬁ-ﬂanager

Systern Aministraticn

Add a Case Cla

Launch

Add a Citation
- Checks to Process

Dratartinn Mrdare
13. On the left Navigation Menu select Check Processing Queue, then select the Checking

Account. Mark the check under include and click Print

Select Check
Processing

Queue, then
select Checking
Account

TITONT U7 ACCUTTTTS

Show Included Checks
Show Excluded Checks

=,
=

Clear All

amuunt Incdude

09/19/2016 Herrera, Adrian ABRIANA GOMEZ

Activities v
2:57 PM

Check Processing QuUeu:
Close a Financial Period

Reporting

14. Enter Check Number (Next available check), Select Check Format (New Mexico Check
Format), and the printer used to print checks and click Continue

X
Print Individual Checlk

Checking Account 100001
Clovis Magistrate Checking Acc._.

Chack # {12345 |
Check Format |New Mexico Check Format |‘l'|

e 8IDell Color Laser 5110cn PCLEJ

[ ] Include Fee Detail
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15. When the check has printed, verify everything has printed correctly. After doing so, then
click Continue on the Check Printing Confirmation box

Check Printing Confirmation
@ Please confirm that the following checks have printed.
Check # Pay To Amount
12345 ABRIANA GOMEZ 697.00

Note: Follow the steps below if there is a problem printing the check.

16. If there was an issue printing the check, uncheck the box next to the check number and click
Continue. This will give you a warning message telling confirming the check DID NOT print
correctly. Click Yes. This will leave the check in the queue to print again

Check Printing Confirmation

@ Please confirm that the following checks have printed.

Check # Pay To Amount
12345 ABRIAMNA GOMEZ 697 .00

If there is an issue printing check,
uncheck box and click Continue.

B seeca

!

L
You have indicated that 1 check did not print correctly. If you continue, this check wil remain
in the check processing queue and wil be available for printing at a later time.
Do you want to continue?

Yes

[ee]
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Note: The following things have happened when completed:

The Bond Registry Balance is now at 0.00, an Adjustment entry appears on the View

Transactions page of the Bond to reflect that the Bond was converted to pay fines/fees and a

Check for a Bail Refund appears for the refund amount.
207 NN ‘ DT T

® M-12-TR-2016-00207)
— 3 ¥ & L
i Prot. Orders Warrants ] = Documents Appeals Atty Pmts Tasks

State of New MeXico v. ABRIANA GOMEZ

Type Traffic
Bail Bond [ Edit Account  View Accounts
On Behzlf Of GOMEZ, ABRIANA = acLESIE M Registry Balances
Taxpayer ID Disbursement Uninvested Invested Total
o.00 o.00 o.00
¥ Uninvested Convert =4 €3 O
Date Description Increases Decreases Balance
21406997 Bail Bond
03/21/2016 CLOM-2016-1330 LLERLED LLERD
21545749 Adjustment _—
09/19/2016 (303.00) 697.00

21545750 Bail Refund to Party W
09/19/2016 12345 697.00 5

An Adjustment entry (payment) was applied to the fines/fees amount due and is now in
escrow, awaiting disbursement to the State.
T M-12-TR-"2016-0|_J. AN A 3

Forms Save/Copy Save Exit
< y

e SN - sl
Prot. Orders Warrants ] | Exhibits Documents Appeals Atty Pmts Tasks

State of New MeXico v. ABRIANA GOMEZ

Type Traffic
Mo Active Collections Officer
Sort By |Transac1i0n Date |"| View Summary
GOMEZ, ABRIANA [] show Indirect Fees Mo Collection Status Print Detail

% ° AddPmtPlan {4 Edit Detail View Balances 2wd

Reference Payments
3123,3;?‘;3 o e 100.00 100.00 0.00
é})ﬁg‘;‘)m Charge 81.00 181.00 0.00
é;ﬁigﬂ;; o e 61.00 242.00 0.00
33?195}42316 Charge 61.00 303.00 0.00
é;ﬁigﬂ;h o ument 30300 A—— 0.00 303.00
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A new status of Bond Converted has been added to the bond.

SN D 4 \'..‘ T - r
® M-12-TR-2016-00207, 0 o Waveicony
- — W . A - .
- Finandial Prot. Orders Warrants Exchibits Documents Appeals Atty Pmts Tasks v

State of New MeXico v. ABRIANA GOMEZ
Type Traffic

W M[GOMEZ, ABRIANA [¥]

U Settings

‘

02/29/2016
Warrant # M-12-TR-2016-00207 - 1 Physical Warrant Returned
Case # M-12-TR-2016-00207

Set by Judge (Deplo' $1,000.00 Cash Bond
¥ Cash Bonds (SIS
12-2016-0057 - Cash Bond 9/13/2016 - Bond Converted s Court Arrested 03/18/2016
GOMEZ, ABRIANA [y $1,000.00

50.00 Current

Case # M-12-TR-2016-00207
(D) 1. Careless Driving (Full Time and Attention) PM - 02/06/2016 Forfeited 09/19/2016
(D] 2. Leaving the Scene of an Accident Involving Damage to VehPM - 02/06/2016
(D] 3. Failure to Give Inmediate Notice of Accidents PM - 02/06/2016

Surety and Other Bonds
Property Bonds

“

The status history of the bond from posted to Converted is viewable by clicking the bond status
in the Bond Tab.

Modify Bond # 12-2016-0057

' Detail CiaLial vudiments
GOMEZ, AERIANA EBond Converted
Female DOB:0Z2/07/1994 DL:NM-51114091% SSN:649-01-4316 Court

719 NORTH LEA,CLOVIS, NM 88101

Comment

| 09/19/2016 Bond Converted  Court
03/18/2016 Cash Bond Posted Court

Status Detail o
Date [09/19/2016 | [7%] Comment

Status |Bt:|-nd Converted |T| Inactive L

Location |CDUI1 |‘|'|

Eeprint Receipt

10
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