
State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division                                                                                                                                                                                Updated 8/2022 
   
 

 1 

Administrative Office of the Courts 
Supreme Court of New Mexico 

 
 

202 E. Marcy Street                 (505) 827-4800   
Santa Fe, NM  87501                 (505) 827-4824 (fax) 

                                                                  
                                                                

                                                                                      
 

 
 
 
 
 
 

 
 
 
 

 
 

Judicial Information Division (JID) 

 Creating the Record Proper – District Court                       
Standard Operating Procedure 

Version 1.3.0 
Updated: (8/2022) 

                                                                                   
 
 
 
 
 
 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division                                                                                                                                                                                Updated 8/2022 
   
 

 2 

Creating the Record Proper 

COURT / DEPARTMENT / DIVISION 
District Courts  

USER 
Court clerks 

PURPOSE 
To create the Record Proper for cases that have been appealed.  

INTRODUCTION  
When a case is appealed to the Court of Appeals or the Supreme Court, the 
District Court is required to prepare the Record Proper.  This Standard Operating 
Procedure provides the steps to create the Record Proper using the ‘Record on 
Appeal’ and the ‘Create Task’ functionality that is part of Odyssey Navigator.  

The Record on Appeal functionality will create an ‘index’ and ‘volumes.’  The term 
‘index’ refers to the Index document that is created by this process.  It functions 
like a Table of Contents, listing the events tied to pleadings and the page 
numbers for those pleadings.  The term ‘volume’ refers to documents that are 
produced using the pleadings from the case. 

RELEVANT DATA STANDARDS 
General  Case Specific  
1.3.0 Appeals 2.0.0 Adult Criminal Data Standards 
1.7.0 Forms 4.0.0 General Civil Data Standards 

STEPS 
1. Pull up the case that is being appealed.  
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2. Navigate to the Appeals tab of the case and click the + sign. 
 

 
 
The Add an Appeal dialog box will appear. 
 
3. Select the type of appeal (Appeal or Supplemental Appeal) from the Type drop down 

menu. 
 

 
 
4. Click the + sign. 
 

 
 
The Select a Document dialog box will appear. 
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5. Select the events/documents to include in the Record Proper.  

a. Use the Next option if there are multiple pages of documents or Select All then 
deselect any document that should not be included in the record. 

6. Click Continue. 
 

  

7. Click the Parms Button.  
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8. The Modify Appeals Parameters dialog box will open. Click Continue. 

 

9. Click on Build Index.  
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When the index is built (this will take a few seconds), the words “Your job has completed (Build 
Case Appeal Volume Plan)” will flash at the top of the screen. 

 

10. Click on the Refresh hyperlink near the + sign.  The record should now look like this:  
“Preliminary Record Built – Pending Review/Final Build” indicating that the final record     
is being built.  

     

Complete the following steps to finalize the building of the record: 

11. Click on the Appeal Record.  
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12. The Edit an Appeal dialog box will appear. Click Build Record.  
 

 

The record will now look like this: 

 

When the job has completed processing (this will take a few seconds), the words shown below, 
“Your job has completed (Build Case Appeal Volume)” will blink at the top of the screen. 
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13. At this point, refresh the data by saving the case and then pulling it back up again, or 
click the Refresh hyperlink which is near the + sign. 

Now the record should look like this: 

 

14. To view the Record Proper Index, click on the document icon next to the Appeals Index. 
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The first page of the Record Proper Volume may look like this:  

 

Follow the steps below to electronically transmit the record proper to the Court of Appeals or 
Supreme Court.  

15. Navigate to the Documents tab of the case. Right click on the Appeal Index and select 
Modify Document. Modify the Type and Security Group as appropriate. For this 
example, the case is a criminal case so the document type is Criminal Case Document. 

16.  Click Save. 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division                                                                                                                                                                                Updated 8/2022 
   
 

 10 

 

NOTE***The Appeal Volume will remain sealed. 

Note:  The On-line Access Committee (OAC) has voted to leave the Appeal Index 
unsealed so that Secure Odyssey Public Access (SOPA) users will be able to see it.  
They have also voted to seal the record proper because there may be sealed 
documents included in it.  The configuration of the Record Proper functionality 
requires the setting of a document type and security group and so it has been set to 
the Sealed Record Proper Document Type.  This functionality automatically assigns 
the document type and security to both the Appeal Index and the Appeal Volumes 
(record proper).  Court staff will have to modify the document type and security 
group to comply with the policy set by the OAC.  

 

17. Navigate to Create Task in the bottom right-hand portion of the Command Legend and 
select Criminal Case Task. (If transferring a civil case, Civil Case Task will appear) 
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18. Update the Task Description and enter a Due Date if necessary. Make 
sure the box next to ‘Filter queues by case node’ is checked. Use the drop-
down menu and select the appropriate queue (Either the Court of Appeals 
Record Proper or Supreme Court Record Proper queue). Click on Attach 
Documents. 

  

19. The Select Documents window will open. Checkmark the Appeal Index and Appeal 
Volume(s) then Save.  
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20. Enter comments in the Notes section if necessary, then click Send. 

 

(The Court Staff at the Court of Appeals or the Supreme Court will then access the Queue and 
link the documents to their case).   
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21. Navigate to the Events tab and docket 8741 – TRANSMISSION OF RECORD PROPER and 
Save. 

 

22. Right click on the TRANSMISSION OF RECORD PROPER event code and select the menu 
item Relate Documents. 
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23. The Select Documents dialog box will appear. Check the boxes next to the Appeal Index 
and Appeal Volume(s) and Save.  

 


