Aoministrative Office of the Courts

Supreme Court of PNetw Hlexico

237 Don Gaspar, Room 25
Santa Fe, NM 87501
(505) 827-4800

(505) 827-4824 (fax)

Arthur W. Pepin, Director

Judicial Information Division (JID)
Using Adobe Pro to work with Record Proper

Standard Operating Procedure

Version 1.0
Updated: (08/2017)



State of New Mexico Administrative Office of the Courts Standard Operating Procedures
Judicial Information Division Created 08/2017

Using Adobe Pro to work with Record Proper

COURT / DEPARTMENT / DIVISION
The Court of Appeals and Supreme Court

USER
Judges and Staff Attorneys

PURPOSE

To provide general information regarding the use of Adobe Acrobat Pro DC to work with the
Record Proper

INTRODUCTION

To make the most use of Odyssey functionality, the Record Proper is now being produced
electronically. It makes sense for the Judges and Staff Attorneys who work with the Record
Proper to also work with it electronically. Adobe Acrobat Pro DC is the tool that has been
chosen for this purpose. This Standard Operating Procedure has been written to help Judges
and Staff Attorneys use Adobe Acrobat Pro DC.

1. Setting Adobe Acrobat Pro DC to work with Odyssey

a. Pull up any case in Odyssey and navigate to the Documents tab.

b. Click the check box labeled Open in External Viewer. This will enable the Record Proper
Index and Volumes to open in Adobe Acrobat Pro DC.
NOTE: This step only needs to be done once. The check box will stay checked.

1y Hedges Inactive

Type Al
Sort Date Descending ¥

u:
Doc me Pg
A 07/19/2017 Alamogordo Criminal Document EXHIBIT DESIGNATION 3

Fees & F o el 06/15/2017 Alamogordo Criminal Document NTC: ENTRY OF JUDGMENT 1
a 06/15/2017 Alamogordo Criminal Document NCJ: JUDGMENT 3
& 06/15/2017 Alamogordo Criminal Document TRANSMISSION OF RECORD PROPER 9
a 06/13/2017 Sealed Record Proper Appeal Volume 1 263
& 06/13/2017 Sealed Record Proper Appeal Volume 2 134
) 06/13/2017 Sealed Record Proper Appeal Index 8
Q 06/03/2017 Alamogordo Criminal Document DOCKETING STATEMENT / COURT OF APPEALS 21
Q 05/09/2017 Alamogordo Criminal Document NTC: OF APPEAL TO COURT OF APPEALS/ SUPREME COURT 3

#)Notice of Victims Act - Notice of Victims Act filed.

2. Access the Record Proper
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Pull up the Court of Appeals case.
Navigate to the Events tab and look for the events: REC: Record Proper Index; REC:
Record Proper Filed. (The event REC: Record Proper Filed will have all the volumes
attached to it.) Open each volume one at a time and follow the next instructions.

3. Save the Record Proper as a Searchable PDF

a.

Standard Operating Procedures
Created 08/2017

Create a folder on the Share Drive with the Court of Appeals Case Number as the name
of the folder.
Open the Record Proper PDF documents one at a time, convert them to searchable
PDFs, and save them to this folder.
Convert the document to a searchable PDF by opening it in Adobe Acrobat Pro DC. (This
will happen automatically if you have successfully completed step 1.) It should look like
the illustration below.

Click on the Enhance Scans menu item on the right.

") MSTF8EF.pdf - Adobe Acrobat Pro DC
File Edit View Window Help
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T COURT OF
STATE OF NEW MEXICO JHTY.NM
COUNTY OF OTERO o
TWELFTH JUDICIAL DISTRICT WILFEB 26 AMI0: 56

734%

CAUSE NO. D-1215.CR 2014 &7 %ﬁg

DIVISION

STATE OF NEW MEXICO,
Plaintiff,
v.

RODNEY D. COUNTY,
Defendant.

CRIME(S):

STN: 190100140058

Armed Robbery, Aggravated Burglary (Deadly Weapon), Child Abuse - Negligently Cause (No
Death or Great Bodily Harm), Possession of a Firearm or Destructive Device by a Felon,
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500) Accessory):
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500) Accessory),
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500) Accessory),
Fraudulent Use of a Credit Card Without Consent of Cardholder (Over $250)(Accessory),
Possession of a Credit Card Stolen, Lost, Mislaid or Misdelivered, Shoplifting ($250 or less)

GRAND JURY INDICTMENT
THE GRAND JURY OF OTERO COUNTY, STATE OF NEW MEXICO, CHARGES:
That in Otero County, State of New Mexico:
Count 1: Armed Robbery (0174), on or between January 22, 2014, and January 23, 2014,
the above-named defendant did take and carry away U.S. Currency, which had some value, from

di di

James Grundhoffer, or from James Grundhoffer's i control, i

to pe
deprive James Grundhoffer of the property, and the defendant was armed with handgun, a deadly
weapon, and the defendant took the property by use or threatened use of force or violence, a second
degree felony, contrary to Section 30-16-2, NMSA 1978.

Count 2: Aggravated Burglary (Deadly Weapon) (0186), on or between January 22, 2014,

and January 23, 2014, the above-named defendant did enter the dwelling house of James

v
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e. The Enhance Scans toolbar will open across the top of the screen.

2 MSTFBEF.pdf - Adobe Acrobat Pro DC - [m] x
File Edit View Window Help *
Home Tools Document C?.) E =] Q @ 1|/ 250 99.2% v | eee @ Sign In
Enhance Scans~ E?} nsert v é:\ Enhance *  AA Recognize Text = Bates Numbering = I}:‘ O O @ X

STATE OF NEW MEXICO

COUNTY OF OTERO ,

TWELFTH JUDICIAL DISTRICT WILFEB 26 AMIO: 56 \_746
CAUSE NO. D-1215-CR-2014 (27 OCKE o
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STATE OF NEW MEXICO.
Plaintiff,

V.

RODNEY D. COUNTY,

Defendant.
CRIME(S):
STN: 190100140058
Armed Robbery, Aggravated Burglary (Deadly Weapon), Child Abuse - Negligently Cause (No
Death or Great Bodily Harm), Possession of a Firearm or Destructive Device by a Felon,
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory);
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),

Fraudulent Use of a Credit Card Without Consent of Cardholder (Over $250)(Accessory),
Possession of a Credit Card Stolen, Lost. Mislaid or Misdelivered, Shoplifting ($250 or less)

GRAND JURY INDICTMENT
THE GRAND JURY OF OTERO COUNTY, STATE OF NEW MEXICO, CHARGES:
That in Otero County, State of New Mexico:
Count 1: Armed Robbery (0174), on or between January 22, 2014, and January 23, 2014,

the above-named defendant did take and carry away U.S. Currency, which had some value, from v

f. Click Enhance, then select the Scanned Document menu item.
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STATE OF NEW MEXICO £
COUNTY OF OTERO )
TWELFTH JUDICIAL DISTRICT WILFEB 26 AMI0: 56
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DOCKETEr

CAUSE NO. D-lZ]S-f R-2014 @7

DIVISION

STATE OF NEW MEXICO,
Plaintiff,
V.

RODNEY D. COUNTY,
Defendant.
CRIME(S):
1 STN: 190100140058

Armed Robbery, Aggravated Burglary (Deadly Weapon), Child Abuse - Negligently Cause (No
Death or Great Bodily Harm), Possession of a Firearm or Destructive Device by a Felon,
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)( Accessory):
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)( Accessory),
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),
Fraudulent Use of a Credit Card Without Consent of Cardholder (Over $250)(Accessory),
Possession of a Credit Card Stolen, Lost, Mislaid or Misdelivered, Shoplifting ($250 or less)

GRAND JURY INDICTMEN
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| DISTRICT COURT OF
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|
‘ STATE OF NEW MEXICO.

Plaintiff,

| V.

h. Adobe Acrobat Pro DC will now convert the document to a searchable PDF. This step
will take some time. The amount of time depends on the size of the document. When
the conversion is complete, close the Enhance Scans Menu by clicking the “X.”
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4. Overview of Adobe Acrobat

The Adobe Acrobat Pro DC has three panes:

a. The left pane allows the user to display thumbnails, bookmarks, attachments or tags.
Attachments and tags are not needed for annotating the Record Proper. Adobe Acrobat
Pro DC will make thumbnails and bookmarks automatically. Thumbnails and Bookmarks
are tools to help navigate through the document.
The center pane contains to Record Proper document.
The right pane contains submenus for Adobe Acrobat Pro DC.
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ISSUED ARRAIGHMENT CAUSE NO. D-1215-CR-2014 (27
e DIVISION QZE

STATE OF NEW MEXICO,
Plaintiff,

V.

RODNEY D. COUNTY,
Defendant.

CRIME(S):

STN: 190100140058

Armed Robbery, Aggravated Burglary (Deadly Weapon), Child Abuse - Negligently Cause (No
Death or Great Bodily Harm), Possession of a Firearm or Destructive Device by a Felon,
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory);
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),
Fraudulent Use of a Credit Card Without Consent of Cardholder (Over $250)(Accessory),
Possession of a Credit Card Stolen, Lost, Mislaid or Misdelivered, Shoplifting ($250 or less)

GRAND JURY INDICTMENT

&

DOCKETEr:

5. Annotating the Record Proper using Adobe Acrobat Pro DC
Adobe Acrobat Pro DC has tools to make it easy to annotate the Record Proper. These tools

include the Highlight text tool, the Sticky Note, and the Bookmark.

a. Instructions for using the Highlight Text tool
1. Highlight Text tool is found in the very top menu bar. Click on the Highlight tool
icon and the curser becomes a highlighter.

2. Click on the Highlight Tool icon again to stop using this tool.
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STATE OF NEW MEXICO,
Plaintiff,
V.

RODNEY D. COUNTY,
Defendant

CRIME(S):

STN: 190100140058

Armed Robbery, Aggravated Burglary (Deadly Weapon), Child Abuse - Negligently Cause (No

Death or Great Bodily Harm), Possession of a Firearm or Destructive Device by a Felon,
Fraudulent Use of a Credit Card by (Over $500). vE
Fraudulent Use of a Credit Card by Fraudulent (Over $500)(. ),
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),
Fraudulent Use of a Credit Card Without Consent of Cardholder (Over $250)( Accessory),
Possession of a Credit Card Stolen, Lost, Mislaid or Misdelivered, Shoplifting ($250 or less)
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b. Instructions for the Sticky Note tool
1. The Sticky Note tool is located to the left of the Highlight Text tool.

2. Click on the Sticky Note icon and then click in the Record Proper where the Sticky
Note should go.

= MSTFEEF.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools Document

Edit PDF ~

—

f} Edit

® B Q
T-«c.c‘Te'.

Add Image

@

o/') Link = I}:‘ Crop Pages

1

Standard Operating Procedures

Rk M O®@ m - m

D Header & Footer = D Wateri

Created 08/2017

- [m] s

T / @ Sign In

More = X

3. Once the Sticky Note box has opened up, type the comment into the box.
The Sticky note feature also allows another user to reply to the comment entered

into the sticky

note.

4. Once Sticky Notes and or highlighted Text have been added to a Record Proper, the
user can select the Comment menu and all the sticky notes and highlighted text in
the Record Proper display in the right pane. These act as bookmarks and when
clicked upon, will take the user to the Sticky Note or Highlighted Text.
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Armed Robbery, Aggravated Burglary (Deadly Weapon), Child Abuse - Negligently Cause (No
Death or Great Bodily Harm), Possession of a Firearm or Destructive Device by a Felon,
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory);
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)( Accessory),
Fraudulent Use of a Credit Card by Fraudulent Representation (Over $500)(Accessory),
Fraudulent Use of a Credit Card Without Consent of Cardholder (Over $250)(Accessory),
Possession of a Credit Card Stolen, Lost, Mislaid or Misdelivered, Shoplifting ($250 or less)

Instructions for Creating Bookmarks

1. Adobe Acrobat Pro DC automatically creates bookmarks upon opening the
document. These bookmarks may be all that is needed.

2. If additional bookmarks are needed, open the bookmark pane. Find the page of the
document to be bookmarked, highlight the bookmark which will come before the
bookmark being created, then click on the bookmark icon with the + sign.

RMAT
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3. The new bookmark will be created. Type the title for the bookmark in
the field and press the Enter key.
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