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Expunging Cases in FACTS  

COURT / DEPARTMENT / DIVISION 
Magistrate Courts 

USER 
Magistrate Court Managers or Supervisors with rights to manually enter a case 

PURPOSE 
This procedure is to be used when an Order to Expunge Case Under Statute 29-3A-1 is received 
from the District Court that lists a Magistrate Court case number that can only be found in 
FACTS. The procedure will guide the user through how to manually open a case in Odyssey, 
mark it expunged and change the case styling to reflect an expunged case. 

INTRODUCTION 
The Criminal Record Expungement Act, effective January 1, 2020, authorizes persons with 
criminal arrest records and criminal court cases to petition district courts in the district where 
the charges originated to expunge the records.  Petitions to expunge records can only address 
records from one court case.  According to the Act, “expungement” means: 

  
the removal from access to the general public of a notation of an arrest, 
complaint, indictment, information, plea of guilty, conviction, acquittal, 
dismissal or discharge record, including a record posted on a publicly 
accessible court, corrections or law enforcement internet website.  NMSA 
1978, Section 29-3A-2. 
  

If the court grants a petition to expunge, court records will be sealed to ensure that they are 
removed from access to the general public.  Petitioners can seek expungement of three types 
of records: 
  

1.     Arrest and court records that wrongly identify a person due to identity theft; 
2.     Arrest and court records in a case that does not result in a conviction; and 
3.     Arrest and court records that result in a conviction. 

  
Certain restrictions apply, such as waiting periods following a criminal conviction, and not all 
convictions are eligible for expungement.  Petitioners must not be the subject of a recent arrest 
to be eligible for expungement.  See ARTICLE 3A Criminal Record Expungement 
 
https://laws.nmonesource.com/w/nmos/Chapter-29-NMSA-1978#!b/a3A 

RELEVANT DATA STANDARDS 
Data Standards were approved by the Supreme Court on May 20, 2020.  Using the data 
standards will result in improved data collection and reporting; improved data quality; 
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improved consistency in case processing; improved court efficiency; and improved ability to 
establish court staffing needs. Refer to the following data standards for any procedures that 
may or may not be specifically mentioned in this SOP:  
 

General  Case Specific  
1.2.0 Administrative Non-Case Types 2.6.0 Adult Criminal Data Standards – Case Management 

 

NAVIGATION 
This procedure begins in FACTS. Verify the case number, date of the opening event and the 
exact name and date of birth in FACTS. Once this information is obtained, follow the steps 
below through Odyssey Case Management 
 

 

STEPS 
 
1. Click on Add a Case Classic, Criminal, then click on Administrative: Criminal Miscellaneous  
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2. In the Detail tab, check the box next to ‘Manual’ and enter the case number in the following 

format: (EXAMPLE) M-38-FR-2006-00290 
 

  
 

3. In the Parties tab, click on ‘Add Party’, select ‘All Types’ and ‘Party’, then choose 
‘Defendant’ as the Connection. Enter the same Person ID as in the EX case. Continue 
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4. In the Charges tab, click on the ‘+’ sign and type ‘ADMIN’ in the Code field. Enter the 

offense date as the date the case was opened in FACTS. Click ‘Continue’, then ‘Save’ 
 

 
 

5. Click on ‘Edit Case’ 
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6. In the Events tab, enter ‘5752 MISC ENTRY’ and enter comments ‘Case manually entered 

from FACTS in order to expunge’. Then docket ‘9562 NTC: Order To Expunge Case Under 
Statute 29-3A-1. (Docketing this event code will automatically apply the case security code 
of Expunged Case Under Statue 29-3A-1 and case flag EXPUNGED Case Under Statute 29-
3A-1). Scan or attach the Order to Expunge to the event. 
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7. In the Details tab, uncheck the ‘Auto Style’ box, delete ‘Administrative: Criminal 
Miscellaneous’ and type in ‘State of New Mexico v (Defendant’s name) **EXPUNGED**. 

 

 
8. Click on the + sign in the Related Cases field and add the District Court CV Expungement 

case. Use the reason ‘Same Party.’ Click Continue, then Save the case. 
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This is what the case will look like if the defendant’s name is searched: 
 

 
This is what the case will look like if the case number is searched: 
 

 
 
NOTE** When inquiries concerning the expunged cases are made at the clerks’ office window, 
(or by phone or by mail), and the case has the security code of ‘Expunged Case Under Statute 
29-3A-1,’ answer as if the case does not exist.  The exception to this is if the inquiry comes from 
law enforcement or the defendant/petitioner.   
 


