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State of New Mexico Administrative Office of the Courts
Judicial Information Division

Misdemeanor Case Initiation

Standard Operating Procedures

Updated 07/2016

COURT / DEPARTMENT / DIVISION
This procedure is for Magistrate Courts

USER
This is for Clerks who create new cases

PURPOSE

The purpose of this procedure is to guide clerks in creating a new misdemeanor case

NAVIGATION

There are 2 ways to initiate a misdemeanor, i.e., MR, case -- either from a citation or a criminal

complaint:

Opening Document Navigation* Case Type Window that Opens
When the case is Select “Add a Select case type Add a New Case
opened from a Criminal | Case Classic” Misdemeanor
Complaint (Mag)
When the case is Select either Select case type Add a New Citation
opened from a Citation | “Add a Citation” Misdemeanor

or “Add a Case” (Mag)

*Navigate to the function you want from the home page.

STEPS

From a Criminal Complaint
1. When the opening document is a Criminal Complaint, select %dd\[GGl] a Case Classic from
one of the 2 places it is ]available\[GGZ]

23 Case Manager Home - DevConfig (jidjdavenport)

Eile View Tools Centers H

4% odyssey

Case Manager Home
List Manager

Reports

Enterprise Custom Rep > EEa

Run an Enterprise Custom
Configure

Administration ~
view Job Queue
View Job History

Find a Judgment
Find a Hearing

l Find a Group

I Find a Citation

Add a Case
Add a Case Classic
Add a Citation

Court Administration ~

Review Electronic Files

quick links

Case ~ AddaCase

» Add a Case Classic

court administration

> Copy a Case

Go here to schedule hearings, generate notices, and prepare calendars.

fees & finances

forms & documents

Go here to create and update form templates.

reporting

Searches ~ ) )
Fnd a Case Go here to assess fees, take payments, post finandial corrections and
Find a Party disburse monies collected by your office.

Go here to produce reports of the various functions of your office
including statistical, financial, and monthly reports.

B e s user preferences
daP Ord
Add a Pro n Order Go here to set or update your user preferences.

administration

Go here to perform administrative tasks such as maintenance of codes,

users, attorneys, and other special parties.
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2. If aclerk has rights to add cases at more than one location the (Select Location screen) will
appear, select the location for which the new MR case will be added. If clerk does not have
rights to add cases in multiple locations this step will automatically be skipped

X
Select Location

= Magistrate Courts o
= Catron County
[0 Catron County Magistrate Court in Quemado
[ Catron County Magistrate Court in Reserve
[ Chaves County Magistrate Court in Roswell
[] Cibola County Magistrate Court in Grants
B Colfax County
[] Colfax County Magistrate Court in Cimarron
[] Colfax County Magistrate Court in Raton
[0 Colfax County Magistrate Court in Springer b
] Curry County Magistrate Court in Clovis
[] DeBaca County Magistrate Court in Fort Sumner
= Dona Ana County
d
Dona Ana County Magistrate Court in Anthony
[0 Dona Ana County Magistrate Court in Hatch
]
Dona Ana County Magistrate Court in Las Cruces -

Show Al @

3. When a location has been selected, select the category, select criminal
&4 Add a New Case - DevConfig (jidjdavenport) LE@M
- - P |

4 e A = =

e
File View Tools Centers Help - -
 add 2 Neiw Case ORI~

Chaves County Magistrate .
Court in Roswell

Criminal dfs—

Civil

m

-

7/5/2016 1:54pm  QEESEEEE
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4 Select Misdemeanor (Mag) to create a magistrate misdemeanor case

Add a New Case - DeuConﬁg Uldjdavenport) T — _‘ - Elﬁu

File  View Iools Centers  Help
o hitoneh ee ORI o

Chaves County Magistrate Court in U Administrative: Criminal Miscelaneous
Roswell 0 Administrative: Search Warrant

U Domestic Violence Felony

O Domestic Violence Misdemeanor
O DwWI Felony

O DWI Misdemeanor

O Extradition

O Felony

2 e (e

O Traffic

Civil

7/5/2016 1:55pm

5. Once the case type is selected, Odyssey brings up the Add a New Case window
6. There are 3 tabs available — Detail, Parties, and Charges. On the Detail Tab verify the filing
date. Let Odyssey create the case | number and assign the Judge

.Mda sl P U'djda"enp‘m) -.-. . - —1 1 — e
File View Tools Centers Help
® Add a New Case. . =~ oo A 7, Save
- Detail Parties -:ham:: ’ s
Type Misdemeanor (Mag)
Style Case Type [Misdemeanor (Mag)  [¥]
A Subtype |v|
File Date [07/05/2016 |[7%]
[] Auto Style Security [v|
Appear By
Case Number System Assigned [ Manual Comment l:l =
Court [Chaves County Magistrate Courtin H ==/
Date Assigned | clerks® office |
Judicial Officer System Assigned [] manual
[ Create Motice for Judicial Officer
Date Assigned |—|
Hearing Officer | |v\
Number | ' '
Type | |v‘
| casestatus |
status [Pending [*] ' '
Comment
& X
7/5/2016 2:01pm Mess
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7. On the Parties Tab, enter a defendant. Every criminal case in Odyssey must have one, and
only one, defendant. Click on the yellow Add Party hyperlink, or right click on the word
Defendant to add the party
Add a New Case - DevConfig aidfaverio:t) - - - @@M}
|

s = Ak - = e

File View Tools Centers Help
® Add a New Case
®  Detl Parties [0

Type Misdemeanor (Mag)

Group By IConnection Type F| Show !AII Connections IVI
[JRelated Parties View

Party & Attorney Information Add Party Add Atorney  Add Group/Associate
B
| Defendant

| Plaintiff State of New Mexico ’

7/5/2016 2:03pm  REESEEEE |

8. That brings up the Add Party Connection window. The Configured Types selection will
default. This allows parties to be added with either of the 2 connection types that are
configured for this case type, i.e., Plaintiff or Defendant

Add Party Connection

® Configured Types (O All Types
M

Connection |

P o Gintif
Added (070572076 J[7Z]
S —

Reason | |‘l'|
Comment | |[§’ x>

Relationship +

Add Next Continue Exit
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9. Select Defendant. Make sure the Party is selected instead of the Participant
10. Click on the magnifying glass to search for a party

Add Party Connection

® Configured Types (O All Types

Connectio| |‘r|
i@ Party () Participant

Party @& New
| |

Reason | A
Comment | |[3_? e
Relationship hi
Add Next Continue Exit

11. Enter as much information (e.g., DOB or DL,) as possible to narrow down the search for the
person needed. Use Advanced Search to add a Social Security Number to the search criteria
if given the information. Click on Search button or hit the Enter key to search for the party

»
Find A Party
Search by Party Information Il Use Soundex

® Person () Nickname () Business
Last Name |h0u5t0n |

First & Middle |r* I |

Driver's License | | | |v

Person ID |

S0 # |

Bar Number |

FBI Number |
Social Security |4623?9313

State id | | |»

Other Agency | | | |'!'

Officer Badge | | | |'!'

Legacy id |

Booking Mumber |

Group id |
TRN |
. Exit Use Simple Search Add Party
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12. That will return a list of parties that match the information entered. If the party does not
show up immediately, change the search criteria a little. If there are too many results to
look through, try adding more information to help narrow the search

13. When the desired party is found, click on the name to add the party on the case

x
Party Search Results | Records 1 -1 of 1

HOUSTON, RICHARD CLAL4SN.-4/1255 o T 100ac04s
Party ID 5269383

Address Phone Description
RT 2 BOX 13 Home 575-562-3961 W 510" 155
MORTOM, TX 79346 BRO BLU

Refine Search

14. Click on Continue to return to the Parties Tab, with the defendant now added to the case

%
Add Party Connection

® Configured Types () All Types
Connection |Defendant |‘l"|
® Party (O Participant
party |HOUSTON, RICHARD CLAULD %, | flew |

Added [07/05/2016 |[7Z]

Reason | K
Comment | | X

Relationship ¥

Add Next Continue m
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Note: The Defendant is now added to the case.

b Add a New Case - Deonnﬁg (jdjdavenport) o _—
File View Tools Centers Help

® AddaNewCase. T .
- Detail i = Chargs =1 k /A \

State of New Mexico v. RICHARD CLAUDE HOUSTON
Type Misdemeanor (Mag)

Group By iConnection Type :'I Show !All Connections v
[]Related Parties View
Party & Attorney Information Add Party Add Attorney  Add Group/Associate
| Defendant HOUSTON. RICHARD CLAUDE |

| Plaintiff State of New Mexico |

7/5/2016 2:27pm Messages |

15. If the search does not return the correct party, add the defendant as a new party record,
from the Add Party button on the lower right hand side of the search results screen

Party Search Results | No Data Returned

No Match Found

. << Back - Next == - Refine - Search - Exit -5|:I|:I F'ar'tg,f.
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16. On the Add A New Defendant window, enter all defendant information. Click Save on the
party record

Note: Parties that are in all capital letters, were parties that existed in our legacy FACTS data

that were converted into Odyssey. New parties created in Odyssey should be in proper case

(only the first letter of each name capitalized). Do NOT use punctuation such as quotes “” or

parenthesis ( ).

Add A New Defendant

Name
(@) Person () Nickname () Business Date of Birth @
- o concer o —

Fist |Richard | Ethnicity | v
Middle |C. | Height EIFt. . Hair | Brown v
Last |Houst0n | Weight IEI Eyes |Brcrwn |T|

s v
ldentifiers

Driver's License | 16132648521 | state TN |¥] State ID | |state | ||

Social Security I:l FBI Mumber

Other Agency | |"| Mo. | |

(O standard U.S. (0 Standard U.5. with Attn. (8 Non-Standard U.S. () Foreign ~ Home | | Bxt | |

Line 1 |P0 Box 123 | Work | | Ext | |

Line 2 | | Fax | | Bxt | |

Line 3 | | Cell | | Ext | |
City state [NM_[¥] zIP code E-Mail | @

Save Advanced

17. On the Add Party Connection screen. Click on Continue

Add Party Connection

® Configured Types ) Al Types

Connection |Defendant |1'|
® party (O Participant
Party [Houston, Richard C. @ | new |

Reason | |T|
Comment | |[? o

Add Next Continue
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18. Go to the Charges Tab

Y oS [

Standard Operating Procedures
Updated 07/2016

P Add a New Case
| % Detail Pa

[

¢ \Connection Type  |¥

Party & Attorney Information

Defendant
Plaintiff

18. Click on the + sign to enter the charges

Houston, Richard C.
State of New Mexico

P Add a New Case

| * Detail Pa

Charges

7/5/2016 2:40pm

10
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Note: That brings up the “Add Charges Detail” window. There are 3 tabs within this window —
1. Detail — where the actual charges are entered
2. Arrest/Filing — where booking and police report information is recorded
3. Additional — where state specific information related to the statute is entered,
e.g. blood alcohol level on DWI charges
19. On the Detail Tab, skip the Jurisdiction field, but enter an STN if it has been provided by law
enforcement. The ‘Code’ is not a statute number. With the cursor in the Code field, hit the
F4 function key and bring up the Select Codes window

Add Charge Detail

Jurisdiction |

<[] Prosscitt | [
code | ] oeares | [ ooc| v
Statute | | Description | |
oft.oate [ |7 Tme [ e | |
I | — sond. |
[ ]0n or About [ ] At or About Bond Type | [*]
Type Statute Description ¥

No Additional Statutes exist.

Click the add icon to add a new Additional Statute.

0. To search for the code needed, if it was not provided by the D.A., search on a description, a
statute or a degree or any combination to find the charge needed. Adding the degree to
the search will help ensure the correct charge is selected. Once the code is found click on it
to add it

Select Codes

Code/Desc reckless| Group |"| Source
Statute Degree |Misdemeanor = Sort |Description
Type (53] Owner =] [ Save My Settings
Code Description Statute Degree
1. 1465 Reckless Driving (Second or Subsequent Offé66-8-113 M
11 Results - Page 2 of 2
= W oo Wl seo

11
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21. Add the date the offense was committed as the Off. Date. Then hit Continue to return to
the Charges Tab

Add Charge Detail

Arrest [ Filing Additional

Charge Detail for Defendant: Houston, Richard C.

Jurisdiction | [v] STN | |

[ B ]
Code |14B5 |1'| Degree |Mi5demeanor |‘!'| GOC | |‘!|
Statute |Eﬁ-8—113 | Description |Rec|-cless Driving (Second or Subsequent Offense) |

| e rre | |
el ™ ) — sond | |

[1on or About [ ] At or About Bond Type | |‘!|

Ac onal Statutes

Statute Description

No Additional Statutes exist.

Click the add icon to add a new Additional Statute.

L]

State of New Mexico v, RICHARD CLAUDE HOUSTON
Type Misdemeanor Mag)

Detdl  Patis

Charges Amend Transfer  Renumber  #
HOUSTON, RICHARD CLAUDE

1. Reckless Driving (Secand or Subsequent Offense)
OBHA2018 (M) B6-4-113 (1485)
+  Casefilig (81132016

12
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23. That saves the new case, and Odyssey assigns it an MR case number, and makes a Judge
assignment. Click on Edit Case under quick links to go into the new case

£ 3
Case Filed
M-7-MR-2016-00280
criminal e,
*
Misdemeanor (Mag) 'b‘. Fees
Filed On 07/05/2016 » Print Label
State of New Mexico v. Richard C. Houston add another case
¥ Same Type
¥ Same Party
» New Type
assignment
Chaves County Magistrate Court in Roswell
Fouratt, E_ J.

24. On the Events Tab, docket the opening event. Docket event 1001 OPN: CRIMINAL
COMPLAINT FILED

x
Add Event

Type [opn: [v] | quick links
Date |OPM: CITATION FILED -
Due OPM: CONTEMPT
o
7 o OPM: LIWESTOCK COMPLAINT FILED
< BB ORD: Arrest and Hold Order .
ORD: Convert Bond L
ORD: Order for Modification of Payment Plan i
ORD: Partial Bond Refund
ORD: Refund Bond
ORD: Revoke Bond

1

13
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25. Add comments, as per the Court’s policy. Click on the Save button
26. Docket other pleadings as appropriate

Type |[OPN: CRIMINAL COMPLAINT FILED || quick links

Date [07/05/2016 || Time > Add Next
oue | | competed [ | » Add Related

C“E}“E&t add text according to Court policy] » Add Hearing
A8 » Add Service

+| Docketable +|Include on Appeal
) o » Relationships
|:| Print Event Barcode Upon Save
Document |'|
Type

Document |'|
Security Group

Doc Link ID | | @

s |5tart5 case aging clock |‘l"|

Save/Print

27. Go to the Parties Tab and enter the prosecuting Officer as a participant, if one exists. Click
on All Types and Participant. Scroll down to the connection type of Officer. Click Continue
after adding parties

x

Add Party Connection

() configured Types @ Al Types
Connection || |‘l"|

Mentor E
Observer o

P
o

Added |Plaintiff
Probation Officer
Search Warrant Additional Party [

Removed

Reason |Search Warrant Property E

Comment |Surety
Surety Insurance Company E|
o

F

Victim
Relationship

Add Next Continue

14
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28. Use the Advanced Search to search for the officer’'s name/badge/agency to find the correct

officer. Active officer records will have a suffix name of Ofc. Click on Search

4
Find A Party

Search by Party Information W Use Soundex

® Person (' Nickname () Business
Last Mame |m00d‘y" |

First & Middle |tom | |

pateofBith | |Mpeatn [ [T

Driver's License | | | |'|

Person ID | |
SO # | |
Bar Number | |
|

|

FBI Number |

Social Security |

State id | | [v]
Other Agency | | | |!'|
Officer Badge (219 | [Roswell Police Dep]¥|

Legacy id | |

Booking Mumber |

|
Group id | |
TRH | |

. Exit Use Simple Search Add Party

29. When search results come up, click on the officer record needed and then hit Continue to

add the officer as a participant to the case.

MOODY, TOM s

Party ID 5119477
Person ID 2441386

Address Phone ptio

Description
. << Back - Next == - Refine - Search - Exit -ﬂdd Party

Add Party Connection

() Configured Types @ Al Types

Connection |Oﬂ'|-::er |!|
(O Party (®) Participant
Party [MOODY. TOM |9 [ Hew |
ded
Removed I:l
Reason | |1'|
Comment | | %

Add Next Continue

15
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30. Add attorneys as they make an entry of appearance in the case. Click on the yellow
hyperlink Add Attorney

7-MR-2016-00280 - i o o )
M7MRmlﬁ_mm.[.’e‘_’&'”@_g'djdf""f’-- P T W 0 e

File View Tools Centers Help

- T o .
® M-7-MR-2016-0028 Saveicopy J_sove Wb
rr i
w® Summary Detail Service Hearings Conditions MNotes :F’

State of New Mexico v. Richard C. Houston
Type Misdemeanor (Mag)

Group By |Connection Type |"| Show |AII Connections |1'|

[ refated Parties View

Party & Attorney Information Add Party Add Attorney
~——

| Defendant Houston, Richard C. |

' Plaintiff State of New Mexico |

Participant & Attorney Information

| Officer Moody, Tom, Ofc |

7/5/2016 3:35pm

31. Select the appropriate party and hit Continue

Connection Type |AII |T| [l 5how Selected Parties Only
Show All Attorneys []Show Inactive Parties
Party Connection Attorney(s)
Houston, Richard C. Defendant
[ 1 Moody, Tom, Ofc Officer
[] State of New Mexico Plaintiff

|_selectAll [ continuc @ Exit |

16
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32. Click on the magnifying glass to search for an attorney

x
Add an Attorney

Party Houston, Richard C.

Public Defender

Reason | |"|
Comment | |2

- Make Lead . Continue . Exit -

33. Search for the attorney by name or bar number and click Search

x
Find Attorney

Search by Bar Number

Bar Number |

Search By Name B Use Soundex
® Person ) Mickname () Business
Last Name |IVICFaII |
First & Middle gel | |

lear Exit Add Party

34. When the search returns the attorney, click on the name to add the attorney

Party Search Results | Records 1 - 1 of 1

Mc Fa" George R - Bar Number 87156 Standing Active
N -
Address Phone

E-mail

P.0. Box 2168 Work 505-848-1800 grm@modral.com
Albuguergue, NM 87103-2168 Fax 505-848-9710

. << Back - Next == - Refine - Search - Exit -add Party .

17
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35. Then identify what Type of attorney they are in this case

»
Add an Attorney

Party Houston, Richard C.
[ ] Mark Pro Se

Attorney [McFall, George R. ES
Type | |v|

Added
Contract Attarney

Removed | picrict Attorney
Reason |Limited Representation
Public Defender

Comment Special Prosecutor

Make Lead . Continue . Exit -

36. Make sure the date Added is correct. Hit Continue to add the attorney to the case

x
Add an Attorney

Party Herrera, Rosalinda

[ ] Mark Pro Se
Attomey [McFall, George R |2,
Type |.i!\ttvc:|-rn~sﬂ,|r |"|
[ ] Appointed [] Ppublic Defender

) —s
e —c

Reason | |T|
Comment | |B’ e

- Make Lead . antinuehgit -

Note: The attorney is now added to the party

kil M-7-MR-2016-00280 - DevConfig [jidjd;venport} - . =B s
File  View Ioo-ls Ce;.ers_ ﬁeln;_ — ]
® M-7-MR-2016-00280
t 3

State of New Mexico v. Richard C. Houston
Type Misdemeanor (Mag)

Group By |Connection Type u Show |All Connections |"|

[IRefated Parties View

i
Service Hearings Conditions

Summary Charges Events

Party & Attorney Information Add Party Add Atorney  Add GroupfAssociate

| Defendant Houston, Richard €. % McFall, George R.

| Plaintiff State of New Mexico

Participant & Attorney Information

| Officer Moody, Tom, Ofc

7/5/2016 3:41pm

18
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37. If there are citations on the case, go to the Event Tab on the case, Docket 5890 Count 1
Citation and scan and attach the citation to the event

38. Repeat until all citations have been docketed and their citations attached (events 5890
through 5897)

% M-7-MR-2016-002801

-® Summary Detail artie [ . Hearings
|F "]
k| Add Event
Type |Counl 1 Citation |‘|'| I

oste (U050 (% Quicklinks |
l Due @ Completed |:| » ac Eetated |
0

Comment
[ X » Add Hearing A
[ | Docketable [ ]Incude on Appeal * Add Service
Print Event Barcode Upon Save * Refationships
Docurment P
Type |Cr|m|na| Case Dc»curr{‘!|
Document P
Security Group |Cr|m|na| Case Dc»curr{‘!|
Doc Link ID | S
\Does not affect case aging clock v|

39. Next, go to the Charges Tab. Hit the yellow hyperlink for Citation

M-7-MR-2016-00280 - DevConfig aidjdiv_gnpoj) ‘ . [E=SSEEN
File View Tools Centers Help
® M-7-MR-2016-00280)

Detail

a

TR ETED
v -,

Hearings ! Cond{ﬁoné [ Notes LT

®  Summary Service

State of New Mexico v. Richard C. Houston
Type Misdemeanor (Mag)

Charges ransfer Repumber Citation ¥
Houston, Richard C.

1. Reckless Driving (Second or Subsequent Offense)
07/03/2016 (M) 66-8-113 (1465)
* Case Filing 07/05/2016

7/6/2016 8:29am QR D]
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40. That opens the Add a New Citation window. The defendant’s information should default.
Enter anything that is missing or contained on the citation, including the citation number
and time of the incident. Enter the citation number including the county/agency codes,

click on Save

]
Add a New Citation

Agency |R05we|| Police Department

M

Case Type |Misdemeanor (Mag) [v]
Subtype | |v|

Roswell MM 23201
TN- 16132848521

2. Vehicle

4. Charges

1 Viclation

Off Date [07/03/2016 Sun  Time Ticket Date [07/03/2016 |[7Z] Sun

1. Citee -

™ Houston, Richard C. (@) Person () Nickname () Business T
PO Box 123

Last Name |H0ustor1

First Name |Richard

Middle Name |C.

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

Line 1 [PO Box 123

Line 2 |

m

Line 3 |

City [Roswell | state [NM [¥]  zP code

[Juse Separate Correspondence Address
(@) Standard (O) Standard With Attn. (T) Non-Standard U.S. () Foreign

No. | LI st | | ML_Iv

Unit | [v| no. | |

City | |sate | |v| zPcode [ ]

Sste [TNT] 0L Nurber son [oT7i9es |7

wel W]

Save

20
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From a Citation

1. When a Citation is filed, instead of a Criminal Complaint, click on Add a Citation from the

main menu.

Case Manager Home - DevConfig (idjdavenpor) | L. . — —— [E=REEE =)

File View Tools Centers Help

- odyssey
Case Manager Home

List Manager qU|Ck Iink

Reports

& Case _Mal:fqgér Home' R

i T
_éi;\qa(.

<3 . ; LI
Cases Warrants Bonds Parties Citations Judgments

Enterprise Custormn Rep ~ » Find a Citation » Add a Citation

Run an Enterprise Custom = -

Configure court administration
Administration ~ a Go here to schedule hearings, generate notices, and prepare calendars.

view Job Queue

View Job History

fees & finances
Searches - a

Find a Case Go here to assess fees, take payments, post financial corrections and

Find a Party disburse monies collected by your office.

Find a Judgment

Pt Hem forms & documents

Find a Group Go here to create and update form templates.

Find a Citation

Add a Case re portl ng

I~

Add a Case Clas 4 Go here to produce reports of the various functions of your office
Add a Citation including statistical, financial, and monthly reports.

Protection Orders’ e

Find a Protection Order user prefe rences

Add a Protection Order Go here to set or update your user preferences.

Court Administration ~ . =

View Calendar administration

Views Resource Schedule Go here to perform administrative tasks such as maintenance of codes,

Find Availlable sessions 3 5
users, attorneys, and other special parties.
Print / Send Notices 4 YS, p P

Print Resource Letters

7/12/2016 9:48am (el N}

Protection Orders

Standard Operating Procedures
Updated 07/2016

2. Select your location (See Step 2 From a Criminal Complaint above), category (Step 3 From a

Criminal Complaint above) and Case Type (Step 4 From a Criminal Complaint above)
3. That will open the Add A Citation window. Click on Find Party to search for an existing

party. Selecting an existing party will default their personal information into the Citee Tab.

Enter as much information regarding the party on the Citee Tab
EMdaN&w Citation - DevConfig Gidjdavenpor) MR TR G el E—— [F=RE=RS=)
Eile View Tools Centers Help

> AddaNewCitation

Case Type |Mi5demeanor (Mag) |'|

Agency |Roa~e|l Police Department

Citation # [16954211224 Subtype | |v|
Off Date [07/09/2016 |[7%]sat  Time |6:21AM ket Date [07/09/2016 ||"Z| Sat

1. Citee
Buckley. Timethy L., JR Find Party
#5A Route 313 Person i
Bernalillc NM 87004 ® O
A Last Name [Buckley

2. Vehicle First Name

suft

3. Incident () Standard () Standard With Attn. (@) Mon-Standard U.S. (C) Foreign
Lne 1 [#5A Route 313 | il
Line 2 | |

. Charges Line 3 | |

1 Viclaticn ciry [Bemalillo | state [NM_[¥] 7P Code

[J use Separate Correspondence Address

jame () Business

(O) standard () Standard With Attn. (@) Mon-Standard U.S. (O) Foreign
Line 1 | |
Line 2 | |
Line 3 | ]

e | [swte [ 9] zwcose [ ]

|

state [NM[¥] DL Humber [016154285612 | o8 [03/06/1981 | [7%)

ssn Gender
Height ElFt.In. Weight ‘190 ‘ Eyes |Blue "‘

7/12/2016 9:57am
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4 Click on the Vehicle Tab to enter information on the vehicle

IE:3 dd 2 New Citation - DevConhig (ididavenport M B S
File View Tools Centers Help
§ IR
> Add 3 NewCraon e
Agency |R05we|| Police Department |'| Case Type |Mi5demean0r (Mag) |'|
Citation # [16954211224 Subtype | [v|
Off Date [07/09/2016 |[7%|sat  Time [6:21 AM Ticket Date [07/09/2016 _||"7%] sat
1. Citee
Buckley, Timothy L., JR )
#;A :gute';'fa Y Veh License # |198PBX | State |TX |'|
Bemalillo NI 4
NI O1815a2 Year Color |Black [v|
2. Vehicle Type |Motorcycle [v| Make [Harley Davidson  |¥|
TX - 198FBX
2014 Harley Davidson Model | |
Commercial Hazardous
e el (g o -
(16 ormore) N0 [¥ DOT #
4. Charges |
1 Viclation i

7/12/2016 10:00am

Standard Operating Procedures
Updated 07/2016

Click on the Incident Tab to enter information about the stop. The Location indicates where

the citation will be filed, and is a required field. Simply click on the picker to the right of the

field, and the information will default

EMd a New Citation - DevConfig (ji Gd]dmnpod)ﬁ — - i "="'
File View Tools Centers Help
’ IR ¥
* Ada  new Cration SO
Agency |R05we|| Police Department |‘l'| Case Type |Misdemeanc|-r (Mag) |'|'|
Citation # |16954211224 Subtype | ]
Off Date [07/09/2016 |["%|sat  Time |6:21AM |  Ticket Date [07/09/2016 ||7%] Sat
. Citee
PO Tofic [Light  [v) Weather [Clear ||
Bernalillo NM 87004 Road o
M- 016154285612 Cond;iaun n Lighting :E
5 Venicle Accdent P |
TX - 198PBX ' ;
T [ Construction Zone [ Rural Highway I
[ safety Corridor Badge #
- District Mile Mark
. Incident | - | e Harker l:l
Moady, Tom, Ofe [ Tribal Land
Location of [y
Violation |M|Ie marker 253 | I
=)
.Charges Officer |Moody. Tom, Ofc |.g,
1 Vilation Comments | | WX

Arrested
Location |Chaves County Magistrate Court in Roswell ||"=_':|

Appear By [08/0872016 |2 Fie Date [7/12/2016 |72 |

7/12/2016 10:04am (EES
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State of New Mexico Administrative Office of the Courts Standard Operating Procedures
Judicial Information Division Updated 07/2016

6. Click on the Charges Tab. When searching for the charge code (refer to Steps 19 and 20
From a Criminal Complaint above), click on the Save button

I3 2:dd 2 New Gitation - Devcontg Quijdavenporg M [ E
File View Tools Centers Help
_ . . = - —
 Add a New Ctation” . o eT
Agency |Roswe|| Police Department |'| Case Type |Mi5demeanor (Mag) |'|
Citation # |16954211224 Subtype | v|
Off Date [07/09/2016 |[7Z|Sat  Time [6:21AM | Ticket Date [07/09/2016 |[7Z] Sat
1. Citee
s Tty R s ] sw[ ]
g:.::ﬁ';e; i 104 Code |1485 u Degree |Mi5demean0r |'| |
NP areTeesets Description |Rec|-c|ess Driving (Second or Subsequent Offense) |
2. Vehicle Statute [66-6-113 Goc | [v]
TX - 198PBX
2014 Harley Davidson Fine I:I
Agency
3. Incident
Moody, Tom, Ofc Add

4. Charges

1 Viclation

7/12/2016 10:07am WlEEEErEa = |

Note: In the Case Filed window it will display the case number and Judge assignment
7. Click on Edit Case to docket the opening event

]
Case Filed

M-7-MR-2016-00281 quick links
criminal " Eoft Case
Misdemeanor (Mag) E_hud Eees_
Filed On 7/12/2016 » Add Hearing
* Print Label
State of New Mexico v. Timothy L. Buckley, JR add another citation
F Same Type
r MNew Type
» Fees [ Same
F Same Citee
F Same Case
assignment
Chaves County Magistrate Court in Roswell
Fourait, E. J.

Dane
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8. Inthe Add Event window docket the opening event, i.e., event 1000 OPN: CITATION FILED

x
Add Event

Type [OPN- CITATION FILED 'l quick links

Date [07/12/2016 || %) Time |10:13 AM > Add Next
Due |  |[72) Completed | |73 » Add Refated

Comme:}t add text according to Court policy » Add Hearing
Eg v Add gervice
[+] Docketable Include on Appeal - _h'
» Relationships
[ ] Print Event Barcode Upon Save - s
Document |‘.|
Type
Document |‘.|
Security Group
Doc Link ID | |
2 |Starls case aging clock |v|

9. The Officer will automatically be added on the Parties Tab as a Case Participant, from having
been entered on the citation

M-7-MR-2016-00281 - DevConfig i u‘qu - e * BN

File View Tools Centers Help

® M-7-MR- 2016-002' : oy 7 g sove QB

w® Summary eta vents Service Hearings Conditions Notes Dl..p(uh(nn ¥

State of New Mexico v. Timothy L. Buckley, JR

Type Misdemeanor (Mag) f
Group By |Connection Type u Show |All Connections |"|

[ IRelated Parties View

Party & Attorney Information Add Party Add Attorney  Add Group/Associate
| Defendant Buckley, Timothy L., Jr. |
| Plaintiff State of New Mexico |

Participant & Attorney Information

Officer Moody, Tom, Ofc
| |

7/12{2016 10:16am

Note: Process the case as attorneys are added, pleadings are filed and hearings are scheduled
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