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Juvenile Arrest Warrant Process 

COURT / DEPARTMENT / DIVISION 

This procedure is to be used by District Courts. 

USER 

This procedure is to be used by the District Court Clerks’ Office. 

PURPOSE 

This procedure is to be used by District Court staff when an Affidavit for Juvenile Arrest Warrant 
and a signed Juvenile Arrest Warrant are filed with the court.   

NAVIGATION 

Case Manager 

STEPS 

This procedure is to be used when the District Court receives an Affidavit for Juvenile 
Arrest Warrant for a juvenile.  No charging document is being filed at this time and there is 
no case to hold the warrant. 
 
The Clerks’ Office will initiate a new case of the type Administrative: Juvenile Criminal 
Miscellaneous which has the security group “Non-Case” automatically applied and then 
create the warrant by following these steps. 
 

1. An Affidavit for Juvenile Arrest Warrant and signed Arrest Warrant are filed by 
law enforcement 

2. Click Add a Case or Add a Case Classic 
3. Click on Criminal 
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4. Click on the case type Administrative: Juvenile Criminal Miscellaneous. 

 
5. The Add a New Case dialog will display. 
6. The Detail tab will default the necessary data. 
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7. Navigate to the Parties tab and add the Child party. 

 
 
8. Search for existing party records for the respondent using the identifiers 

provided in the arrest warrant. Create a new party record ONLY if there is no 
existing record for the respondent.  

 
 



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Created 9/2018 
  

Approved by Odyssey Judges’ User Group, September 2018 

9. Navigate to the Charges and add a charge of ARWAR - Arrest Warrant 

 
 

10. Save the case. 
  



State of New Mexico Administrative Office of the Courts               Standard Operating Procedures 
Judicial Information Division  Created 9/2018 
  

Approved by Odyssey Judges’ User Group, September 2018 

 
  

11. Pull up the case by clicking the Edit Case quick link. 

 
 

12. Navigate to the Events tab and docket event 1542 OPN: Juvenile Arrest Warrant 
Affidavit should be auto docketed on the case.
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13. Navigate to the Warrants tab and create the warrant record. 

 

 
14. Scan the warrant to the event WAR: Juvenile Arrest Warrant Issued. 
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15. If the child is arrested cancel the warrant with a warrant status of Warrant 
Quashed on Booking Notice. 

 
 
16. The child will not always be arrested.  If the child is not arrested the DA may file 

a petition and an Order Quashing Warrant.  When this happens, use the petition 
to open a new JR case.  Initiate the JR Case.  Relate the JR Case and the JA Case 
using a reason of same party. 

17. Pull up the JA case. 
18. Docket the Order to Quash Warrant using event code 8284 ORD: TO QUASH. 
19. Scan the order onto the event.  
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20. Navigate to the Warrants tab and enter a warrant status of Warrant Quashed. 

 
 

NOTE:  The next steps are to be performed whether the warrant is made inactive due to 
an arrest or an order quashing. 
 

21. Navigate to the Detail tab of the case and update the Case status back to Inactive. 

 
 

22. Navigate to the Disposition tab.   
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23. Enter a disposition code of Dismissed - Arrest Warrant on the Arrest Warrant 
charge. 

 
 
24. Use the Case Close button to docket a closing event of 3500 CLS: Administrative 

Close. 
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25. The Case Summary should look like this. 

 
 

 


