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Misdemeanor Case Initiation 

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 
opened from a Criminal 
Complaint 

Select “Add a 
Case Classic” 

Select case type 
Misdemeanor 
(Mag) 

Add a New Case 

When the case is 
opened from a Citation 

Select either 
“Add a Citation” 
or “Add a Case” 

Select case type 
Misdemeanor 
(Mag) 

Add a New Citation 

*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 Add[GG1] a Case Classic from 

one of the 2 places it is available[GG2] 
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2. If a clerk 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 

 
3.  When a location has been selected, select the category, select criminal 
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4. Select Misdemeanor (Mag) to create a magistrate misdemeanor case 

 
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 
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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

 
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 
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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 

 
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 
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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 

 
14. Click on Continue to return to the Parties Tab, with the defendant now added to the case 
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Note: The Defendant is now added to the case. 

 
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 
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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 ( ). 

 
17. On the Add Party Connection screen. Click on Continue 
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18. Go to the Charges Tab  

 
18. Click on the + sign to enter the charges 
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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 

 
20. 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 
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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 

 
22. Once all the charges have been entered, hit the Save button 
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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 

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

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

 
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 

 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Updated 07/2016   
  

 15 

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 

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

 
31. Select the appropriate party and hit Continue 
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32. Click on the magnifying glass to search for an attorney 

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

 
34. When the search returns the attorney, click on the name to add the attorney 
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35. Then identify what Type of attorney they are in this case 

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

 
Note: The attorney is now added to the party 
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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) 

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

 
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 
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4. Click on the Vehicle Tab to enter information on the vehicle 

 
5. 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 
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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 

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

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

been entered on the citation 

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


