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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 

 
 

Count # Citation The event code description for the event codes that are 
docketed for each citation image 
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UNLINKING CITATIONS FROM A LOWER COURT CASE TO A DISTRICT COURT (CR) CASE 

  
For this process to work: 

 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) 

 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. 

 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 

 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. 

 
STEPS   

1. In the 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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A message will appear. Click ‘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’ 
 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division    Updated 10/2021                                           
   
  

 6 

 
 
 
Click ‘Yes’ to the following question: 
 

 
 

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: 
 

 
 
All citation information has transferred from the Magistrate case to the District case. 
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UNLINKING CITATIONS FROM A LOWER COURT CASE TO A PRETRIAL DETENTION (PD) CASE 

 
For this process to work: 

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

 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 

 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 

 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. In the 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 Pretrial Detention case. 
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A message will appear. Click ‘OK’. 
 

 
 

2. Navigate to the PRETRIAL DETENTION case and in the Charges tab, click in the grey area 
near the SAME charge and ‘Link Citation’ 
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Verify the charge is correct then click ‘Yes’ to the following question: 
 

 
 

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

 
 

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

 
For this process to work: 

 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 

 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 

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

 
 
A message will appear. Click ‘OK’. 
 

 
 

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’ 
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Click ‘Yes’ to the following question: 
 

 
 

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

 
 
All citation information has transferred from the Pretrial Detention case to the District case. 
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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 8th 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. 
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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. 
 

 
 
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 
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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). 
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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’ 
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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 

 

 
 

 
 
  
Locate the folder where the citation image was saved and double click on the citation image 
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The citation image is now attached to the event code 
 

 
 

 
 


