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Unlinking and Linking Citations to Charges

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

USER

This procedure is for clerks who create cases and need to link citations from one case to
another.

PURPOSE

The purpose of this procedure is to guide clerks in linking citations from one case to another in
order to have all citation information transfer over automatically, avoiding having to enter the
information manually.

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;
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

1.15.0 Scanning 2.0.0 Adult Criminal Data Standards
2.2.0 Case Initiation

2.3.0 Parties

2.4.0 Charges

2.5.0 Pleadings

2.6.0 Case Management
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Quick Guide Reference for Terms

Charges The numbered offenses in the Charges tab

State of New Mexico v. Jeana Markham
Type Felony DWYDUI

Markham, Jeana D.

1. DWI Driving While Under the influence of Liquor or Drugs
1002002019 (F4) 65-8-102(CX1) (5111)
Filed Az DWW (.08 or above) - 8th or Subsequent Offense
112272019 (F2) 65-8-102(CX1) (T101)
(A Case Fling
Plea
* DQispos@on

2. Driving While License Revoked - DWI Related
10/29/2019 (M) 66-5-39.1(B) (6526)

Case Filing

Eiea
*  DRisposiion

3 Possession of Drug Paraphermaka (PA)
10/29/2019 (PM) 30-31-25.1(A)8(C) (7549)
S— Case Fiing

Piea
* Risposinen

Count # Citation The event code description for the event codes that are
docketed for each citation image

Surmmary Drind Tt Charom n S Hoarng CondiSorm

P state of Mew Mexioo v, John Dilon
Type Felony

] 01/112021 OPN: CRIMINAL COMPLAINT FILED [
RMINATION / FOUND

1/11/2021 Count 3 Citation

1/11/2021 Count 4 Citation
1/11/2021 Count 5 Citation

Table of Contents

Unlinking Citations From a Lower Court Case to a District Court (CR) CaS€.......cccccveeeiiiievvivereeeeesenienennns 4
Unlinking Citations From a Lower Court Case to a Pretrial Detention (PD) CaSe .........coocvveeeeeeeeeiiiinnnen. 8
Unlinking Citations From a Pretrial Detention Case (PD) to a District Court Criminal (CR) Case........... 11

Docketing Citation Event Codes and Attaching Citation Images
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UNLINKING CITATIONS FROM A LOWER COURT CASE TO A DISTRICT COURT (CR) CASE

For this process to work:

e The clerk must have rights to the Magistrate Court where the case originated from.
(Managers should have rights but please submit a helpdesk ticket if not)

e The defendant on both cases must be the same person and have the same Person
and/or Party ID. If the Party ID is not the same, enter a Service Desk Ticket to merge
the parties.

e The procedure must be performed in the same instance of Odyssey. It will not work if
there are two sessions opened and the clerk tries to switch between the sessions

e The charges should match. If you are unsure if the charges match, please submit a
ticket to JID

NAVIGATION
Odyssey Case Manager

Compare the charges in each case to determine which citations will need to be unlinked and
linked. Sometimes, a Grand Jury Indictment or Criminal Information filed in the District Court
case will not have all of the same charges as in the lower court case.

Even though they are not in the same order, the example below shows that all charges filed in

the Magistrate Court case have also been filed in the District Court case.
CR20 5950 N N

Charges
State of New Mexico v. Jeana Markham
Type Felony DWI/DUI
State of New Mexico v. JEANA MARKHAM
Type DWI Felony
Markham, Jeana D. L
1. DWI (.08 or above) - 8th or Subsequent Offense 1. DWI(.08 or above) - 8th or Subsequent Offense
10/29/2019 (F2) 66-8-102(C)(1) (7101) ~10/29/2019 1:20 AM (F2) 66-8-102(C)(1) (7101)
i Case Filing 10/29/2019
* CaseFiling 11/22/2019 Citation 10/29/2019 0103287249
2. Driving While License Revoked - DWI Related syl 1002ns Rt
10/29/2019 (M) 66-5-39.1(B) (6526) Arrest
* Case Filing 11/22/2019 2. Possession of Drug Paraphernalia (PA)
~10729/2019 (PM) 30-31-25.1(A)&(C) (7549)
3: Possession of Drug Paraphernalia (PA) %a.&ﬁh_nq :giggg:g op
Plea /30V o Plea
10/29/2019 (PM) 30-31-25.1(A)&(C) (7549) *  Disposion 110772019 Bdoier
* Case Filing 11/22/2019 Arest
} 3. Speeding (Over by 1-10)
4. Speeding (Over by 1-10) ~10129/2019 1:20 AM (PM) 66-7-301 (7402)
10/29/2019 (PM) 66-7-301 (7402) Case Filing 10/29/2019
il Citation 10/29/2019 0579087637898
* M 11/2212019 Plea 10/30/2019 No Plea
* i ition 1107/2019 Bindover
Arrest
4. Driving While License Revoked - DWI Related
~10/29/2019 1:20 AM (M) 86-5-39.1(B) (6526)
Case Filing 10/29/2019
Citation 10/29/2019 0579087637906
Plea 10/30/2019 No Plea
*  Disposition 11/07/2019 Bindover
Arrest

STEPS
1. Inthe MAGISTRATE Court case, in the Charges tab, right click in the grey area near the
charge and ‘Unlink Citation’

Make note of the charge the citation is being unlinked from. The citation will need to be
matched up and linked to the same charge in the District Court case.
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@ M-12-1R-2019-00 _
: ———— T raucs BT Lonaimons

 service Hearings

State of New Mexico v. JEANA MARKHAM
Type DWI Felony

MARKHAM, JEANA

1. DWI (.08 or above) - 8th or Subsequent Offense
~10/29/20191:20 AM (F2) B6-8-102(C)(1) (7101)
Case Filing 10/29/2019
Citation e 10/29/2019 0103287249
Plea Copy Charge 10/30/2019 Mo Plea
* Disposition 11/0712019 Bindover
Arrest
2, Possession of Drug Paraphernalia (PA)
~10/29/2019 (PM) 30-31-25.1(A)&(C) (7549)
Case Filing 10/29/2019
Plea 10/30/2019 Mo Plea
* Disposition 114072019 Bindover
Arrest
3 Speeding (Over by 1-10)
~10/29/20191:20 AM (PM) 66-7-301 (7402)
Case Filing 10/29/2019
Citation 10/29/2019 0579087637898
Plea 10/30/2019 Mo Plea
* Disposition 110712019 Bindover
Arrest
4, Driving While License Revoked - DWI Related
~10/29/2019 1:20 AM (M) 66-5-39.1(B) (6526)
Case Filing 10/29/2019
Citation 10/29/2019 0579087637906
Plea 10/30/2019 Mo Plea
* Disposition 11/07/2019 Bindover
Arrest

A message will appear. Click ‘OK’.

Citation '0103287249' can now be linked to a charge on another case.
The citation wil appear on the current charge until it is linked to another charge.

oK

2. Navigate to the DISTRICT Court case and in the Charges tab, right click in the grey area
near the SAME charge and ‘Link Citation’
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7 =
S @

State of New Mexico v. Jeana Markham
Type Felony DWI/DUI

Markham, Jeana D.

right click on
1. DWI(.08 or above) - &th or Subsequent Offense | SAME charge

10029/2019 (F2) 66-8-102(C)1) (7101)
* Case Filing 112212019

2. Driving While License . Link Citation

10/29/2019 (M) 66-5-3

* Zase Filing . 112212019
3. Possession of Drug Paraphernalia (PA)
100292019 (PM) 30-31-251(A)M(C) (7549)
* Zase Filing 112212019

4, Speeding (Over by 1-10)
10/29/2019 (PM) 66-7-301 (7402)
* Zase Filing 112212019

Click ‘Yes’ to the following question:

@ o

Do you want to link ctation '0103287249" to charge 1?7
The Citation was previously linked to case 'M-12-IR-2019-00007".

3. Save
4. Navigate back to the MAGISTRATE Court case and repeat steps 1-3 for each citation
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The District case now looks like this:

@ D-905-CR-2019-005

®  sunmary Detai

State of New Mexico v, Jeana Markham
Type Felony DWI/DUI

Markham, Jeana D.

1. DWI1 (.08 or above) - 8th or Subsequent Offense
10/29/2019 (F2) 66-8-102(C)(1) (7101)

Citation 10/29/2019 0103287249
*  CaseFiling 11/22/2019
2. Driving While License Revoked - DWI Related
10/29/2019 (M) 66-5-39.1(B) (6526)
Citation 10/29/2019 0579087637906
* Case Filing 11/22/2019

3. Possession of Drug Paraphernalia (PA)
10/29/2019 (PM) 30-31-25.1(A)&(C) (7549)
*  CaseFiling 11/22/2019

4.  Speeding (Over by 1-10)
10/29/2019 (PM) 66-7-301 (7402)
Citation 10/29/2019 0579087637898
*  CaseFiling 111222019

All citation information has transferred from the Magistrate case to the District case.
@ D-005-CR-2019-00525, " ' b '
Charges

Summary

Hearings Conditions Disposition Time Stds Financial Prot. Orders

State of New Mexico v. Jeana Markham
Type Felony DWI/DUI

Markham, Jeana D.

1. DWI (.08 or above) - 8th or Subsequent Offense
10/29/2019 (F2) 66-8-102(C){(1) (7101)
Citation 10/28/2019 0103287249
*  CaseFiling 11/22i2019

2. Driving While License Revoked - DWI Related
10/29/2019 (M) 66-5-39.1(B) (6526)

Citation 10/29/2019 0579087637906
*  CaseFiling 11/22i2019
3. Possession of Drug Paraphernalia (PA)
10/29/2019 (PM) 30-21-25.1(A)&(C) (7549)
*  CaseFiling Modify Citation
4. Speeding (Over by 110} Agency [New Mexico State Police [*]  case Type [DWI Felony Iv]
RIS 857301 702 Gxn # o0z57215 ] suvoe Kl
* Case Filing Off Date Tue Time Ticket Date Tue
1. Cit
= M,!,:ﬁAM.JEMA (® Person () Nickname (C) Business ~ |
Gt 2101 Frst fame
N 030044028 Last Name [MARKHAM |
widetame ]
B —
- (@) Standard (O) Standard With Attn. () Mon-Standard U.S. () Foreign
3. Incident | no o5 || Jv| st [Axel I N[ v
Thill, Zacha 5
unit [ [v] wo. | |
city [Clovis | state [Nm [¥]  zIP code [88101 ]
1 w:;g,‘es [Juse Separate Correspondence Address
(® Standard () Stendard With Attn. (O) Mon-Standard U.S. () Foreign
no. [ ] st | I M
unit | [*| mo. | |
city | |state [ [¥] 2z code | |

oo [0 ] sure (W] eove| T
Type [ID Card v Endorsements [ |

DOB |11/21/1964 [?’zﬂ Age: 54 Gender |Female v
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UNLINKING CITATIONS FROM A LOWER COURT CASE TO A PRETRIAL DETENTION (PD) CASE

For this process to work:

e The clerk must have rights to the Magistrate Court where the case originated from.
(Managers and supervisors should have rights)

e The defendant on both cases must be the same person and have the same Person or
Party ID. If the Party ID is not the same, enter a Service Desk Ticket to merge the
parties

e The procedure must be performed in the same instance of Odyssey. It will not work if
there are two sessions opened and the clerk tries to switch between the sessions

e The charges should match. If you are unsure if the charges match, please submit a
Service Desk Ticket

NAVIGATION
Odyssey Case Manager

The charges in the Pretrial Detention Case should match the charges from the Magistrate Court
case. Any charge in the Magistrate Court case that has a citation attached must be unlinked
from that charge and linked to the same charge in the Pretrial Detention case.

STEPS
1. Inthe MAGISTRATE Court case, in the Charges tab, right click in the grey area near the

charge and ‘Unlink Citation’

Make note of the charge the citation is being unlinked from. The citation will need to be

Events Service | Hearings Conditions. Notes | Disposition
P state of New Mexico v. John Dillon
Type Felony
Dillen, John
1. Receiving or Transferring Stolen Motor Vehicles (1st Offense)

~01/10i2021 (F4) 20-16D-4(A) & (B)(1) & 30-16D-4 (5176)
Filed As: Receiving Stolen Property - Receive (Over $20,000)
1M11/2021 (F2) 30-16-11 (6166)

Arrest 01110/2021
*  Plea 01113/2021 Mo Plea
[A Case Filing 01/20/2021

2. Concealing ldentity
~01/10i2021 (PM) 30-22-3 & 31-19-1 (1552)

Arrest 0110/2021
Case Filing 01/11/2021
* Plea 01M3/2021 No Plea
3. Careless Driving
-'U‘M"IUiirUri‘sl‘ (PM) 66-8-114 (1466G) nght click -
Citation 0110/2021 0510510633352
Case Filing % Copy Charge 01/11/2021
* Plea Unlink Citation 011312021 No Plea
4. Driving While License Suspe Expunge Charge
~01/10i2021 (PM) 66-5-39 (4
] = TTOZ0ZT
Citation 0110/2021 0510510633337
Case Filing 0111/2021
* Plea 011312021 No Plea

5. Leaving the Scene of an Accident Involving Damage to Vehicle
~01/10i2021 (PM) B66-7-202 (1365)
Arrest 0110/2021

Citation 011072021 0510510633345
Case Filing 0111/2021
*  Plea 011312021 Mo Plea
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A message will appear. Click ‘OK’.

!

Citation '0510510633352" can now be linked to a charge on another case.
The citation will appear on the current charge until it is linked to another charge.

2. Navigate to the PRETRIAL DETENTION case and in the Charges tab, click in the grey area
near the SAME charge and ‘Link Citation’

Service

Dillon, John

1. Receiving or Transferring Stolen Motor Vehicles (1st Offense)
01102021 (F4) 30-16D-4(A) & (B)(1) & 30-16D-4 (5176)
* Case Filing 0410172021

2. Concealing ldentity nght click on SAME
002021 (PM) 30-22-2 & 31-19-1 (1552) CHARG E
* Case Filing

Careless Driving
01102021 (PM) 66-8-114 (1466G)

* Case Filing Link Citation 440142021

Driving While License Suspended Copy Charge

L Leaving the Scene of an Accident Involving Damage to Vehicle
0102021 (PM) G6-7-202 (1365)
* Case Filing 0410172021
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Verify the charge is correct then click ‘Yes’ to the following question:

O Verify this charge is correct

Do you want to link ctation '0510510633352' to charge '3'?
The Citation was previously linked to case 'M-12-FR-2021-00013".

3. Save
4. Navigate back to the MAGISTRATE case and repeat steps 1-3 for each citation

The Pretrial Detention case now looks like this:

B n'—*gqs-mj:zdz;-ﬂ\ 7,

Conditions Motes

*® Summarv Detail

State of New Mexico v. John Dillon
Type Pretrial Detention Motion

Dillen, John

1. Receiving or Transferring Stolen Motor Vehicles (15t Offense)
01M0F2021 (F4) 30-160-4(A) & (B)(1) & 30-16D-4 (5176)
* Case Filing 04/01/2021

2. Concealing ldentity
01M0/2021 (PM) 30-22-3 & 31-19-1 (1552)

* Case Filing 04/01/2021
3. Careless Driving | e |
01M0/2021 (PM) 66-8-114 (1466G)
Citation 01102021 0510510633352
* Case Filing 04/01/2021

4. Driving While License Suspended
01M0/2021 (PM) 66-5-39 (7570)

Citation 0102021 0510510633337
* Case Filing 040172021

5. Leaving the Scene of an Accident Involving Damage to Vehicle
01/10/2021 (PM) 6B-7-202 (1365)

Citation 0111012021 0510510633345
*  CaseFiling 04/01/2021 I—

10
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All citation information has transferred from the Magistrate case to the Pretrial Detention case.

State of New Mexico v. John Dillon
Type Pretrial Detention Motion

Charges Amend
Dillen, John
1. Receiving or Transferring Stolen Motor Vehicles (1st Offense)
011102021 (F4) 30-16D-4(4) & (B)(1) & 30-16D-4 (5176)
%  CaseFiling 0410172021 =
L Ghmmndmadp Modify Citation
01/10/2021 (PM) 30-22-3 & 31-18-1 (1552)
% CaseFiling 0410172021 PEEIRICurry County Sheriff's OfficolIEAM G L [v]
3. Careless Driving Citation # (0510510633352 Subtype v
01/10/2021 (PM) 66-8-114 (1466G) Off Date |01/10/2021 E’szun Time Ticket Date |01/10/2021 @Sun
Citation 0111072021 0510510633352
*  CaseFiling 1 1. Citee _ - =
= i @ Person () Nickname () Business ~

4. Driving While License Suspended
011102021 (PM) 66-5-39 (7570)

104 0 A S0
Bouman 1 50623 Last Name

Citation 0141012021 0510510633337 First Name
%  CaseFiling 0410172021 :
2 Vehicle Middle Name
5. Leaving the Scene of an Accident Involving Damage to Vehicle f(":é-‘;F:P‘5 o =
2018 For i

01102021 (PM) 86-7-202 (1385)
Citation 01110/2021 0510510633345
* Case Filing 04i01/2021

(® Standard () Standard With Attn. () Non-Standard U.S. () Foreign
No. v| st [2ndAvesw v v

Unit ¥ HNo.

O use separate Correspondence Address
@ Standard () Standard With Attn. () Non-Standard U.S. () Foreign

3. Incident

Vannatts, Charlie. Ofc.

No. v| st v v
Unit ¥| Moo
City State VY| ZIP Code
State [ |¥| DL Number pos (03191187 |72
Type M
v

ssN_[630-27-6408 Gender [Male L]

Save o

UNLINKING CITATIONS FROM A PRETRIAL DETENTION CASE (PD) TO A DISTRICT COURT
CRIMINAL (CR) CASE

For this process to work:

e The defendant on both cases must be the same person and have the same Person or
Party ID. If the Party ID is not the same, enter a Service Desk Ticket to merge the
parties

e The procedure must be performed in the same instance of Odyssey. It will not work if
there are two sessions opened and the clerk tries to switch between the sessions

e The charges should match. If you are unsure if the charges match, please submit a
Service Desk Ticket

NAVIGATION
Odyssey Case Manager

NOTE: If the charges that contain citations are not included in the Grand Jury Indictment or
Criminal Information, unlinking and linking will not need to be done.

STEPS

1. Inthe PRETRIAL DETENTION case, in the Charges tab, right click in the grey area near the
charge and ‘Unlink Citation’

11
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Take note of the charge the citation is being unlinked from. The citation will need to be
matched up and linked to the same charge in the District Court CRIMINAL case.

% D-905-PD-2021-0

i, "

Surmmary Service Hearings Conditions MNotes

(die 0 NEeW NMEXICo ¥ i

Type Pretrial Detention Motion

Dillen, John

1. Receiving or Transferring Stolen Motor Vehicles (1st Offense)
01/10/2021 (F4) 30-16D-4(A) & (B)(1) & 30-16D-4 (5176)
* Case Filing 04/01/2021

2. Concealing ldentity
01/10/2021 (PM) 30-22-3 & 31-19-1 (1552)
* Case Filing 04/01/2021

Careless Driving RI ht CliCk
01M10/2021 (PM) 66-8-114 (1466G) g
Citation 0510510633352

*  Case Filing Copy Charge
Unlink Citation

Driving While License Suspended

Citation 01110/2021 0510510633337

* Case Filing 04/01/2021

5. Leaving the Scene of an Accident Involving Damage to Vehicle
01M10/2021 (PM) 66-7-202 (1365)

Citation 0110/2021 0510510633345
* Case Filing 04/01/2021

A message will appear. Click ‘OK’.

:

Citation '0510510633352" can now be linked to a charge on another case.
The citation wil appear on the current charge until it is inked to another charge.

2. Navigate to the District Court CRIMINAL case and in the Charges tab, click in the grey
area near the SAME charge and ‘Link Citation’

12
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T n-gq;_i-cgtizdz; _ s
" E:L;mmar',-I 1 artie Charges

Service Hearings Conditions Notes

tate of New Mexico v. John Dillon
Type Felony Crimes Against Property

Dillon, John

1. Receiving or Transferring Stolen Motor Vehicles (1st Offense)
01M10/2021 (F4) 30-16D-4(4) & (B)(1) & 30-160-4 (5176)
* Case Filing 0440142021

2. Concealing ldentity
01M0/2021 (PM) 30-22-3 & 31-19-1 (1852)

Careless Driving (Careless, Inattentive or Imprudent) nght click on SAME charge
011012021 (PM) 66-8-114(B) (1467)

* Case Filing Link Citation

s

Copy Charge

x = punge
Case Filing rroTrETET

*

5. Leaving the Scene of an Accident Involving Damage to Vehicle
0102021 (PM) 66-7-202 (1365)
* Case Filing 0410142021

Click ‘Yes’ to the following question:

Verify this charge is correct

Do vou want to link citation '0510510633352" to charge '3%
The Citation was previously linked to case 'D-905-PD-2021-00001".

3. Save
4. Navigate back to the PRETRIAL DETENTION case and repeat steps 1-3 for each citation

13
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The District Court criminal case now looks like this:

% D-905-CR-2021-0( _ y
—— ) la
» Summary Detail ) T Service i Conditions

MNotes

Type Felony Crimes Against Property

Dillon, John

1. Receiving or Transferring Stolen Motor Vehicles (1st Offense)
01/10/2021 (F4) 30-16D-4{A) & (B)(1) & 30-16D-4 (5176)
* Case Filing 04/01/2021
74 Concealing Identity
01M10/2021 (PM) 30-22-3 & 31-19-1 (1552)
* Case Filing 04/01/2021
e —
3. Careless Driving (Careless, Inattentive or Imprudent)
01/10/2021 (PM) 66-8-114(B) (1467)
Citation 01102021 0510510633352
* Case Filing 04/01/2021
4, Driving While License Suspended
01/10/2021 (PM) 66-5-39 (7570)
Citation 01M10/2021 0510510633337
* Case Filing 04/01/2021
5. Leaving the Scene of an Accident Involving Damage to Vehicle
01M10/2021 (PM) 66-7-202 (1365)
Citation 01M10/2021 0510510633345
* Case Filing 04/01/2021 Ee——

All citation information has transferred from the Pretrial Detention case to the District case.

@ D-905-CR-2021-000

= - il
% sunmary Detail ies Service Hearings Conditions Disposition | Time Stds Finangal  Prot. Orders | Warrants

State of New Mexico v. John Dillon
Type Felony Crimes Against Property

Dillen, John

1. Receiving or Transferring Stolen Motor Vehicles (15t Offense)
01M0/2021 (F4) 30-16D-4(A) & (B)(1) & 30-16D-4 (5176)
*  CaseFiing 0410112021

2. Concealing ldentity
01/10/2021 (PM) 30-22-3 & 31-18-1 (1552)
*  CaseFiling 04/01/2021

3. Careless Driving (Careless, Inattentive or Imprudent)
01/10/2021 (PM) 66-8-114(B) (1467)

X
Modify Citation

Citation U] Agency |Curry County Sheriff's Office ¥|  Case Type |Felony v
%  CaseFiling 0410112021
Citation # 0510510633345 Subtype v
4. Driving While License Suspended
T T T an P Off Date [01/10/2021 |[72|Sun  Time | | Ticket Date [01/10/2021 ||7Z) Sun
Citation 011012021 1. Citee
*  CaseFiing 0410112021 ™ Dillon, John @ Person (O Nickname () Business
104 203 Ave SW
5. Leaving the Scene of an Accident Involving Damage to Vehicle Bowman ND 58822 Last Name
01110/2021 (PM) 66-7-202 (1365)
Citation 0111012021 - Fret tame [John
%  CaseFiling 04/01/2021 E Middie Mame [ |
P —
(@ standard (O) Standard With Attn. (O) Non-Standard U.S. () Foreign
R
3. No. st. [2nd Ave SW
v o[ ]
v sute
4. Charges
~ 1 Violation [[Tuse Separate Correspondence Address

(@ Standard (O) Standard With Attn. () Non-Standard U.5. () Foreign
ne. [ ] st

aty sate [ |7 zpcode [ |

state | |¥| DL Number | | DoB [03/19/1987 |72
e [

ssi_|530-27-6408 Gender [Male [¥]

Updated 10/2021

14
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DOCKETING CITATION EVENT CODES
Each individual citation image will need to be attached to a docket event.

There are seven event codes used to docket citations. It is very important that the citation
COUNT match the CHARGE on the case.

Event Code | Event Description Charge number in the Charges tab
5890 Count 1 Citation Charge 1

5891 Count 2 Citation Charge 2

5892 Count 3 Citation Charge 3

5893 Count 4 Citation Charge 4

5894 Count 5 Citation Charge 5

5895 Count 6 Citation Charge 6

5896 Count 7 Citation Charge 7

5897 Additional Citation | 8" and subsequent charges

For example, if charge #1 is Aggravated DWI and charge #2 is Improper Equipment, event code
5890 Count 1 Citation should be docketed for charge #1 and 5891 Count 2 Citation should be
docketed for charge #2. The citation for the DWI must be scanned or attached to the 5890
event and the citation for the Improper Equipment must be scanned or attached to the 5891
event.

State of New Mexico v. David Gomez
Type DWI Felony

s

Gomez, David

1. Aggravated DWI Driving Under the Influence of Intoxicating Liqguor/Drug (Refused Testing){4th)
021812021 10:56 PM (F4) 66-8-102(D)(3) & G (4209)

Citation 0211812021 21356845

Case Filing 0211912021

Plea Charge #1 0211912021 No Plea
* Disposition 03/24/2021 Bindover

2. Failure to Register or Title a Viehicle as Required
0211812021 10:56 PM (FM) 66-3-1 & 66-8-116 (7¥569)

Citation 02182021 0421215104110
Ssefina | Charge #2 s opis
* Disposition 032412021 Bindover

02/19/2021 Count 2 Citationt Charge #2 l ‘ w

02/19/2021 Count 1 Citation ‘ «
02/19/2021 STATEMENT OF PROBABLE CAUSE w
Filed By: Officer Fuentes, Mark A., Ofc v
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Another example:

Charge #1: Battery upon a Peace Officer — no citation

Charge #2: Aggravated DWI — citation

Charge #3: Resisting, Evading or Obstructing an Officer — no citation
Charge #4: Resisting, Evading or Obstructing an Officer — no citation

Because there is only a citation for charge 2, the docket event would be:
5891: Count 2 Citation — the citation for the Aggravated DWI would be scanned or related to
this event.

1. Battery upon a Peace Officer

2. Aggravated DWI Driving Under the Influence of Intoxicating Liguor/Drug (Refused Testing)(4th)
Charge #2 Citation NUum 0102634607  Officer Dale, Zakariah, Ofc

3. Resisting, Evading or Obstructing an Officer
| 4. Resisting, Evading or Obstructing an Officer

05/11/2020 Interim Conditions set for O'Dell, Jeffrey B

05/11/2020 CRT: Booking Sheet
05/11/2020 Count 2 Citation | Count #2 I
05/11/2020 OPN: CRIMINAL COMPLAINT FILED

05/11/2020 First Appe%ance (Judicial Officer: Henry, Willie R.)
05/11/2020 Plea
05/11/2020 ORD: SETTING CONDITIONS OF RELEASE AND APPEARANCE BOND FILED

STEPS
1. Navigate to the Events tab in the Pretrial Detention or District Court case:
a. Docket the correct event
b. Use the same file date as the opening document
c. Save

District Court case
(Example)

1. Battery upon 3 Peace Officer
STN 006190006857
DWI1 Driving While Under the Influence of Liquor and/or Drugs (.08 or Above(1st Offense)
STN 006190006857

Drvng Whie Intoxicated with a Mnor in the Vehicle

STN 006190006857

»

w

GRAND JURY INDICTMENT
THE GRAND JURY CHARGES:

Count 1: Battery Upon a Peace Officer, (0225), on or about December 11, 2019, in Dofia Ana
County, the abo ed defendant touched or applied force in a manner that physically injured,
jeopardized the safety of or challenged the authority of Benjamin Perkins, knowing or having reason
to know that Benjamin Perkins was a peace officer with the Dona Ana County Sheriff's Department
in the lawful performance of his dutics, a fourth degree felony, contrary to NMSA 1978, §30-22-24
(1971).

Count 2: Driving While Under the Influence of Intoxicating Liquor or Drugs (.08 or above),
(5108), on or about December 11,2019, in Dofia Ana County, the above-named defendant did drive
a vehicle in this state and the person had an alcohol concentration of eight one hundredths (,08) or
more in the person's blood or breath within three hours of driving the vehicle and the alcoho!
concentration resulted from alcohol consumed before or while driving the vehicle, a Motor Vehicle
Code misdemeanor, contrary to §66-8-102(C)(1), NMSA 1978.

Count 3: Driving While Intoxicated with a Minor in the Vehicle, (7550), on or about December
11,2019, in Dofia Ana County, the above-named defendant did drive while intoxicated, committing
a violation of Section 66-8-102 NMSA 1978, and a minor who was younger than thirteen (13) years
of age was in the vehicle and the minor did not suffer great bodily harm or death, a Motor Vehicle
Code misdemeanor, contrary to §66-08-102.5(A) (2019).
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@ D-307-CR-2020-00046_

SN .. & [N
*® Summary Detail Paries | Events Hearings Conditions Notes Disposition Time Stds Financal Prg

State of New Mexico v. MELISSA MICHELLE MARTINEZ
Type Felony Crimes Against Persons

Date Type and Comment

01/17/2020 OPN: GRAND JURY INDICTMENT BOND $1500 Unsecured; Not to drive any motor
Charges: 1, 2, 3
01/17/2020 Criminal or Juvenile Criminal Summeons SET FOR 2/10/2020

01/17/2020 SUMMONS RETURN S|
Party Served: Defendant MARTINEZ,

01/17/2020 AUDIO LOG NOTES ST ? otz el X[ o ick links
01/17/2020 TRANSCRIPT OF PRO( ue e m |
Party: Defendant MARTINEZ, MELISS Cogﬂsgt » Add Hearng
01/17/2020 Count 2 Citation ™ DJboenbe  [Jinciude on Apped .
* Relfationships

01/29/2020 ENTRY OF APPEARAN( Does not affect case aging clock ||
Filed By: Public Defender Robinson,
On Behalf Of: Defendant MARTINEZ,
Judicial Officer: Driggers, Douglas R.

01/29/2020 ENTRY OF APPEARAN(¢
Filed By: District Attorney Ruvalcaba-
On Behalf Of: Plaintiff State of New |

Judicial Officer: Driggers, Dougles . |- 0w — W - W

Now the citation image needs to be uploaded and related (or attached) to the event.

RELATING CITATION IMAGES

1. Navigate to the Documents tab in the lower court case or the PD case and locate the
citation image. (Notice in this example, the description is ‘Count 1 Citation’. This is
because this particular citation is attached to charge #1 in the charges tab).

@ M-14-FR-2019-01161 D V) G

W summery Detsi |
State of New Mexico v. MELISSA MICHELLE MARTINEZ Inactive
Type Felony

Pravious Hext Seach Gt Al Docurnents  Refresh %

[[]show Obsolete Documents Type :M ) |
%?ﬂ:‘: mr::nr:m?s Sort :Name |¥})| Actions | | Export |
[Juse Defauk Image Printer Show Al Documents | ¥

& 12/17/2019 Criminal Case Document ADVISEMENT OF RIGHTS READ 1 %

&) 12/17/2019 Criminal Case Document i || T1LT1ETT 1 X

A 12/11/2019 1 X

& 12/11/2019 Criminal Case Document s ] 2 X

a 01/08/2020 Criminal Case Document ENTRY OF APPEARANCE FILED 1

& 01/17/2020 Criminal Case Document Indictment Index 1

& 01/17/2020 Criminal Case Document Indictment Volume 1 12
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Lower Court case

1. DWI Driving While Under the Influence of Liqguor and/or Drugs (.08 or Above)({1st Offense)
Citation Num 0102087707 Officer Perkins, Benjamin, Ofc
2. Driving While Intoxicated with a Minor in the Vehicle
3. Battery upon a Peace Officer
i

12/11/2019 CRT: Booking Sheet

12/11/2019 STATEMENT OF PROBABLE CAUSE

12/11/2019 OPN: CRIMINAL COMPLAINT FILED
12/11/2019 Count 1 Citation 0102087707

2. To the right of the document name, click on the ‘x’ under the yellow ‘Mark’ hyperlink,
then click on the Action button. Choose ‘Download to PC'. Select the folder to save the
document to then click OK.

a) Click on the ‘x’

b) Click on ‘Actions’

c) Click on ‘Download to PC’

d) Click on the folder

e) Click ‘OK"

@ M-14-FR-2019-01161.
™ summary Detsl

" y v
Service Hearings Conditions Disposition _ Exhibits

State of New Mexico v. MELISSA MICHELLE MARTINEZ Inactive
Type Felony

Previous [t Search

[[Ishow Obsolete Documents

Type Al v
[_]show Document Versions — b

Sort  Date Descend; ctions port
[Jopen in External Viewer ate ending I. port_|
[Juse Default Image Printer show All Documents 199

Date OCR Type Name Pgs  Mark ¥

a) 12/11/2019 Criminal Case Document CRT: Booking Sheet 2 ®

| 12/11/2019 Criminal Case Document STATEMENT OF PROBABLE CAUSE 2 k3

Q) 12/11/2019 Criminal Case Document OPN: CRIMINAL COMPLAINT FILED 7 ®

a 12/11/2019 Criminal Case Document Count 1 Cation — % d
A
Ci il

O —> _
Browse For Folder >
Select a folder:
d ~
il Packe

Correction Docs
File and 5erve Information
Help Desk Information
> MNative

Unlinking and Linking Citations Video_fi
Warrants

> Documents

> ; Downloads

> J5 Music

< >

Make New° I oK I I Cancel |

W
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3. Navigate to the Events tab in the Pretrial Detention or District Court case
a. Locate the correct event, right click and select Attach Document
b. Enter the same date that was entered for the citation event code
c. Click Attach

01/29/2020 ENTRY OF APPEARANCE Notice of Discovery Demand, De
Filed By: Public Defender Robinson, Darren
On Behalf Of: Defendant MARTINEZ MELISSA MICHELLE

Add Related Event L
Add Related Service
Add Related Hearing

CEEDING
Party: Defendant MARTINEZ, MELISSA MICHEL oo

01/17/2020 AUDIO LOG NOTES ST v. Melissé  Modify Event Relationships

01/16/2020 SUMMONS RETURN SET FOR 4
Party Served: Defendant MARTINEZ, MELISSA

01/16/2020 OPN: GRAND JURY INDICTME  FRefateDocuments
Charges: 1, 2, 3 Delete

®
Add Document

Name |C0untE Citation

=

= |

Type |Crimina| Case Document

Security Group |Crimina| Case Document

B [w][=

Description | E'é’

Effective Date [01/17/2020 |{7%]
Obsolete Date I:I@j

Locate the folder where the citation image was saved and double click on the citation image
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i Open a File
“ L » ThisPC » Desktop » Citations

Orgonize »  New folder

- . Date modified
v o Quick access
= MI4FR201201161 1772021 %:52 AM
B Deskicp +

4 Downleads # Double click

4 Documents o

res
Citations
- -

Judgmentand §

SOPs for courts

v [ This PC
B 30 Objects
[ Desktop
% Documents
A Downloads ¥

File name:

w| | Al Files

Cancel

The citation image is now attached to the event code

Standard Operating Procedures
Updated 10/2021

01/29/2020 ENTRY OF APPEARANCE Notice of Discovery Demand, Demand for Speedy Trial £

Filed By: Public Defender Robinson, Darren
On Behalf Of: Defendant MARTINEZ, MELISSA MICHELLE

51/17/2020 Count 2 Citation e I

01/17/2020 TRANSCRIPT OF PROCEEDINGS Magistrate Court Bind Over Index
Party: Defendant MARTINEZ, MELISSA MICHELLE

Y
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