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Exhibit Reports

COURT / DEPARTMENT / DIVISION
All Courts

USER
All Court Staff

PURPOSE
To view exhibit reports

NAVIGATION
Case Manager/Reporting/Exhibit Reports

STEPS
VIEW EXHIBITS

Standard Operating Procedures

1. From the Case Manager homepage, click on Reporting

quick links

» Find aCase » Adda Case

=
a9
=

» Add a Case Classic » Copy a Case

court administration

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

fees & finances

Go here to assess fees, take payments, post finandial corrections and
disburse monies collected by your office.

forms & documents

Go here to create and update form templates.

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

a. Choose report to generate

2. Click on Exhibit Reports and four Exhibit reports are displayed

A X

age ’.‘j}' orting\Center:

Case Analysis Reports

Case Management
Court Administration
Workflow Reports
Party Reports

Financial Reports

Cash Management
Financial Activity
Registry and Trust

Bonds

Bonds

1l

O Exhibit Checked In Custody Report
Generates a list of exhibits with a current custody of Checked
In, in order of the date they were originally added to the
system. Filter options include exhibit type, exhibit status, and
custody locations.

0 Exhibit Checked Out Custody Report
Generates a list of exhibits with a current custody of Checked
Out. Filter options include exhibit type, exhibit status, and date
range to return to court.

O Exhibit Destroyed Custody Report
Generates a list of exhibits with a current custody of Destroyed
Filter options include exhibit type, exhibit status, and Date
Range to return to Court.

O Exhibit Report

Generates a list of exhibit records. Filter options include case
type, case status, exhibit type, and exhibit flag.
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b. Complete report criteria fields

c. To email report or view online, click Submit in upper right. To schedule report, click
Schedule.

Generates a list of exhibits with a current custody of Checked In, in order of the date they were originally added to the system. Filter options include exhibit
type, exhibit status, and custody locations.

| Clear H Memorize H Recall ‘

Locations | [Case Manager. State: Appell I

Exhibit Type ‘ All

o
[ Include Exhibits Without an Exhibit Type

Exhibit Status | |Admitted: Destroyed: Marked; Offered Not Admitted: - =
Returned; Retumed to Agency: Returned to Court of ~ &

[0 Include Exhibits Without an Exhibit Status
Exhibit Locations | i ’ ‘

Date Range Type | CustodyAdded |V

Date Range | start pate (01/01/2016 |2 Friday, January 1, 2016
End Date |08/24/2016 |[7%] Wednesday, August 24, 2016

Sort Order | [Checked In Location [v]
Report Options | [T Include Exhibit Detail Comment
[ save as csv

List Name |

[ Append Job ID Number to List Name

If thic lick nama alraadv avicte far vniir iicarsid tha racilfe nf thic ranart will nvenurita tha avictina lick

d. To receive report via email, enter email address and choose one of the options and
click on Finish

e. Toview report online, do not enter an email address

Add Email Motification Recipients

To | |
Cc | |
Bcc | |
Comment | | g

[] Attach Any Files Generated by Job

|:| Attach Any Files Generated by Job and Keep Files in Job History

[] Copy Job Files to Directory

Directory |

f. To view report online, go to left navigation; under Administration, click Job History

g. Click on the row of report name to view the report
® Job History (15 Jobs)) AT y 5 .

(4

Job History 08/31/2016-08/31/2016 Find  Previous 1 Days
-1 8 |Reverse Status Date/Time] u [v] Auto Refresh
Status |All Statuses k4 Fiter by Product

Job ID Description Status Duration
2218720 Exhibit Destroyed Custody Report v 08/31/2016 01:41 PM 3 Seconds

2218719 Exhibit Checked Out Custody Report v 08/31/2016 01:40 PM 3 Seconds
2218717 Exhibit Checked In Custody Report - 08/31/2016 11:25 AM 26 Minutes, 26 Seconds

h. On Job Detail window, click View Output
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Job Detail

i. Reportis displayed
j.  Examples of reports:
Exhibit Checked In Custody Report

Exhibit Type: Al Exhibit Status: ADMIT,DEST,MARK,OFFNA,RET,RAG,RCOA,RDC  Exhibit Locations: (CRTFILE, EXHROOM, VAULT1, VAULTZ, LA...
Date Range Type: Custody Added  Date Range: 01/01/2016 - 08/24/2016  Sort Order: Checked In Location

Case Manager; State; Appellate Courts; Supreme Court; Court of Appeals; Trial Courts; District Courts; 1st District; Los Alamos; Santa Fe; Tierra Amarilla; 2nd Distric...

Location Custody Authorized Exhibit Type / Exhibit Status Exhibit Flags Cross Ref# Case # Exhibit ID Exhibit #
Date by Description

2nd District: Appellate 05/05/2016  Perine, Document D-202-CR-2006-05105 "15AUGT1STATE
Court Gabriel 2 2
PAGES-
STANDARD
CONDITIONS
OF PROBATION

Exhibit Checked Out Custody Report

Exhibit Type: Al Exhibit Status: ADMIT,DEST,MARK,OFFNA,RET,RAG,RCOA,RDC
Sort Order: Return to Court by

Case Manager; State; Appellate Courts; Supreme Court; Court of Appeals; Trial Courts; District Courts; 1st District; Los Alamos; Santa Fe; Tierra Amarilla; 2nd Distric...

Checked Out Returnte  Custody Authorized Exhibit Type/  Exhibit Status Exhibit Flags Cross Ref # Case # Exhibit ID Exhibit #
to Court by Date by Description

STATE OF 0211972016  Vidales,  Photograph Returned D-1113-CR-2011-00122 03-13-13-1
NM Lydia Gene Bateman

STATE OF 02/19/2016  Vidales, Photograph Returned D-1113-CR-2011-00122 03-13-13-11
NM Lydia Gene Bateman
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Case Type: Al Case Status: ADJ,JD,AP,BRF,ARCH,VOID,CLS,C,CC,CLSD...  Exhibit Type: All

Exhibit Statuz: ADMIT,DEST,MARK,OFFNA,RET,RAG,RCOARDC  Exhibit Flags:
Date Range Type: Case Filed  Date Range: 08/01/2015 - 08/01/2016

Sort Order: Case #

Case Manager; State; Appellate Courts; Supreme Court; Court of Appeals; Trial Courts; District Courts; 1st District; Los Alamos; Santa Fe; Tierra Amarilla; 2nd Distric...

Exhibit ID Exhibit # Case # Cross Ref# Proj. Return/  Exhibit Flag Exhibit Type/  Custody Details Exhibit
Destroy Date Description

Custody  Authorized
Status Date by

"16MARCH11 D-202-CR-2015- Document 2nd District 0314/2016  Roney, Cori
FLF1 02971 TELEPHONIC ~ Exhibit Room
INTERVIEW




