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Title of Procedure 

COURT / DEPARTMENT / DIVISION 

Procedure for Magistrate Courts 

USER 

All Court personnel with rights to issue warrants 

PURPOSE 

Use this procedure when issuing a bench warrant for a Juvenile with traffic related charges in 
Magistrate Court.   Add reminder DUE Event to Re-Issue as an Adult Warrant for tracking 
purposes. 
 
BASIC INFORMATION ON ISSUING WARRANTS: 
Bench Warrants issued in Odyssey for Magistrate courts must follow specific guidelines so they 
will print correctly and so they will be consistently issued across the state. 
 
1. Bench Warrants are issued and tracked through the Warrants tab. Warrant events 

should never be docketed individually in the Events Tab. 
2. Only two possible bench warrants may be issued from Odyssey:  
 Bench Warrant 
 Juvenile Traffic – BW 
3. Issuing either type of bench warrant will cause the 6 month rule date to be
 concluded.   
 
4. With the exception of a bench warrant strictly for failure to pay as described in 5 A 

below, each bench warrant that is issued must have a minimum of two conditions. 
 
 A. One condition specifies the type of bond or release. 
  Choices are: 

 Cash at 10% of bond   Amount must be entered 

 Cash at 20% of bond  Amount must be entered 

 Cash only bond   Amount must be entered  

 Cash or surety bond  Amount must be entered 

 Hold without bond  To be used for probation violation warrants   

 Secured bond of   Amount must be entered 

 Release on personal recognizance 

 Release on unsecured appearance bond 
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B. The second mandatory condition must specify the reason the warrant is issued. 
  Choices are: 

 Contempt of court 

 Failure to appear as ordered by this court 

 Failure to appear at first offender program 

 Failure to appear based on conditions of release 

 Failure to appear by subpoena 

 Failure to comply w/specialty court 

 Failure to comply with conditions of probation 

 Failure to pay fines and costs 

 Previous conditions of release should be revoked 
 

4. Warrants are sometimes issued for more than one reason such as failure  to comply 
with conditions of probation and failure to pay.  When that happens additional 
conditions should be selected so that all the reasons for a warrant are indicated. 

 
5. Specific types of warrants require certain conditions to be entered in order for the 

printed warrant to be generated correctly.  
 
 A. If a defendant can be released from jail upon payment of his fines    
  and fees and is not required to appear in court, the condition 
  Failure to Pay Fines and Fees must be selected and the total of    
  the amount due along with the bench warrant fee must be entered.   
 

   
 
 
 
 

 

B. If the charges on the warrant are those in which the defendant can   
 plead guilty and agree to pay the fines and fees without having to   
 appear in court the condition Projected Fine If Guilty must be   
 selected and the total amount of all fines and fees including the   
 current bench warrant fee must be entered.  In this instance an   
 additional bond or release condition must also be selected in case 
  the defendant chooses not to plead guilty to the charges.   
 

Following these steps will cause the printed bench warrant to display a “Payment Amount” of the amount due 
followed by the words “Failure to Pay (Cash, Cashier’s Check or Money Order) in a line following where the bond 
amount normally displays:  

 
In addition the 3. Payment: option on the bench warrant will be populated with the correct dollar amount (although 
the box will need to be manually checked).  
  

[  
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[Although the bond amount and the projected fine amount total on this screen, the defendant is 
expected to pay only one or the other.  The two amounts will not necessarily be the same as it is in this 
example. Which option the defendant has chosen should be indicated on the bond receipt.] 

 
 

 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Following these steps will cause the printed bench warrant to display a “Bond Amount” as well as a 
“Payment Amount” of the amount due followed by the words “Projected Fines If Guilty (Cash, 
Cashier’s Check or Money Order): 
 

.  
In addition the 1. Bond: option and the 2. Payment: option on the bench warrant will be populated 
with the correct dollar amounts (although the boxes will need to be manually checked): 
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STEPS 

1. From the Parties Tab of the case, confirm the defendant’s date of birth and is a juvenile.  
Confirm all personal identifiers at this time as they will also print on the warrant.  

 
 
 
2. All warrants are issued through the Warrants Tab.  No warrant events should be manually 

docketed in the Events Tab.  

 
 
 

 
 
3. From the Warrants Tab of the case issue the Juvenile Warrant:  click on the plus sign (+) 

icon to add a new warrant.   
The Add a New Warrant window opens and the Detail Tab should be available.  
In the Detail Tab; in the Type field, select from the drop down menu Juvenile Traffic – BW. 
Enter the Conditions - Select the appropriate conditions by clicking on the plus sign (+) in 
the Conditions field.  (Every warrant, with the exception of Failure to Pay, should have a 
minimum of 2 conditions; one that covers the reason for the warrant being issued and one 
that indicates the bond.)  



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Updated 02/2017   
  

 6 

 
 

 
4. If the charges on the warrant are those in which the defendant can plead guilty and agree to 

pay the fines and fees without having to appear in court the condition Projected Fine If 
Guilty must be selected and the total amount of all fines and fees including the current 
bench warrant fee must be entered. In this instance an additional bond or release condition 
must also be selected in case the defendant chooses not to plead guilty to the charges.   

 

 
 

Although the bond amount and the projected fine amount total on this screen, the 
defendant is expected to pay only one or the other.  The two amounts will not necessarily 
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be the same as it is in this example.  The option the defendant chooses, once arrested, 
will determine the amount paid and will be indicated on the bond receipt.  

 
5. From the Status Tab, Select the + to Add a New Status; select status from drop down 

windows (Juvenile Traffic – BW Issued).  Select Location – agency that will house the 
warrant and enter into NCIC (prints on the warrant); Save.  After saving the information, the 
Juvenile Bench Warrant Form may be printed by selecting the Warrant Forms        option 
from this screen.  Warrant forms are the only forms that may be printed from this option.  
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6. The Select Document box will open; select the appropriate warrant form to print:  The 
Juvenile Traffic Bench Warrant forms is option 2 on the second page. 
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The Juvenile Traffic Bench Warrant Form contains the following restrictions: 
‘RESTRICTION ON WARRANT.  The defendant is a juvenile. Arrest the defendant only during 

court hours after confirming a judge is available for immediate appearance. Do not incarcerate 

this defendant.’ 

‘YOU ARE COMMANDED to arrest the above-named defendant and bring the defendant before 

this court to answer the following charges checked below unless released as indicated in the 

return’ 

7.  The corresponding Events have automatically docketed to the Events Tab, (from the 
Warrants Tab).  WAR: Juvenile Traffic Bench Warrant Issued, WAR: Bench Warrant Letter 
Issued.   

 
 
8. From the Events Tab, docket 9624: Due: Juvenile Warrant to be Re-Issued as Adult 

Warrant and enter the Due Date of the Defendant’s 18th Birthday.  (as shown above) 
Entering the ‘due’ date will allow tracking of the Juvenile Warrant and will indicate when 
the Juvenile Warrant should be reissued as an Unrestricted Warrant. 
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9. Issuing a Juvenile Traffic Bench Warrant for Failure to Appear will cause the 6 month rule 
date (Time Standard) to be concluded.  It will also prompt the user for a Target Date.  The 
Target Date entered will be the date of the defendant’s 18th birthday.   When this pre-
adjudication warrant is served or quashed, and returned to the court, the status of the 
warrant is then updated as Pre-Adjudication Warrant Served or Pre-Adjudication Warrant 
Quashed.  When this status is updated as served or quashed, the 6 month rule date (Time 
Standard) will start again.  It is important to review Time Standard dates when entering and 
updating warrant statuses.  

 

 

 
 
10. The Juvenile Warrant Time Standard is completed when this warrant is Quashed/Recalled. 

 
 
11. Inactivating a Juvenile Warrant.  When a juvenile warrant is served, quashed or re-issued 

the warrant must be inactivated in the Warrant Tab and the Due Event (Juvenile Warrant 
to be Re-Issued as Adult Warrant) – 9264, should be completed with the appropriate date. 
From the Summary Tab, in the Flags & Actions Due section, click on the Review DUE: 
Juvenile Warrant to be Re-Issued as Adult Warrant.  Complete the DUE code by entering 
the date in the Completed field. 
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12. From the Warrants Tab, select the Juvenile Traffic Bench Warrant. 

 
 
13. From the Status Tab, click on the plus (+) sign to add a new warrant status.  In the Status 

window, click on the drop down arrow and select the correct status.  If this is a pending case 
in which the underlying charges have not be dispositioned, select Pre-Adjudication Warrant 
Served or Pre-Adjudication Warrant Recalled.  If the charges have been dispositioned on 
this case, select Post-Adjudication Warrant Served or Post-Adjudication Warrant Recalled.   
Confirm the correct Location of the warrant.  Enter any appropriate comments.  Save. 
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14. From the Warrants Tab, review and confirm the current status of the warrant.  

 
15. Converting a Juvenile Traffic Bench Warrant to an Unrestricted Warrant.  When a juvenile 

with an active juvenile bench warrant reaches their 18th birthday, the juvenile warrant is to 
be converted to an unrestricted warrant; the (original) juvenile bench warrant fee waived; 
and the unrestricted warrant is to be issued.   
Recall/Quash the original warrant and complete the event code following steps in number 
10 through 13 above.  Use comments to indicate the warrant is being recalled/quashed to 
be reissued as an unrestricted (adult) warrant.  Save this status and complete the DUE event 
code as instructed above.   
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16. Adjust the original (juvenile traffic bench warrant) fee.  From the Financial Tab, click on the 
Case Fines and Fees.  Click on the - View Trans to display all of the 
transactions.  Click on the Blue dollar sign ($) to post a Credit.  From the Type option, select 
Juvenile Bench Warrant Fee Waived – Converted to Adult.  Proceed to Amount to be 
Applied, enter $100.00 or the bench warrant fee original charged. The next step depends 
on if the warrant was a pre-adjudication warrant, with no other fees OR if the warrant was a 
post-adjudication warrant with other fines, fees or costs due.  

 If no other fees have been assessed*, click on Save  

 If other fines and fees are assessed**, they will display in the bottom half of the 
screen with checkmarks.  The checkmarks must be removed from all other 
assessments, except the bench warrant fee, by clicking on the boxes in front of the 
fees.  

*NO OTHER FEES** 
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**OTHER FEES/FINES ASSESSED DISPLAY** 
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17. When the original Juvenile Traffic Bench Warrant is returned to the court, update the 

warrant status.  From the Warrant Tab, select the Status Tab; click on the plus (+) to update 
the status to Physical Warrant Returned.  Also, from the Status Tab, select plus (+) to add 
an additional status of Juvenile Warrant to Be Reissued as Adult Warrant.  Note: These two 
statuses may be reversed depending when the original warrant is returned to the court. 

 
 
18. Reissue the warrant as an Unrestricted Warrant.  From the Warrants Tab, click on the plus 

(+) sign to add a new warrant.  The Add a New Warrant window opens and the Details Tab 
will display.  In the Detail Tab, enter the Type by clicking on the drop down arrow and 
selecting Bench Warrant.  Enter the Conditions by clicking on the plus (+) sign.  (Every 
warrant, with the exception of Failure to Pay, should have a minimum of 2 conditions; one 
that covers the reason for the warrant being issued and one that indicates the bond.) 
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19. Select the Status Tab, enter the new status.  Click on the plus (+) sign, select the correct 

status by clicking on the drop down arrow.  Confirm the correct Location of the warrant.  
Enter any appropriate comments.  Save. 
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20. Confirm the case displays the correct Case Status as shown below: 
Summary Tab: 

 
Events Tab: 

 
Financial Tab: 

 
Warrants Tab: 

 


