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COURT / DEPARTMENT / DIVISION 
This procedure is to be used by Magistrate Court staff. 

 
USER 
This procedure is to be used by Magistrate Court staff. 

 
PURPOSE 
This procedure is specifically designed for Magistrate Court staff, utilizing established Google Team 
Drives to receive NMSP (and eventually other LEA’s) electronic citations from TraCS and 
electronically process and create cases and parties in Odyssey. 

Odyssey / TraCS Electronic Citation Process April 2019 
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INTRODUCTION 
This process will explain how NMSP/TraCS citations are received by Magistrate Courts, how 
Odyssey creates electronic cases or in the alternative, populates a Workflow Queue for ‘party 
matching’ and how to confirm citations are received and cases are properly created. 

 
Team Drives have been created for each Magistrate Court location. Currently, these drives will be 
utilized daily by NMSP Admin personnel to upload the citation images. A cover sheet will also be 
included in the drive to serve as a summary for the uploaded citations. Court staff will utilize the Team 
Drive to receive and print the citations. At some point in the future, the electronic citation process will 
include automatically attaching the image of the citation to the electronic case that was created. This 
will be Phase II of the NMSP Electronic Citation Project. 

 
Court staff review of Team Drive; Daily Folders 

Best practices recommendation is to process citations and/or Workflow Queues on a daily basis. 
Note: It will be important for Court Managers to ensure the proper court staff have the ‘rights’ to view, 
download, and print information from the Team Drives. As court users leave employment and new 
staff are hired, the Court Manager will submit a help desk ticket to update users ability to utilize the 
Team Drive for their specific court. 

 
Using Google options OPEN Team Drive for specific court’s NMSP– citation Team Drive. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
(Find the Team Drive for Your Court) 
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∗ Daily folders will display 
∗ Each daily folder will contain citations uploaded since the last reporting period 
∗ Citations in the Team Drive folder will arrive prior to the TraCS cover sheet & Odyssey case 

creation 
∗ TraCS cover sheet is received by email at the court the following day & the Odyssey process is 

initiated 
∗ Follow the process below to verify receipt of citations. 

 
 

∗ Click on the specific date of the file folder located in the Team Drive: 
 
 
 
 
 
 
EXAMPLE: 
Share Folder for 12-17-18; Includes NMSP Cover sheet and 15 Citations: 
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NMSP DAILY COVER SHEET - INCLUDED IN THE TEAM DRIVE 
 

∗ The NMSP Daily Cover Sheet is a summary of all citation images uploaded to the daily folder 
∗ From this example, 15 Citations are included in this Folder; 12 individual cases will be created 

(Three defendants have multiple citations); 
∗ Some of these cases will be electronically created via the Odyssey overnight electronic 

processing method, and the remaining cases will be created via the Odyssey Workflow Queue 
∗ Staff will no longer use citation entry to enter citations into Odyssey* 
∗ Both processes are explained in the process below 

 
Sample: NMSP Daily Cover Sheet (12-17-17) (this cover sheet will also be updated to include a 
column for Summons and NTC – to alert the court users that a criminal summons should be issued or 
a case may need to be manually created) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

∗ There are some citations that will require manual entry at this time.  
• The NMSP cover sheet will also include columns for Summons and NTC (non-traffic citations) 

citations. These citations do not YET meet the criteria for electronic case entry and will 
require manual case entry by court staff.  These citations are electronically uploaded to the 
Court Specific Team Drives to expedite the delivery of validated citations to the court.  

• The end goal is to electronically submit as many validated citations to the court as possible, 
using the Team Drives. Citations for DWI cases or any citations attached to a Criminal 
Complaint will NOT be uploaded / received via the Team Drive, nor flow electronically through 
Odyssey at this time.  

• Citations received from other Law Enforcement Agencies will continue to be manually entered 
by court staff.  
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TraCS Cover Sheet 
 

∗ The TraCS Daily cover sheet is a summary of all citations uploaded from the NMSP TraCS 
software for each court location 

∗ The TraCS cover sheet is normally received by email, early the following morning (approx. 
6:00 AM) for this example; it was received on 12-18-18 

∗ The citations listed on the TraCS cover sheet should be the same citations that were received 
in the NMSP Team Drive the previous day 

∗ For this example, the TraCS cover sheet - indicates 17 Citations; compare to NMSP cover 
sheet received in the Team Drive.  (NOTE: the NMSP Admin cover sheet does not indicate 
any citations for ‘Herrera’ as the TraCS cover sheet does. This indicates the ‘Herrera’ citations 
were NOT electronically uploaded to the Team Drive – they were delivered manually to the 
court – hand delivering citations to the court will become increasingly less frequent) 

∗ Verify the receipt of each citation listed on the TraCS cover sheet. Any inconsistencies 
should be reported to the NMSP District Admin 

∗ Update (3/19/19) the newest version of the TraCS cover sheet will include columns for 
‘Manual Upload’; ‘NTC’; ‘Booked’; and ‘Unable to Sign’  

∗ (In this example, the two highlighted citations for Herrera, were NOT received in the Team 
Drive. This is a RED FLAG for the court staff to research what may have happened with these 
citations. (In this example,  it was discovered these two Citations were hand delivered to the 
court because they were not signed by the defendant (as indicated in the ‘Unable to Sign’. A 
case was then manually created. These types of NTC citations will generally be included in 
the Team Drive for manual processing.) 

 
Sample display of the TraCS E-Mail: 

 
 
Attachment: 
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∗ In this continuing scenario, 12 cases should be created from the 15 citations originally received 
via the Drive 

∗ Five cases, including 5 citations were electronically created in the Odyssey overnight process 
∗ Seven items should display in the Workflow Queue for party matching; creating 7 cases for 

the remaining 10 citations 
∗ Also note; one case was created manually by the court for the 2 ‘Herrera’ citations that were 

hand delivered to the court 
∗ All citations from the Team Drive and the TraCS cover sheet are accounted for 

 
Print Citations from folder in Team Drive: 

 

∗ Citations can be printed individually from the Team Drive: 
o (Double click on the citation and select print) or the folder can be downloaded to the 

user’s hard drive and printed (by right clicking on the daily folder and selecting the 
download option’). If downloaded, the file will be downloaded as a zip file. Once 
downloaded, right click on the file and select Extract All. A prompt will display to Select 
a Destination and Extract File. Select the Browse option to save the file either on the 
Desktop or in a specific file created for citations; select Extract. The NMSP cover sheet 
and citations are displayed. Hold down the Shift key and continuously click on each 
citation; when all are selected, click on Print. (or Click on Edit>Select All>Print) 

 
∗ File stamp each citation, with the date you are processing them. Sort citations into alpha order 

for easier processing 
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Create ECR Report: 
Create, Memorize and Schedule NEW ECR Report ‘AOC – Electronic Citation Project’ 

 

 
 
 
 
 
 
 
 
 
 
 

∗ The ‘Electronic Citation Report’ generates a list of cases that were created in the Odyssey 
overnight process, by agency 

∗ This report can be scheduled to send a report in PDF format to the user’s email and/or create 
a list for use in Odyssey List Manager 

∗ The Odyssey electronic case processing is currently scheduled to run every morning at 6:00 
AM 

∗ This report can be scheduled any time after 6:00 AM, set up to email the user so it will be 
available first thing in the morning 

∗ The report will provide the user with all of the cases created in the overnight process that was 
just completed 

∗ Any cases created from the Odyssey workflow queue will not be included in this report 
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Job Processing Note: 
When cases are created early in the day – from the electronic process and from the E-Citation 
workflow queue; another automatic ‘behind the scenes’ job is scheduled to run every day at 11:00 
AM. This job will ensure automatic docketing of the Opening Events (1000) and the Count (1-7) 
Citation Events and/or Additional Citation (5890-5897) to each case. 
The job will first check to determine IF the events have been docketed to the case. If they have not 
been docketed, the job WILL automatically docket the events to the case. If the events have already 
been docketed to the case, the job WILL NOT docket any events to the case. This process should 
eliminate the possibility of any double docketing, while providing the option for an electronic process. 

 
Below are the parameters to generate the PDF version of the ‘Mag – Electronic Cases Created from 
LEA Update’ 

 
 
(Note: Use ‘Y’ & ‘T’ in the Start and End Date fields for this report – this is a ‘Sample setup’) 
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Select Schedule: 
∗ Start Date = t 
∗ Time = select any time after 6:00 AM and before 8:00 AM (if you want the report waiting in your 

In Box) 
∗ Comment = Description of Report 
∗ Select the Job Recurrence Arrows 

 
 
 
 
 
 
 
 
 
 
 
 

From Add Job Recurrence 
∗ Start Time should display 
∗ Select Daily - Radio Button 
∗ Every 1 Day - Radio Button 
∗ Start date should be filled 
∗ No End date - Radio Button should be selected 
∗ Run recurring job as configured - Radio Button should be selected 
∗ Select SAVE 
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E- mail options Display 
• Email report to yourself 
• CC copy to appropriate staff, if applicable 
• Add Comment: (same as earlier) 'Roswell (Use your location) NMSP Electronic Cases Created 

in Overnight Odyssey Process' 
• Check mark the 'Attach Any Files Generated by Job' option 
• Select Finish 

 
 
 
 
 
 
 
 
Sample copy of Generated Report ‘Mag-Electronic Cases Created from LEA Upload’ 

 
 
 
 
 
 
 
 
 
 

• Verify this information against the TraCS cover sheet 
• Manually write the Odyssey case number on the related, printed citations 
• Cases created by the electronic process, are configured to automatically docket the Opening 

Event and Citation Event(s): 
o TR Cases – 1000 OPN: Citation Filed 
o MR Cases – 1000 OPN: Citation Filed 
o 5890-5896 Count (1-7) Citation and (5897) Additional Citation (if applicable) 

• All citation information has been electronically entered into the cases created by the Odyssey 
overnight process 
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Proceed to the E-Citation Workflow Queue 
 

Navigate to the E-Citation Workflow Queue: 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The remaining 7 cases are in the E-Citation Workflow Queue ready for specific party matching 
o The electronic process in Odyssey was unsure of a party match and created entries in 

the Workflow Queue to be manually matched by court staff. By accepting or rejecting 
these entries, parties will be manually matched and new cases created or rejected 

• Select Start to ‘work’ cases in the queue (these entries will NOT appear in alpha order). 
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ODYSSEY WORKFLOW QUEUE: 
• Select START, the first entry displays 
• Click on the first entry 
• Confirm receipt of this citation using the citations printed from the Team Drive. (In this 

example, the defendant has two citations) 
• Use the scroll bar at the right to scroll down for more information on the citations issued. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Copy of first citation for defendant (Harral) - received in the Team Drive) 
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Scrolling down through the ‘Electronic File Information’, the second citation is displayed and matched 
to the copy of the citation received from the Team Drive. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(Copy of second citation for defendant (Harral) - received from the Team Drive) 
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When citations are confirmed, ensure the Accept radio button is selected 
Select Next 

 
 
 
 

 
 
 
 
 
 
 
 
Possible party matches are displayed: 

 
 
When the 
Party is 
matched – 
confirm the 
current known 
address is the 
same address 
as listed on 
the citation(s). 
If the address 
has changed 
it can be 
updated using 
List Manager 
at the end of 
this process. 

 
NOTE: 
Selecting 
the ‘SKIP’ 
option, 
changes 
the status 
of the filing 
to Pending 



SOP Electronic Citation Process – Odyssey –TraCS Process      v1.1 April 2019
  Page 16 
 

• Using the same process of currently matching parties, select the one (1) possible match or 
select the yellow hyperlink to ‘Add as a new party’ 

o ‘Party Mismatches’ are the same types of party matching errors encountered in the 
manual process. Odyssey displays a list of possible party matches, based on the 
information received from the citation. The possible match party can be selected by the 
user, if the personal identifying information matches, or a new party can be created. In 
this example, the possible match displayed was selected. 

• Once the party is matched, or a new party created, a new case is created and displayed: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the party is matched, and upon Save; NEW case is created and displayed: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Manually write the Odyssey case number on the printed copies of the citations 
• Select DONE; Next Citation automatically displays for verification 
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Continue matching and/or creating new parties to create new cases in Odyssey by clicking on the 
next entry 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• When all parties in the E-Citation Workflow Queue have been matched, proceed to List 
Manager to create a List of ALL cases created for the specific date. 
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HELPFUL HINTS when working Cases in the E-Citation Workflow Queue: 
 
Rejecting Entries: 
The following are the current ‘Electronic File REJECT Reasons’: 

DEFAPP – Defendant appeared/manually entered/ electronic duplicate 
DEFBOOK – Defendant arrested / manually entered / booked not checked 
EXIST – Known to belong to existing case 
LEADUP – LEA duplicate(s); new citations(s) issued 

 
Entries in the Workflow Queue can be ‘Rejected’ for the following reasons. 
Electronic File Reject Reason - definitions 

 
1. Defendant Appeared / Manually entered / electronic duplicate 

This should be avoided if possible.  If a citation received from the Team Drive is manually entered, 
it is also likely to have a case that was electronically created, resulting in two cases created for the 
same defendant/charge/citation.  If this happens, one case would need to be manually deleted. 

 
2. Defendant Arrested / Manually Entered / Booked not Checked 

Used when a citation was uploaded to the Team Drive and received on the TraCS cover sheet; 
but does not currently meet the requirements to electronically create a case in Odyssey. For 
example, a citation that is associated with a DWI citation / case. 

 
3. Known to Belong to Existing Case 

May be the most utilized reject reason. 
It is possible, additional citation(s) could display in the Workflow Queue for cases that were 
electronically created in the Odyssey overnight process. 
If this occurs, confirm the citations for the Defendant against the TraCS cover sheet, if the 
Defendant has additional or multiple charges that are included in the Workflow Queue, the item in 
the queue would be ‘Rejected’ as to not create an additional case. 
The ‘Reason’ code ‘Known to belong to existing case’ would be entered; as the additional citation 
should be attached to the existing case and NOT create a new case. 
Enter the existing case number in the mandatory Comment field for cross reference. 

 
4. LEA duplicate(s); New Citations(s) Issued 

Used when NMSP issued citations to replace previously issued citations. 
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LIST MANAGER: CREATE LIST IN LIST MANAGER FOR ALL CASES CREATED FOR SPECIFIC DATE: 
 

• Create a new list using List Manager for ALL cases created for specific date. 
o Select Perform Query 
o Select Cases 
o Select Location = local court 
o Case Category = Criminal 
o Case Types = Misdemeanor (Mag); Traffic 
o Users: IntegrationAdmin and select court user(s) that worked the Workflow Queue to 

create new cases 
o Date: Enter specific date 

• MEMORIZE report: for example: ALL TR-MR Cases Created by IntegrationAdmin AND Users 
• RECALL – report for next use 
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Sample of generated list for User: IntegrationAdmin AND Users: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13 New Cases Created 

 
• Review the generated list from List Manager. Compare list against the TraCS and NMSP cover 

sheets to confirm receipt and entry of ALL cases/citations 
• In this example, the case for ‘Herrera’ that was created manually by the court is included. 
• The List Manager list may contain other cases that were created in the normal court process. If 

so, delete those cases from the List Manager list (right click on that row and delete). Review 
Total Results on List Manager compare totals to cover sheets. 

• Make note of any exceptions that need further review. 
• Use the confirmed list in List Manager to review cases and docket/scan/print shown below. 
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LIST MANAGER: 

• Using the same list in List Manager: 
o click into each case; navigate to the Events Tab; select the Count (1-7) Citation or 

Additional Citation Event; right click on the event 
o select Scan Document; and scan the related citation to the event 
o Note: Ensure citation(s) are scanned to the related event(s) in the same order as they 

appear in the Charges Tab. 
• While in case, confirm charges, party address, events, images, and officer info, etc. Enter 

updates / changes as necessary.  (Pay special attention to party address information) 
• Continue until all citations are scanned to the related case events 

 
• Sample of Docketed Event with scanned image of citation: 
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LIST MANAGER: 
• Use the same list in List Manager; Perform Action; Print Case Forms 

o Note: Adjust list as necessary to print forms for Traffic Packet or Misdemeanor Packet 
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REMINDER: In the following instances Odyssey will NOT create an electronic case: 
1. Any citations in a Traffic stop in which the citee is booked 
2. Any citations in a Traffic stop in which one or more citations, for the same citee is marked as 

NTC (Non-Traffic Citation) 
• These types of citations WILL be uploaded to the Court Team Drive, and they may also appear on 

the TraCS cover sheet with an indication of NTC and/or Manual Upload 
• Cases for these types of citations will require manual entry (case initiation, docketing, scanning) in 

Odyssey 
__________________________________________________________________________________ 
 
 
 
Team Drive Organization: 
 

1. At this time, it has been determined not to delete any folders from the Team Drive 
2. When the processing for the DAILY folder is complete, simply move the DAILY folder to the 

appropriate PROCESSED,  MONTHLY file folder.  The PROCESSED file folder in each drive, 
contains the completed monthly file folders.  

3.  
• Right click on the DAILY folder 

 

 
 

• Select ‘Move To’ 

 
 

• Find the PROCESSED folder, and click on the right arrow that is displayed 
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• Select the appropriate month to store the DAILY file; click on the folder for the 

corresponding month, and select ‘Move Here’ 

 
 

• The PROCESSED folder will contain ALL the MONTHLY file folders, as shown below 

   
 
 
 
     3. To CREATE a NEW MONTHLY folder, within the PROCESSED folder: 

 
• Click on the PROCESSED folder 

 
 

• At the top, left of the page click on NEW; select Folder 

  
 

• Select Folder 
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• New Folder option will display 

 
 
 
 

• Enter the name of the new folder and select Create 

 
 

• New folder is displayed within the PROCESSED folder 
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QUICK REFERENCE GUIDE – NMSP ELECTRONIC CITATIONS PROCESS: 
 

1. TEAM DRIVE: Citations and NMSP cover sheet received in date specific folder 
2. TRACS COVER SHEET: The following morning, TraCS cover sheet received by email 
3. CONFIRM: entries on TraCS cover sheet are same as NMSP cover sheet, and all citations 

have been received in the Team Drive. 
a. Any exceptions contact NMSP Admin for information 
b. NTC, Criminal Summons, Unable to Sign citations also included in Drive – User to 

manually create Odyssey case 
4. PRINT CITATIONS: from Team Drive or Download 

a. Print, file stamp, organize by Alpha – Defendant Last Name 
5. ECR REPORT: Review emailed ECR Report ‘MAG-Electronic Cases Created from LEA 

Upload’ 
a. List of cases created electronically by Odyssey overnight process 
b. Verify cases against TraCS cover sheet 
c. Manually enter Odyssey case number on applicable citations 

6. ODYSSEY WORKFLOW QUEUE: Proceed to E-Citation Workflow Queue for ‘party mismatch’ 
cases – all remaining cases NOT created in the Odyssey overnight process 

a. Select Start 
b. Review entries 
c. Accept – review citation/charge information, select from options or create new case 

party; NEW CASE is created in Odyssey and displayed; manually enter case 
number on citation. If multiple entries for same defendant – reject multiples. Create 
only one NEW CASE per party. Exceptions of multiple stops on same day may 
apply 

d. Reject – reject entries if cases have already been created for charges or are multiple 
entries; select reject reason and enter mandatory comment or associated case 
number 

7. LIST MANAGER: Create List in List Manager (or Recall from Memorized List) for ALL cases 
created for specific date 

a. User ID = IntegrationAdmin and the court user who worked the Workflow Queue 
b. Enter specific date of cases created 
c. Sort List by Defendant Name 
d. Compare to TraCS and NMSP cover sheets and Citations printed from Team Drive 

to ensure all cases have been successfully created in Odyssey 
e. Using list created, click into each case and scan and attach citation to the Citation 

Events – IN ORDER as charges appear on case 
f. Confirm all cases have correct charges entered, docketed events, attached image of 

citation(s) and correct party and officer information 
g. Using List - Print Case Forms 

8. TEAM DRIVE: Move specific date folder in Team Drive to ‘PROCESSED’ file. DO NOT 
DELETE any files from the Team Drive. 
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