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Entering a Deferred Sentence with a Penalty Assessment 
Misdemeanor Charge 

1. COURT / DEPARTMENT / DIVISION 

For Magistrate courts. 

2. USER 

Court Clerks. 

3. PURPOSE 

Used when entering a Deferred Sentence for a Penalty Assessment Misdemeanor Charge with a 
Plea, Disposition and Sentence. 

4. STEPS 

1. Plea data is entered whenever a plea is filed with the Court. It may be at the time of 

Disposition or earlier in the case. 

a. In Odyssey, go to Find a Case 

 
b. Enter Case number 

c. Click on Search 

 
d. Click on the Disposition tab 

e. Click on the Yellow Plea hyperlink 
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f. Add Plea dialog box will appear 

g. Check each charge to see if it has been amended or modified. If it has been 

modified or amended per the plea update the charge by clicking on the Blue 

Charge hyperlink 

 
h. Modify Charge Detail dialog box will appear. Update the Charge by clicking on 

the code field and changing the code in the charge on the plea document. Check 

to be sure that the degree field is correct and if it is not, update it to the correct 

degree for the new charge 

 
i. Once the code has been updated, click the Continue button 
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j. Once the changes match the Plea Document, click the drop down arrow to select 

a plea on each charge to match the Plea Document. 

k. Click Save button  

 
l. Or click Next button to enter the Disposition code 

2. Enter Disposition Data 

a. Click on the Disposition tab of the case for which the Disposition needs to be 

entered 

b. Click on the Yellow Disposition hyperlink 

 
c. Add Disposition dialog box will appear 
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d. Check each charge to see if it has been Amended or Modified. (e.g., the Judge 

has agreed to a lesser charge) If so update the charge by clicking on the Blue 

Charge hyperlink 

 
e. Modify Charge detail dialog box will appear. Update the charge by clicking in the 

code field and changing the code on the Dispositional Document or press the F4 

key to look up the code to match the Disposition on the document 

 
f. Confirm the degree field matches the charge on the Disposition documents 

g. Once the code has been updated, click Continue button 
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h. Confirm all charges match the Dispositional document, use drop down menu to 

enter a disposition for each charge addressed in the Dispositional document.  

i. Click Save button 

 
3. Entering Sentencing Data 

a. Yellow Sentence hyperlink on the Disposition tab is not available until at least 

one of the charges on the case has a Disposition that carries a sentence 

b. Add Sentence Dialog box appears 

 
c. Click drop down menu and select Deferred Sentence as Type is a required field 
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d. In the date field it defaults to “todays” date, enter the date on the Sentence 

document 

 
e. Judge will default to Case Judge; change the Judge go to the Detail tab and 

reassign case to Judge who sentences the case so it will default on the Sentence 

tab. 

 
f. Select one of the Charges as this is a required field 
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g. Once a Sentence Type, Sentence Date, and Charge have been entered or 

selected the Default button will light up  

 
h. Click Default button (ALT+D) and sentence components will appear on the screen 

in order below: 

i. Probation- 

 
1. Enter Probation term in months and/or days 

2. Click on the Plus (+) sign 

3. Add Supervision dialog box will appear 
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4. Enter the level of Probation Supervision, Supervision Agency, term 

5. If Judge has imposed more than one level of supervision for the 

probation term, e.g., 180 days Supervised and 179 days 

unsupervised 

6. Click on Plus (+) sign, add another level of supervision following 

directions above 

 
7. Uncheck Pay Cost for Probation box if Judge has not required the 

Defendant to pay Probation Costs 

 
8. Enter any comments in Comment box 
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ii. Condition-Adult- 

 
1. Click on Picker box  

 
2. Select Codes dialog box will appear 

 
a. A Macro named Traffic was created, when selected it will 

load a set of default conditions  
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b. If additional conditions are ordered for the case, select 

them as well 

c. Click Add button, and conditions will be added to the 

Sentence 

 
d. Each condition that is showing up in green has additional 

fields that can be completed, which include location, 

amount, and comment. Click on the condition to activate 

these fields 

 
e. Each Condition has an effective date, end date and status. 

These fields may be used by courts to track compliance. 

 
i. Effective date will default to today’s date, click on 

the date to modify it 
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f. Click the Blue Date hyperlink in the Status column, the 

Modify Status dialog box will appear 

 
g. Status (Active, Satisfied, or Closed) can be selected and 

date and be entered 

h. When complete, click Continue (ALT+C) button 

 
iii. Fee Totals-

 
1. When charge falls into class of Penalty Assessment Misdemeanor 

it carries a Penalty Assessment Misdemeanor fine. When 

defendant receives a deferred sentence this fine is also deferred 

a. To enter financial sentence and defer the Penalty 

Assessment Misdemeanor fines 

i. Click Add Standard button (ALT + T) button in the 

Fees Total Sentencing component 

 
ii. First time this is done on each case the appropriate 

fees and fines will automatically pop in 
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iii. After the first time the fees and fines pop in clicking 

the Yellow Auto Assess hyperlink must be done to 

populate fees and fines 

 
iv. When the charge carries a penalty assessment fine, 

a dialog box Calculated Criminal Penalty 

Assessment Fine will pop up 

 
1. This box contains two fields: Pronounced 

Fine and Suspended Fine 

2. Amount of Fine will default in the 

Pronounced Fine field 

3. Since the Sentencing is deferred no fine is 

assessed, cancel the fine, enter $0.00 as the 

amount 

4. Click Finish button (ALT+F) 

 
v. Enter Defendant Charges on the case; dialog box 

will now display two lines. One will contain the 

Criminal Penalty Fine with an amount of $0. The 

other line will contain the rest of the fees assessed 

on the case 

vi. When adding financial charges to the first charge 

on the case the Court Costs fees must be manually 
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added to the default fees. To add this fee, after the 

financial charges have appeared in the dialog box, 

click Plus (+) sign  

 
vii. Select Fee Schedule dialog box will appear. From 

list of Charges, select Criminal Court Costs Fee by 

clicking the checkbox to the left of the charge, click 

the Continue button (ALT+C) 

 
viii. Review the Financial Charges to be sure they are all 

there. If the charges are correct, click Continue 

button (ALT+C) 

 
1. If they the financial charges are not correct, 

it is better to click the Exit button (ALT+X) 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Updated 
10/2016   
  

 
15 

 
ix. Once the Continue button clicked, the financial 

charges (Fees and fines) will appear in the Fee 

Totals sentencing component 

2. Review the data. Scroll back through the sentence and verify that 

all data is correct, then click the Save button  

3. Return to the Disposition tab 

4. If the Defendant has been sentenced on more than one charge, 

click the Yellow Sentence hyperlink to enter the next sentence 

5. The View Sentence History dialog box will appear 

6. Click Add Sentence to add the next sentence 

7. If the Judge has imposed a Deferred Sentence on another charge 

in this case, follow the above directions again  

8. If the Judge has imposed a Conditional Discharge, a Financial 

Sentence, or a Sentence with Confinement on another charge in 

this case, refer to the procedure with that name 

 


