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Criminal Case Initiation District Court

COURT / DEPARTMENT / DIVISION
This procedure is for District Courts.

USER
This is for Clerks who create new cases.

PURPOSE
The purpose of this procedure is to guide clerks in creating a new criminal case.

NAVIGATION
From the Odyssey home page, select Add a Case or Add a Case Classic.

STEPS

1. When the opening document is a Criminal Complaint or a Grand Jury Indictment, select Add

a Case or Add a Case Classic from one of the 2 places where they are available
B8 case Manager Home - DevConfig (jidjdavenport) [E=REERT S

Eile View Tools Centers Help

¢+ odyssey

Cases Warrants

quick i

» Find a Case +» Adda Case

Case Manager Home

List Manager

Reports

Enterprise Custom Rep » Add a Case Classic » Copy a Case

Run an Enterprise Custom
Configure

court administration

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

Administration ~ a
View Job Queue
View Job History T- -
ees & finances
Searches -~
ﬁ Go here to assess fees, take payments, post financial corrections and

Find a Case " -
disburse monies collected by your office.

Find a Party
Find a Judgment
Find a Hearing
Find a Group
Find a Citation

Add a Case [eportlng

Add a Case Classic &ad Co hereto produce reports of the various functions of your office
Add a Citation including statistical, financial, and monthly reports.

—
Protection Orders ~ E user preferences

Find a Protection Order
Add a Protection Order Go here to set or update your user preferences.

forms & documents

Go here to create and update form templates.

Court Administration ~r

View Calendar administration

" Syl . . .
Views Resource schedule :.G.; Go here to perform administrative tasks such as maintenance of codes,
Find Avaiable Sessions

users, attorneys, and other special parties.
Print / Send Notices ’ VS, p p

Print Resource Letters
Mowve Multiple Case Files
Review Electronic Files

7/5/2016 1:45pm
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2. Select the location.
a. If aclerk has rights to add cases at more than one location, select the location for
which the new case will be added.
Click on the location and select the court.
If clerk does not have rights to add cases in multiple locations this step will
automatically be skipped.

X
Select Location

] Case Hanage: :
[] State
B Appellate Courts
0 Supreme Court
[0 Court of Appeals
B Trial Courts
[ District Courts
B 1st District
[0 Los Alamos
[ Santa Fe
[0 Terra Amarilla
[0 2nd District
1 3rd District
= 4th District
[J Las Vegas 4th District
[0 Mora 4th District
[ santa Rosa 4th District
= _Sth District i

Show Al @

3. When a location has been selected, select the category of case to be created.
a. Select Criminal

=

Add a New Case - DevConfig ﬁiﬂjﬂavenpurl] " ,“ ‘ N E‘EIQ‘
File View Tools Centers Help
; o 7 =
" od % Add aNew Caser o '/_
odyssey :
3rd District
Case Manager Home Criminal
List Manager .
Reports Civil
Enterprise Custom Rep Famlly
Run an Enterprise Custom
Configure Probate or Mental Health
Administration v
View Job Queue
View Job History
Searches -
Find a Case i
g 7/29/2016 3:20pm  LCEERlEE ]
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Note: That will bring up a list of all criminal case types available at the node (i.e., the location)
to select. Use the scroll bar on the right hand side of the screen to scroll down to see all of the
available case types.

4. Select the case type

G A = New Case - DevConig Giejdavenpord — — -— [ B
File View Tools Centers Help N
a New Case. =
3rd District 0 Administrative: Criminal Miscellaneous
0 Administrative: Grand Jury Matters
Civil Administrative: Juvenile Criminal
Family Miscellaneous
Probate or Mental Health a Administrative: Search Warrants
a Adult Motor Vehicle Offenses
Domestic Violence Appeal - Defendant
Appellant
Domestic Violence Appeal - Plaintiff I
Appellant
Q Extradition

& Felony Crimes Against Persons

a Felony Crimes Against Property

0 Felony Domestic Violence

a Felony Drug Offenses

a Felony DWI/DUI

a Felony Homicide

Q Felony Miscellaneous

a Felony Public Safety Offenses

a Felony Sexual Offenses

a Felony Vehicular Homicide A
7/29/2016 3:21pm R LY

5. Odyssey brings up the Add a New Case window. There are 3 tabs available — Detail, Parties,

and Charges.
a. On the Detail Tab verify the filing date.

b. Let Odyssey create the case number and assign the Judge
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S ,
Gt oy TR S

File View Jools Centers Help

Type Felony Crimes Against Persons
Style
4

Case Type [Felony Crimes Against H¥]
e R
Fe o

Security

[¥] Auto Style
Case Assignment

Case Number System Assigned [] Manual
Court [3rd District =
e Asoned
Judicial Officer System Assigned [ Manual

[ create Notice for Judicial Officer
Datepssoned | [T}
o E—

Case Cross Reference Numbers Case Flags ¥

Humber ‘ |

Type | v

Casestates [ Additiona Barcodes .
saus [Pendng 7] ' ‘
Date [07/29/2016

Comment

o
adc

Related Cases

7/29/2016 3:22pm W

6. On the Parties Tab, enter a defendant.
a. Every criminal case in Odyssey must have one, and only one, defendant.

b. Click on the yellow Add Party hyperlink, or right click on the word Defendant to add
the party

05 New Case - DevConbg Gididavenpa

ile View Tools Centers Hel

v d a New Case

ow |All Connections [v|

Add Party

Add Attorney Add Group/Associate

| Plaintiff State of New Mexico |

7/29/2016 3:24pm i
7. That brings up the Add Party Connection window. The Configured Types selection will
default. This allows the ability to add a party with either of the 2 connection types that are
configured for this case type, i.e., Plaintiff or Defendant
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Add Party Connection

(® Configured Types (O All Types

Connection || |‘r|
P Plaintif
Added |U/TZ97ATTE [|12]
S l—
Reason | |T|
Comment | |E’ e

Relationship hi

Add Next Continue Exit
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8. Select Defendant. Make sure that Party is selected instead of Participant
9. Click on the magnifying glass to search for a party

Add Party Connection

® Configured Types () All Types

Connectign ||
® party (O Participant
Party | |9 | New |

Reason | ¥
Comment | |\ &
Relationship ¥
Add Next Continue Exit

10. 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.
When the information is entered hit the Search button, or the Enter key on the keyboard.

=
Find A Party

Search by Party Information Hl Use Soundex

® person () Nickname (' Business
Last llame | rakestraw |

First & Middle |taylor I |
Date of Birth Death | ||12]
Driver's License | | | |'|
Person ID | |
S0 # |
Bar Number |
FBI Number |
Social Security |525-99-2165
State id | | |
Other Agency | || |
Officer Badge | | | |

-

-

Legacy id |

Booking Number |

Group id |
TRN |

m Exit I Use Simple Search I Add Party l
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Note: That will return a list of parties that match the information entered. If it does not
immediately get the party wanted, change the search criteria a little. If it gets too many results
to look through, try adding more information to help narrow the search

11. When the desired party is found, click on the name to add the party on the new case

Party Search Results | Records 1 - 1 of 1

@ Rakestraw, Taylor C DOB 03/08/1993
L S5N 525-99-2165 DL MM 507469876
z.4.5. Rakestraw, Taylor Christian Party ID 7486821

Address Phone Description
2800 N. DUSTIN #120 Cell 505-608-4980 F 5'6" 150
Farmington, MM 87401 BRO BRO

Refine Search

12. Click on Continue to return to the Parties Tab, with the defendant now added to the case

x
Add Party Connection

® Configured Types () All Types

Connection |Defendant |!|
® Party (U Participant
Party |Rﬂkeshaw, TaylorC |Q;, | New |

Added [07/29/2016

S A

Reason | |'|
Comment | | %

Relationship ¥

Add Next Continue
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13. 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

Party Search Results | No Data Returned

No Match Found

Xt >3

Refine Search

Note: That brings up the Add A New Defendant window. 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 ( ).

14. On the Add A New Defendant window, enter all defendant information. Click Save on the
party record

*
Tame
(@) Person () Mickname () Business Date of Birth @
me ender N
First |Tay|or | Ethnic'rty| |‘l'|
Middle | | Height |5 Fe. |11 fin. Hair |Black [v|
Last [Rakestraw | Weight Eyes Brown |¥]
s [ [v]
Driver's License | |stte [ |¥] State ID | |state | |¥]
Social Security l:l FBI Number I:I
Other Agency | |"| Mo. | |
(7 standard U.S. () Standard U.S. with Attn. () Non-Standard U.S. () Foreign  Home | | Ext | |
Line 1 |125 Main Street | Work | | Ext | |
Line 2 | Apt#26A | Fax | | Bxt | |
Line 3 | | cell [505-250-6031 | Bxt | |
Cty [Las Cruces | state [NM [¥] zIP code E-Mail | @
Save Advanced
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15. On the Add Party Connection screen, click on Continue

Add Party Connection

® Configured Types (O Al Types
Connection |Defendant ||

® party () Participant
Party |F-'.akestaw. TaylorC

st
S —

% | New |

Reason | |!|
Cormment | |E’ -

Relationship +

Add MNext Continue

Go to the Charges Tap __

s NenC e DGR e e -‘_

Standard Operating Procedures
Updated 08/2016

® et

State of New Mexico v. Taylor Ral
Type Felony Crimes Against Persons

Group By Connection Type u

[IRelted Parties View

Party & Attorney Information

Add Party

Show |All Connections

Add Aftorney  Add Group/Associate

| Defendant Rakestraw, Taylor |
| Plaintiff Stete of New Hlexico |

7/29/2016 3:45pm
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17. Click on the + sign to enter the charges

Standard Operating Procedures
Updated 08/2016

k4 Add a New Case - DevConfig (jidjdavenport)

File View Tools Centers Help

® Add a New Case".
*

Detail Parties

State of New Mexico v. Taylor Rakestraw
Type Felony Crimes Against Persons

Charges

No Charges exist for this defendant.

Click the add icon to add a new charge

Renumber ¥

7/29/2016 3:46pm (QEEEEE il =]

Note: That brings up the Add Charges Detail window. There are 3 tabs within this window —

a. Detail — where the actual charges are entered.

b. Arrest/Filing — where booking and police report information is recorded.

C.
blood alcohol level on DWI charges.
18. On the Detail Tab, skip the Jurisdiction field, but enter an STN if

Additional — where state specific information related to the statute is entered, e.g.

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

Add Charge Detail

Arrest f Filing Additional

Jurisdiction |

M STN |

No Additional Statutes exist.

[ prosecutig .
- | 5] oeoree | [ coc v
Statute | | Description | |
offpate [  |[7Z Tme [ ] Fine | |
ol I " sond | |
[]©n or About [] At or About Bond Type | v

Additional Statutes

Type Statute Description *

Click the add icon to add a new Additional Statute.

Continue Exit

11
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19. 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

Select Codes

Code/Desc |battery Group | |‘l'| Source | |'|
Statute | | Degree |4ﬂ1 Degree Felony ||§, Sort |De5cripti0n |'|
Type | = Owner | = [] save My Settings
Description Statute
1. 2201 Attempt to Commit Felofo wit: Aggravated 30-28-1 & 30-3-16(C) F4
2. 4853 Attempt to Commit Felony: Aggravated Batter30-28-1 & 30-3-9.2(F) F4
3. 5023 Battery on a Household Member (3rd Offense30-3-15 F4
4.
5. 4835 Battery upon a Health Care Worker (Assisting30-3-9.2(G) F4
6. 225 Battery upon a Peace Officer 30-22-24 F4
1. 99 Battery upon a School Employee 30-3-9(E) F4
8 72 Conspiracy to Commit Aggravated Battery (Di30-28-2 & 30-3-5(C) F4
9, 2241 Conspiracy to Commit Aggravated Battery (G30-28-2 & 30-3-5(C) F4
0. 2110 Conspiracy to Commit Aggravated Battery Ag30-28-2 & 30-3-16(C) F4
83 Results - Page 3 of 9

= N

MNext=>

20. Add the date the offense was committed as the Off. Date. Then hit Continue to return to
the Charges Tab

Add Charge Detal

Charge Detail for Defendant: Rakestraw, Taylor

Jurisdiction | v STN | |
#0 | ey | 7]
Code |4823 |‘l'| Degree |4lh Degree Felony |'| GOC | |‘l'|
Statute |3{}-3-9.2[E} | Description |Battery upon a Health Care Worker |

of oste (07272016 I Tme| | e | |
O I O — sond |

[ ] On or About [ ] At or About Bond Type | |‘l'|

Al ional Statutes

Statute Description

No Additional Statutes exist.

Click the add icon to add a new Additional Statute.

12
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21. Once all the charges have been entered, hit the Save button

 Add a e Case “ ?! W:ﬁ ‘ /¥
e

Scteof e Wk . T C ekt
Tpe Feony Cimes AganetPesors

Charges Amend Trnshr Renumber #
Rakestraw, Taylor C

1, Battery upon aealth Care Worker
0TIM016 (F4) 30392 (42)
+ Casefilng 04201 ‘

22. That saves the new case, and Odyssey assigns it a case number, and makes a Judge
assignment. Click on Edit Case under quick links to go into the new case

D-307-CR-2016-00459

criminal o

Felony Crimes Against Persons ' P‘_ ==

Filed On 07/29/2016 » Print Label

State of New Mexico v. Taylor Rakestraw add another case
» Same Type
» Same Party
» New Type

assignment

3rd District

Macias, Fernando R.

23. On the Events Tab, docket the opening event. Enter OPN: in the Type field and hit the drop

down arrow to get a list of all the OPN codes available for use in a criminal case

B D307 CR.2016-00459 - Deveonfia Gidjdmvenpor) T —_ T =
|

Summary Detail

Add Event

Type Felony Crimes Against Persons

State of New Mexico v. Taylor Ral

Events Type quick links Bredous _flet ¥
Type and Commen pate [07/29/2016 |[72) Time |10:39 AM » Add Next
Party |z » Add Related
Judicial Officer JlJ » Add Hearing
Due ] Completed | @ » Add Service
COF;“GI‘.'}: » Relationships
[v]Docketable [v]Include on Appeal

[[] print Event Barcode Upon Save
s
Type
| T
Security Group
Doc Link ID |
2 Starts case aging clock v

Save/Print Save Exit

13
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24. Add comments, as per Court’s policy. Click on the Save button

]
Add Event
Type [OPN: CRIMINAL INFORMATION / COMPLAY| quick links
Date [07/29/2016 |[7Z] Time |10:39 AM > Add Next
Party | |@ » Add Related
Judicial Officer | » Add Hearing
e | ™ completed :I@ > Add Seryice
Comment | anter comments according to Court palicy » Relationships
i 5
[#] Docketable Include on Appeal
[ ] Print Event Barcode Upon Save
Document |,|
Type
Document |,|
Security Group
Doc Link 1D | |
5] |Starts case aging clock | |

25. Scan and attach the Criminal Information as well as other opening pleadings that might be
attached

26. Scan and docket other pleadings as appropriate

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

RN Cios o s )

® omay D o Cages | Bets S | Heaing Condiﬁons Motes  Diposfin | TmeSt  Fiendd  ProbOdes  Wamh By Bhbs  Dowment Ak MyPb Tk

State of New Meicov. Taylor C Rakestraw

Type Feony Crimes Aganst Persons

iaup By |Cannection Type ﬂ Show | Actve PartiesPericipants ﬂ

D Relate Partes View
Party & Attomey Informtion AddPaty  AdtAtomey M GruplAssodae
N
‘ Defendant Rakestaw TaylorC
P S e i

28. Select the appropriate party and hit Continue

Connection Type |AII |'| [ show Selected Parties Only
Show All Attorneys [ show Inactive Parties
Party Connection Attorney(s)
Rakestraw, Taylor Defendant
[] state of New Mexico Plaintiff

Select All Continue

14
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29. Click on the magnifying glass to search for an attorney

x
Add an Attorney

Attorney | |‘%

Type | v
[ ] Appointed Public Defender

Reason | |"|
Comment | | &

- Make Lead . Continue . Exit -

x
Find Attorney

Search by Bar Number
Bar Number | |

Search By Name Il Use Soundex

® Person () Micknarme () Business
Last Name |Wa||ace |

First & Middle [INIE | |

31. When the search returns the attorney, click on the name to add the attorney

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

Party Search Results | Records 1 - 1 of 1

H Standing Inactive
Wallace, Michael Edwar T
Address one E-mail
4998 Galina Drive Work 575-640-7995 hawkeyelonghorm@aol.com
Las Cruces, NM 88012

Refine Search

Standard Operating Procedures
Updated 08/2016
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32. Then identify what Type of attorney they are in this case

x
Add an Attorney

party Rakestraw, Taylor

[ ] Mark Pro Se
Attorney [Wallace. Michael Edward <,
Type | M
» [ Defender
Added
4 Contract Attorney
HETITE Department Attorney £

Reason |District Attorney

Guardian Ad Litem

Limited Representation

Public Defender

Respondent Attorney 57

Special Assistant AG
- lake Lead . Continue Exit

Comment

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

x
Add an Attorney

Party Rakestraw, Taylor C
[ ] Mark Pro Se

Attomey |Wa|lace, Michael E{Mald'ag

Type |.i!\ttvc:|-rn~sﬂ,|r |1'|
[ ] Appointed [] Ppublic Defender
Added
Removed I:I
Reason | |'|
Comment | |[? o

Note: The attorney is now added to the case.
34. Click on the Save button, or hit the Alt/S keys to save the case
D-307-CR-2016-00459 - DevConfig (idjidavenport) =

File View Tools Centers Help

® D-307-CR-2016-00- P coms Wsaveicon
® Summary Service Hearings Conditions

State of New Mexico v. Taylor Rakestraw
Type Felony Crimes Against Persons

Group By Connection Type u Show |AII Connections

[JRefated Parties View

Party & Attorney Information AddParly  AddAtrmC

| Defendant Rakestraw, Taylor * Wallace, Michael Edward |
.
| Plaintiff State of New Mexico R

8/3/2016 10:54am (QEEEEEEE N
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