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General Civil Case initiation

COURT / DEPARTMENT / DIVISION
Magistrate and Metro Court

USER
Court personnel

PURPOSE
To initiate of a General Civil Case

NAVIGATION
Case Manager/Add a Case Classic

STEPS

1. Access the Case Manager Home Page
a. Select Add a Case Classic from top or left navigation bar

Eile View Tools Centers Developer Help

- cafenamarg a

~¢*. odyssey LB g |

éases ﬂaﬁ'ants Bénds Parties

Case Manager Home
myOdyssey q k I k

o s o UICK IINKS

e * Find a Case * Add a Case » Add a Case Classic * Copy a Case
court administration
‘ Go here to schedule hearings, generate notices, and prepare calendars.

Find a Ctation fees & finances

Add a Case a Go here to assess fees, take payments, post financial corrections and
q Add a Case Classic disburse monies collected by your office.

Add 3 Cration = forms & documents
Protectio ders et Go here to create and update form templates.

Find a Pr Thon

Add a Protection Order :
Court Administration ~ ~ N re po rtl n g

View Calendar u Go here to produce reports of the various functions of your office

b. Select the appropriate location/node
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[0 Colfax County Magistrate Court in Raton

O Colfax County Magistrate Court in Springer
Curry County Magistrate Court in Clovis

DeBaca County Magistrate Court in Fort Sumner

Dona Ana County Magistrate Court in Anthony
0 Dona Ana County Magistrate Court in Hatch

Dona Ana County Magistrate Couwrt in Las Cruces

[0 Eddy County Magistrate Court in Artesia

Updated

c. Onthe Add a New Case screen, select Civil, then for Case Category on the right select

the General Civil

Dona Ana County Magistrate Court in
Las Cruces
Criminal

O Administrative: Erroneous Tax Intercept

a Administrative: Juvenile Detention
Hearings

0 Administrative: Miscellaneous

O Administrative: Other Jurisdictional Bail
Q Forcible Detainer

& General Civil

QO Interpleader

Q Landlord Tenant

O Livestock

O Mabile Home Park

2. Review Detail tab

a. The Add a New Case page is displayed. The Detail tab defaults/the style may need to be
modified so that the parties reflect what is shown on the complaint that was filed. The
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application data will be automatically populated, verify the case filing date and modify the
date per the petltlon or complamt if not the current date

Type General Cvi
5.?;' Case Type |General Conl [v]
: Stpe| v
e e ]
d “;
mm m t—
PppearBy | 'B g
G o Systom Assigned [ s e
s 1o oa Coury gt Cout
o Apred [ i s |
Judesl Offcer System Assigned [ Manual Fattsodbatdines:
[ treats Motice for Judicial Oficas
|
omersoned | [
crags )
Type | _!:

3. Review Parties tab
a. Select Parties tab at the top of the Add a New Case screen, right-click on the

Plaintiff, then cI|ck Add Plalntlff
uddaumcase N 2

b. On the Add Party Connection screen confirm that the party is not already in
Odyssey by clicking on the magnifying glass next to the Party field
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¥ Add a New Case
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c. Onthe Find a Party screen, enter the last and first name of the Plaintiff, then

click Search
7 /' o —
S 74
Type General Civi x
s comvecron e +) | ... ... "

[ related Parkias tsau

T ==

Plaintitt

 Deandant Search by Party Information M Use Soundex
(®) person () Nickname () Business
Last Hame |Cruces
First & Middle | Agapito]

Date of Bith (7%) peath (%)
Driver’s License ¥
Person ID

Best Practice: It is a best practice to first search for a party name to see if
name is already in Odyssey to avoid duplicates; this can be done by clicking
on the magnifying glass to the right of the party field.

d. If the party, the Plaintiff in this case, does not exist, the Party Search Results will

show as ‘No Match found’. Select Add Party.
- hd_cl a N
Detad

Party Search Results | No Data Returned

Type Generd
Group By Cory 3 ¥

m[ N
m upiAssociate

Plaintiff
Defendant

No Match Found

e. If the party is new, add all party information that is in the filing document,
include the physical and correspondence addresses. Do not omit any personal
identifying information that is available.

f. Click Save, then Continue
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reloper Help

T Ad(‘ a Maiu Nara

Add A New Plantiff

e Woeserpor |

coups @ Pesn O Nekrame () Busness Date of Bith :@ DateofDeath | ™%
e | v Gender Rce| v
P ey | U

E
IJUE H

m:l

Driver's License | State | |v)

SocnlSamrhr—|
s
() Standard U.S. () Standard U.S. with Attn. (6) Non-Standard US, () Foreign  Home | fee| |
tne 1 [P.0.Box0 | work | lee| |
lne2 | | Fax | et |
Lne3 | | Cell | et |
Cty]LasCmces |Sute |NM |"| 7P Code

Type General Civil
Group By [Connecﬁun Type :v] e F

@) Configured Types (O All Types

[ IRelated parties view

Farty & Attorney Information Connection [Plaintiff [*] Add Party Add Group/Associate
| Plaintiff @ party () Participant
| Defendant party [Cruces Agapite |9 | new
Added [07/05/2016 (7%
Reason l']
G t | &%
Add Next Continue Exit

g. The Add a New Case Screen will now have the Plaintiff’s name appear
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Type General Ovil

Group By | Connaction Typa L
|| wlbated Parties View

Show | Active ParbesParbopants LA

od Farty Add Afamay Al G pupEas SO0 ate

h. Next add the Defendant by following the same steps as the Plaintiff
Right click on Defendant to add defendant to the case
Always search for the defendant’s name before adding a new one, this can
be done by clicking on the magnifying glass to the right of the party field.
If the party is new, add all party information that is in the filing document,
include the physical and correspondence addresses. Do not omit any
personal identifying information that is available.
If the plaintiff is represented by an attorney, click on Add Attorney

On the Add an Attorney screen select the plaintiff associated with the party,
and search for the attorney by clicking on the magnifying glass, then enter

last and first name of attorney, select Search

QAddaNeﬁCa

\' \\

Causes

~ o mes

Type General Civi

Group By Connection Type |
[_] Related Parties View

Party & Attorney Information

| Plnirlh'f_l
| Defendant Gtomey
Type
Added
Removed
Reason
Comment

Add an Attorney
party Cruces, Agapito

[ ] Mark Pra Se

| |9,
| Iv]
[] Appointed [ Pubkc Defender
O
(2 _
2

Add Aftomey Add Grgup/Associate
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Type General Cvi

Group By Connection Type |¥
[ JRelated Parties View

ctive Parties/Participants v

KA mm Abbnemas

X
. idAftomey  Add GrouplAssociate
Find Attorney g

Party & Attorney Information

 Plainif
[
far Number | |
Search By Name B Use Soundex
® person () Nickname () Business
Last Jame |Herrera !

Frst & Mddle Samuel

Search Clear Exit

Continue

Party Search Results | Records 1 - 1 of 1

Herrera, Samuel M. B Pisbier O0¢4 Sk fActie
The Herrera Firm PC Work 575-751-0417 herrerafrm@awestoffice.net !‘_|
1113 Calle Visariagas Fax 575-751-1687
El Prado, NM 87529

|- ]. - Next - Refine - Search - Exit --_\dd Farty .W

i. Click on the attorney’s name; his/her name will populate the Add Attorney
screen, then select Continue
j. For Type, elect the type of attorney, then click Save
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(Connection Type |
..

Party & Attorney Information

7/5/2016 12:30pm

k. If the Defendant is represented by an attorney, click on Add Attorney, and
follow the same steps as instructed when adding the attorney for the plaintiff,
but select defendant associated with the party

i. For Type, select the type of attorney, then click Save
ii. If noattorney is added the party is assumed to be self-represented

3. Review Causes tab
a. For Causes, select a Cause Code

¥ Add a New Case

Cause of Action Detail

4, Save Case

10
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a. After all of the required information is entered, the case can be saved
b. To save the case: Click the Save or (ALT=S) on the title bar
5. Process Payment
a. When the case is saved the Add a payment screen will be displayed.
b. Under the Transaction Detail section, select the type of payment received
and the amount to be applied should default in.

N M o

® Add 4 ~ ' T Bt T
e ——T—

wcosgill Tansactonvetal _—— Jrenceretat ____________
I

m Recept = System Assigned [JManual ~ Method |
e 7 e I N E—
ction
o Amount to be Appled
use
> (®) Case Party () Non Case Party [ Add Additional Tender
e . | 2 LeCiions : |
| Payor | |=l| Address | TEE Sand
Til [14 Elaine Martinez Till | Balance 77.00 Tendered 0.00
Coment  y  AmtAppled I7.00-  Appled 17.00-
: e New Balance 0.00 Due 77.00
| Add Cau T
L=Si8SE N Transaction Balances B Use Manual Distribution
S Cruces, Agapito 77.00
M-14-CV-2016-00856 77.00
@ = 07/05/2016 Cwi Fiing Fee - Magistrate 77.00
Totals for this Transaction

c. Select Case Party if party from case is making a payment
d. Click on magnifying glass to search for Payer; list will be displayed, select
name and verify mailing address is correct

G odyssey IS I

-

Type G2
Case Manager Home Recept ¢ System Assigned [Manal  Hethod v
myOdyssey T pate (070572016 |72 Tpe [Courter Paymely]  Amoust ] =
Temp Launch A Amount to be Aggied
Searches v Desct :

Find 3 Case
i

- | rencer
Specify Receipt Mailing Address ”

th Herrera Firm PG
1113 Cale Visariagas
El Prado, M B7529

Add 2 Case For Party | Fee

4 Cruces, Agapto | Sortrwe i Est | 72.00
Add a Case Classc M-14-CV-2016-D0856 77.00
Add a Citabn B © 07/0572016 Ov Fing Fee - Magstrate 77.00

Protecton Orders v

4 b el
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Under the Tender Detail section select the method of payment from the
drop down; if it is a check or a money order include reference number (check
number).

eloper Help

Add a Payment

sl Transaction Detail Tender Detail

Type Gd

= Recept # System Assigned [IManual ~ Method |:E| |
Date [07/05/2016 Type [Counter Payme]v|  Amount

Action
, Amount to be Appled Check
use
Interest
Descl © Case Pty Oton Case Parjq% Online E-Payment 4
Payor |Henera, Samuel M. || Address | e T
Til {14 Elaine Martinez Till |l Balance 7100 Tendered 0.00
m Comment ‘o y  AmtAppled 17.00-  Appled 17.00-
: 7k New Balance 0.00 Due 77.00
\m Transaction Balances B Use Manual Distribution Show Distribution ~ *
For Party | Fee Balance
‘3 Cruces, Agapito 77.00
M-14-CV-2016-00856 77.00
07/05/2016 Civil Fiing Fee - Magistrate 77.00

Totals for this Transaction 77.00

Save/Print m

Then enter the amount received from the payer
Click Save and Print button and give payer copy of receipt

Eide View Tools Centers [eveloper Help

Case Manager Home Fecept # System Assigned I Manual Method |Cash
myOdyssey Date [07/05/2016 |(™%) Type [Counter Paymelv] Amount E 77.00]
Temp Launch Amount to be Appled
Saarchies - (] ® Case Party. O Non Case Party i . : — "
Td |14 Elaine Maninez Till a) Balnce TT.00 Tendered 0.00
| remea (IS Ty AmApkd 7190 Awed 700
MNew Balance 0.00 Due 77.00
Find a Citation Transaction Balances I Use Manual Drstribution

View Calendar

Add a Case For Party / Fee Balance
=] Cruces, Agapito 77.00

Add a Case Classic M-14-CV-2016-00856 e
Add a Cation B = 07/05/2016 Cvi Filng Fee - Magistrate 77.00
Protection Orders hd

Find a Protection Order

Add a Protection Order
Court Adminstraton
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= Add a Payment _
m m_
Recept = System Assigned LI Manual Method |Cros! _,
KX " e ] e Amount f—

Amount to be Applied

(@) Case Party () Moo Case Darty |

Transaction Balances

For Party / Fee

Cruces, Agapito
M-14-CV-2016-00856

E 07/05/2016 Civi Filing Fee - Magistrate I 77.00
Totals for this Transaction

h. The case number is automatically generated and displayed and Judge is
automatically assigned
i. Click Edit Case on the Case Filed screen to generate the C|V|I summons

M-14-CV-2016-00856
civil
B @ ’ Add Eees
pesapton | eneral O K
- Filed On 07/05/2016 Print Labe
Fied By [P
(LU TR T Agapito Cruces, Plaintif(s) v. Adronico Cruces, Defendant(s) add another case
‘ _‘ » Same Type
Add Cause | b e Pty
» New Type

assignment

Dona Ana County Magistrate Court in Las Cruces
Jacquez, Richard M.

— mm

j- Click the Forms button to generate the Civil Summons and Answer packet

13
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 M-14-CV-2016-00856

Agapito Cruces, Plaintiff(s) v. Adronico Cruces, Defendant
(s)
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P

Status
Fied

Type
Court Unit

Judicial Officer
Hearing Officer
Financial Balance

Cause [isp
Pending
07/05/2016
General Civil

Dona Ana County Magistrate
Court in Las Cruces

Jacquez, Richard M.

0.00

bt
es | Deposiion 1P}

Qo

1. Debt and Money Due Action 07/05/2016
Most Recent Events & Heanngs time standards
07/05/2016 OPN: GENERAL CIVIL COMPLAINT FILED
case file
Clerks' Office
flags & actions due

7/5/2016 12:37pm (S
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