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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 

 

 
 

 
  

Click one of these options 

Enter case number, hit 
enter 
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2. From the case, access the Financial tab 

 
3. Click on the Bail Bond hyperlink 

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

Transactions 

 
5. Click on the yellow Convert hyperlink 

 
  

Access the Financial Tab by 
selecting the Financial Tab 
along the top or by clicking 
on the Financial Balance 
from the Summary page 
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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)  

 
 
 
 
 
 

Select the case that the forfeiture 
applies to. And select the 
forfeiture fee ONLY. 

These comments default 
and no need to change. 

Select Bond Status of 
Bond Converted (Should 
default) 

Amount being 
refunded. 
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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 

 
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) 
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9. A check is now waiting in the Check Processing Queue. On the left Navigation Menu, select 
Check Processing Queue 

 
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 

 
 

11. Click Finish then OK 

   
  

First, select Checking 
Account 

Next, verify check, check mark 
to select and Submit 
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12. Go to Centers, select Financial Manager 

 
 

13. On the left Navigation Menu select Check Processing Queue, then select the Checking 
Account. Mark the check under include and click Print 

 
 

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

 
  

Select Check 
Processing 
Queue, then 
select Checking 
Account Check Mark and click Print 
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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 

 
 

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 

 
  

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

 
 

An Adjustment entry (payment) was applied to the fines/fees amount due and is now in 
escrow, awaiting disbursement to the State. 
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A new status of Bond Converted has been added to the bond.  

 
 

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