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Failure to Appear in Court Warrants

COURT / DEPARTMENT / DIVISION

This procedure is to be used by District Court, Magistrate Court and Metropolitan Court staff
when creating a warrant in Odyssey.

USER

All court staff with rights to create warrants.

INTRODUCTION

This SOP will cover the process for issuing manual or automated Failure to Appear in Court
(FTA) Bench Warrants. Some District and Magistrate courts submit automated warrants
(warrants that are submitted electronically through Odyssey) to the Department of Public
Safety (DPS) so throughout this SOP, additional instructions for automated warrants will be
notated in purple. If warrants are not submitted electronically to DPS, users may ignore the
instructions in purple.

This SOP instructs users on how to create warrants through the warrants tab. Some District
Courts receive warrants through File & Serve and/or the warrant is created and submitted by
the District Attorney’s Office. For those courts, users will need to verify and/or enter
information from the warrant into the Parties tab, Warrants tab and ensure that warrant
documents are related to both the event codes and warrant tab.

PURPOSE

When a party fails to appear for a court hearing in front of a judge, or fails to appear on a
criminal summons, and Failure to Appear (FTA) in Court Warrant is ordered by the judge. FTA
Warrants should not be used when a party fails to report to:

e aspecialty court,

e the probation office,

e tojail to serve time,

e Pretrial Services, or

o fails to appear for a Failure to Pay Summons.

RELEVANT DATA STANDARDS

General \ Case Specific

1.7.0 Forms 2.0.0 Adult Criminal Data Standards
1.14.0 Reports

1.15.0 Scanning
1.16.0 Service

1.17.0 Time Standards
1.18.0 Warrants
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BASIC INFORMATION ON FAILURE TO APPEAR (FTA) WARRANTS:

FTA Warrants created in Odyssey must follow specific guidelines in order to show the correct
event codes and reflect when a party fails to appear for a court hearing or fails to appear upon
a criminal summons. FTA Warrants are entered through the Warrants tab or through the
Hearings/Courtroom Minutes tab. FTA Warrants are tracked through the Warrants tab using
the correct Status or disposition of the warrant. (See definitions under DISPOSING OF AN FTA
WARRANT).

NAVIGATION
Odyssey Case Manager

STEPS

1. RESULT HEARING
In the Courtroom Minutes screen, result the hearing as “Failure to Appear — Defendant”

A OX
Courtroom Minutes for Case # M-12-DR-2022-00033
State of New Mexico v. Billy T Kid Financial Balance 891.00
Type DWI Misdemeanor No Collection Status
Defendant Info Add Journal
Type ‘Plea & Disposition Hearir{"| Result Failure to Appear - Im Parties Present | Multiple =
Start End Dur Commenced and Continued = ﬁ\\/

Resource Held
Judge Hall, Buddy J. v Probation Continued
; Probation Revoked Warrants
Courtroom Curry County Magistrate | ¥ prghation Terminated e —
Court Clerk Alvarez, Juliana ¥ Settled/Plea Before Hearing or Trial

Settled/Plea During Hearing or Trial Yy
Add Bond Setting

Bonds Add Attorney Modify Attorney
Interim Conditions History Exhibits
Save/Copy Save Exit Forms i

2. VERIFY DEFENDANT’S PARTY IDENTIFIERS

A. Click on “Parties” tab

B. Click on the Party name to access the Case Party record

C. Click on the Party’s name again to access the Global Party record. Update the name
and/or personal identifiers

D. Click on “Save” or “Exit” to go back to the Case Party record
Make sure changes to the address, DOB, SSN or DL number have been ‘pinned’

F. Click on “Continue.” (If changes were made, save the case before continuing)

NOTE** It is imperative that all available party information shall be entered into the global
party record. If Race and Hair color are not known, ‘Unavailable’ and/or ‘Unknown or Bald.’
must be entered.
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F suvvar DETA o PARTIES RGES
M-12-DR-2022-00033
State of New Mexico v. Billy T Kid
Type DWI Misdemeanor
Group By [Connection Type  |¥ sho
[Relsted Parties View
Add P
Defendant o KI0. Billv T *Harmo
DOB: 04/09/1978 Age: 44Y 10M
Plaintit Stale of New Wexico *Hone|
F X
Modify Case Party Detais Case Party !
I:me odify Case Party Detals E
| Modifv Par Global Party
Kid. Bi R
id, Billy T Party Correspondence Address | . coueen DTN EVPLOTENT | RELATONSHIPS N
#5 Lincoln Ra -
[ Party in Jail
Addr [] Hon-Editable
style
Styte Fingerprint| Data Sheet
[ Do Not Send Motice E-mail Address Kid, Billy T ‘ Date of Death &
Always Se . regulators@gmail.com
[ Aways Send Notice o gulators @g Gender [Male ¥ Race [Unavailable |
[ pisplay as Restricted Party in Public . Update identifiers Ethnicity
Sasnors Heght [6_fr. [0_n Hair |Unknawn or Bald |7
/
Type Defendant  Social securtty ! weght [175 Eves [Brown v
Added  04/07/2022 444-55-3333
D e
NM 123456789 [ 0410911978 | [nm 123458789 | [444-55-3333 |
|
#5 Lincoln Rd G | cel:  s75-222-2222 |
* H Tye C.
armon. Lye Portales, NM 88130 =
0 Continue Exit ‘regulatnrs@gmail.:nm @‘
11082796
Person D 5268885 9 Save Exit arty 192796

3. CREATING AN FTA WARRANT

A. Navigate to the “Warrants” tab.

B. Click on “+” to add a warrant

C. Select the Type “Failure to Appear in Court Warrant”

D. Select the name of the judge that ordered the warrant

E. Click “+” to add Conditions

F. Select “Failure to appear in court as ordered”

G. Select “Add Next” to add the additional required conditions: bond condition (and
amount if applicable), and an extradition condition (More conditions may be added
but the 3 listed above are required)

H. Select “Continue” when all Conditions have been added

Warrant Type Bond Condition | Bond Amount Extradition FTA Condition
Condition

Failure to Required Required if applicable | Required Required

Appear in Court to the type of bond

Warrant ordered

EXTRADITION CONDITIONS (for District and Mag Courts only):

THIS WARRANT MAY BE EXECUTED WITHIN THE CITY
THIS WARRANT MAY BE EXECUTED WITHIN THE COUNTY
THIS WARRANT MAY BE EXECUTED WITHIN THE STATE
THIS WARRANT MAY BE EXECUTED IN NEW MEXICO AND SURROUNDING STATES
THIS WARRANT MAY BE EXECUTED ANYWHERE WITHIN THE CONTINENTAL US
THIS WARRANT MAY BE EXECUTED IN ANY JURISDICTION
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WARRANT EXTRADITION LIMITATION TO BE SELECTED BY JUDGE*** (choosing this option will
leave checkboxes for the judge to select the appropriate extradition condition):

The State will extradite the defendant from:

[ JAnywhere [ JAnywhere in the continental United States [ ]JAny contiguous State [ JWithin New
Mexico [ ]Within the County [ ]JWithin the City

***0Once the judge selects the extradition, the clerk must go back into the conditions in the
warrants tab and chose the corresponding extradition condition.

SUMMARY DETAIL PARTIES CHARGES EVENTS SERVICE HEARINGS CONDITIONS NOTES DISPOSITION TIME STDS FINANCIAL ~ PROT. :0 WARRANTS [
M-12-DR-2022-00033

State of New Mexico v. Billy T Kid

Inactive
Type DWI Misdemeanor
paty fad BiyT ] [ show Deleted items &

B G

No warrants exist for the party associated with this case

# B %X 5 newwarrant.
Add A New Warrant

#  DETAIL STATUS SERVICE NARRATIVE NOTES WITNESS
 Kid, Billy T Failure te Appearin ¢

Wale DOB: 0470811876 DL: NM-123456789 SSN: 444553333
oln Rd,Portales, NI 83130

Vyarrant # [M-12-DR-2022-00033- 2 Issued 02/21/2023
Type [Failure to Appear In Court ¥ Served Unserved
dminstracve Owner [Curry County Magistiate Courtin &) Expires o] Fx
Tssuing Judge [Hal, Buddy J. Iv Cases [M-12-DR-2022-00033 B Add Conditions
View History
Affiant a Condition [Failure to appear in court as ord X]¥]
) Failure to appear in court as ordered
Vol Page # Pages Failure to Comply w/ Specialty Court - Failure to Comply with Specialty Co
Failure to comply with conditions of probation
& Failure to comply with conditions of release
Failure to pay fines or costs
| Failure to Report to Jail / Correctional Facility
Hold without Bond
Code  Off Date Offense Deg Fine Bond Order Default Text | ypar
(%) M-12-DR-2022-00033 \ % % |Previous conditions of release should be revoked
4200 04/06/2022 (D) 1. bW Driving While Under the Influence of Liquor (I M Projected Fine if Guifty
Current Balance on Casef(s) $791.00 o el Qé“
L
Setting Type Type Exclusions Amount % Total

(Oany OSpectied

I. Click on the “Status” tab

J. Select the appropriate Location (for automated warrants, use NMSP —
Electronically Submitted)

NOTE***If the warrant will not be signed the same day it is printed, select “Warrant

Printed - Unsigned” for the Status. The default Location will then change to “Judge’s
Chambers or Desk for Signature”.

Date [01/13/2023 | (3 Time [1:22 PM Comment
= A
Status arranl Printed - Un Inactive -

Location |Judge'5 Chambers or Desk for Sig|'|

Save Exit

After the judge has signed the warrant, the status of “Failure to Appear in Court
Warrant Issued” will need to be added, using the date the warrant is signed as the
status date.

***For the automated warrant, remember to update the Location to "NMSP -
Electronically Submitted.”
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K. If merging the warrant from Odyssey, click on the “W” icon to bring up the form
options OR
L. If not merging the warrant form, click Save and continue on to Step 4

FOx
* DETA STATUS ESS
Holiday, Doc Failure to Appear in ¢
Unavalable Male DOB: 05231969 DL: NM-031043474 SSI: 525-51-3549
#12 Wagon Wheel Rd,Tucumcari, N 83401
Date Time: Status Location Comment
L 02/08/2023 10:18 AM Failure to Appear i
Date [0208/2023 ] (9 Time [10:19AM Comment
Z4
[ S

Judge's Chambers or Desk for Signature
Law Enforcemen t Agency y

After clicking on the “W”, you may receive a message asking “Changes to this warrant must be
saved before printing a warrant form. Do you want to continue?” Select Yes.

Warning

Changes to this warrant must be saved
! before printing a warrant form.

Do you want to continue?

Yes Mo |

After saving the information, the Select Document box will open; select the appropriate
warrant form to print:

District Courts: D-CR-BENCH WARRANT — GENERIC

Magistrate Courts: M-CR-9-212C-BENCH WARRANT1 or M-JR-P-212B-JUVENILE TRAFFIC
BENCH WARRANT

Metropolitan Court: M-CR-9-212 C BCMC ONLY FTA BENCH WARRANT

For Metro Court**

After selecting the form M-CR-9-212C BCMC ONLY FTA BENCH WARRANT, a pop-up box (or
prompt) will appear. The information entered into the prompt will determine the jurisdiction
that the defendant can be arrested in.
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Type 1 if this case is a Misdemeanor and the
warrant
may be executed in any jurisdiction.
Type 2 if this case is a DV or DW or if this warrant may
be executed anywhere in this state.
Type 3 if this case is a CR or TR or if this warrant may
be executed anywhere in Bernalillo County.
Type 4 if this case has one or more felony
charges.

I Save I Exit

B

&

Enter1,2,3 or4

4, RELATE WARRANT DOCUMENT

Once the warrant is issued (signed by the judge), sca
the warrant issued event code.

Standard Operating Procedures
Updated 9/2023

n, attach, relate or link the document to

¥ SUMMARY DETAIL PARTIES CHARGES EVENTS

M-12-DR-2022-00033

(J state of New Mexico v. Billy T Kid
Type DWI Misdemeanor

Date Type and Comment
02/21/2023 WAR: Issued - Failure to Appear in Court Warrant

CONDITIONS MNOTES [

Inactive

Next  F

+

Hrayigus

_-

02/21/2023 BWE: BENCH WARRANT LETTER ISSUED

The warrant must also be related in the Warrants tab

M. In the Warrants tab, right click on the ‘FTA Warrant Issued’ status
N. Select Relate Documents. This will open the Select Documents window
0. Check the box next to the Warrant Issued document
P. Save
< DISPOSITION TIME 5TDS FINANCIAL PROT. 'o WARRANTS BOMDS EXHIBITS DOCUMENTS APPEALS 3
M-12-FR-2023-00025
W state of New Mexico v. Doc Holiday Inactive
Type Felony
Party [Holiday, Doc [¥] =)
=
M-12-FR-2023-00025 - 1 Failure to Appear in Court We Failure to Appear In Court Warranlssued 02/08/2023
Holiday Doc - - Department of Public Safety Judge Vander Dussen, Janemarie A {Curry C
Case M-12-FR-2023-00025 * Right click r
Battery upon a Peace Officer F4 -01/14/2023
Battery upon a Peace Officer F4 - 01/14/2023
Resisting, Evading or ODS‘FUC“HQ an Officer 3
Current Balance on Case(s) $100.00 Scan Document Setting Total $0.00

Attach Document

Relate Documents

MName

N

[ show Document Versions

Print
Date Document Type Document Name Index # Pgs
v 02/08, iminal Case Documer WAR: Issued - Falure to Appear in Court Warrant 1
L 01/17/2023 Criminal Case Documer CRT: Booking Sheet 2

Type Al hd

SO | Diate Descending |7

jm)

01/17/2023 Criminal Case Documer OPN: CRIMINAL COMPLAINT FILED A

Search

3Zaaylts - Page 1 of 1
save

Total Pages - 7

Exit
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The next section in purple is for Automated Warrants. See DISPOSITION OF AN FTA
WARRANT for instructions on how to inactivate an FTA warrant.

FOR AUTOMATED WARRANTS:
Once a warrant is issued, the court will receive an email either verifying the warrant was

successfully submitted to DPS, or that validation errors were found. If the submission was
successful, the comment ‘e-sent to DPS’ will appear in the Warrant Issued event code.

¥  SUMMARY DETAIL PARTIES CHARGES EVENTS SERVICE CONDITIONS NOTES B>
M-12-DR-2022-00033
(I state of New Mexico v. Billy T Kid Inactive

Type DWI Misdemeanor

Previone. Next 5

Type and Comment
02/21/2023 WAR: Issued - Failure to Appear in Court Warrant e-sent to DPS
02/21/2023 BWE: BENCH WARRANT LETTER ISSUED

If there are validation errors, the errors must be corrected and the warrant resubmitted.
For SAME DAY corrections:

If the corrections only need to be made in Odyssey (warrant document does not change),
correct the party identifiers and/or the warrant conditions. Then, in order to trigger the
application, right click on the Warrant Issued event code and select ‘Relate Documents’.
Uncheck the box next to the warrant document and Save.

% SUMMARY DETAIL PARTIES CHARGES EVENTS SERVICE HEARINGS. CONDITIONS NOTES D

M-48-MR-2023-00001

@ state of New Mexico v. Billy T Kid Inactive
Type Misdemeanor (Mag)

Dreious et 4
08/11/2023 WAR: Issued - Failure to Appear in Court Warrant  RIGHT CLICK =
08/11/2023 BWE: BENCH WARRANT LETTER ISSUED [ Add Related Event

06/27/2023  Final PreTrial Hearing (Judicial Officer: Montano, Christian, I) ‘ Add Related Service
05/02/2023 PreTrial Hearing (Judicial Officer: Montano, Christian, 1) 1 Add Related Hearing
04/25/2023 ENTRY OF APPEARANCE FILED \ Print Form [

Filed By: District Attorney ~Catanzaro, Joshua M.
On Behalf Of: Plaintiff State of New Mexico

03/08/2023 State's Demand Notice to

Modify Event
View Documents <

03/08/2023 NTC: Notice of Open File for Discovery and Production Scan Document - F x
03/08/2023 WITNESS LIST HOTICE OF INTENT TO CALL WITNESSES
On Behalf OF: Plaintiff _State of New Mexico Attach Document | [ sekect Documents
03/08/2023 ENTRY OF APPEARANCE FILED Hame :I Type n
Filed By: District Attorney ~Catanzaro, Joshua M. elate Documents
On ehsl of: Plantff  State of New Meico roare Docunent L [ Show Document Versons sor: [Date Descending |7)
Delete
03/06/2023 DEF[-NSE ATTORNEY PACKET FILED The following documents have been ﬁ\ed“ ‘ Date Document Type = Index # Pgs
= = fuudicial Officas Mant B 08/11/2023 Criminal Case Documer M-CR-9-212C-BENCH WARRANTL 1
UNCHECK ’ O  04/25/2023 Criminal Case Documer ENTRY OF APPEARANCE FILED 1
[J  03/08/2023 Criminal Case Documer State's Demand Notice to Defendant 2
[0 03/08/2023 Criminal Case Documer NTC: Notice of Open Fie for Discovery and Proc 2
[0 03/08/2023 Criminal Case Documer WITNESS LIST 2
O  03/08/2023 Criminal Case Documer ENTRY OF APPEARANCE FILED 1
O  03/06/2023 Criminal Case Documer DEFENSE ATTORNEY PACKET FILED 2
O  03/02/2023 Criminal Case Documer ORD: SCHEDULING ORDER 1
O 03/02/2023 Criminal Case Documer Conditional Order of Appointment 1
Get All Documents 16 Results - Page1ol2 _Total Pages - 23
< Back Next >> Search Save Exit

Right click again on the Warrant Issued event and choose Relate Documents. Check the box
next to the warrant document and Save. If the warrant is successfully sent to DPS, the
comments ‘e-sent to DPS’ will appear in the Warrant Issued event.
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If the warrant document also needs to be updated, OBSOLETE the incorrect warrant from the

documents tab and correct the errors.

***District Courts may need to cancel the existing warrant and have a new warrant submitted

according to their court’s local practice.

< DISPOSITION TIME STDS FINANCIAL PROT.ORDERS ~ WARRANTS BONDS

M-12-FR-2023-00025

(L state of New Mexico v. Doc Holiday
Type Felony

EXHIBITS DOCUMENTS APPEALS b

Search /Al D0CUE 1 Refresh

Inactive

[[]show obsolete Documents Type |All

[l

[ show Document Versions
I open in External Viewer
[ use Default Tmage Printer

Sort
Show

Date Descending
All Documents.

1|

v
[v|

Date
02/08/2023
01/17/2023

Name
'WAR: Issued - Faiure to Appear in Court Warrant
‘CRT: Booking Sheet

OCR Type
Criminal Case Document
Criminal Case Document

el

Right click X

01/17/2023 Criminal Case Document OPN: CRIMINAL COMPLAINT FILED

—

Modify Document
Perform OCR

Change Security Group
Assign Location
Override Security

Copy Document

Send to Workflow Queue
Link Document

Move Document

Create an updated warrant using the same warrant instance in the warrants tab (DO NOT ADD
a new warrant). After the updated warrant is created and signed by the judge, relate the
warrant document to the existing event and existing status in the warrants tab.

For SUBSEQUENT DAY corrections:

In the Warrants Tab, add a cancelled warrant status and in the comments section add ‘due to
validation errors.” Add the same comments to the cancelled event code.

Warrant # M-52-DR-2023-00005 - 1

kx4 DETAIL STATUS SERVICE MNARRATIVE
Other Male DOB: 04/200 & DL: NM-JRSSia® S5N: el i

506 TERRA BONTA SOCORRO, M 87810

| 09/12/2023
09/11/2023

10:30 AM
10:23 AM

Failure to Appear I In Transit

Date [09/12/2023 | [7) Time [10:30 AM C”%”“Tt
LA

Status |Failure to Appear In CX |'| Inactive

Failure to Appear In Court Warrant Canceled
Failure to Appear in Court Warrant Issued
Failure to Appear in Court Warrant Issued in Error

Location

MOTES WITHESS
Failure to Appear In ¢

In Transit

Comment
due to validation errors

Failure to Appear i NMSP-Electronically Subn

due to validation errors

DOCUMENTS

'

Failure to Appear in Court Warrant Returned Unserved
Failure to Appear In Court Warrant Served

Failure to Appear in Court Warrant Surrender

Juvenile Traffic - BW Issued

Juvenile Warrant To Be Reissued as Adult Warrant
Physical Warrant Returned

Return Requested - LEA Unable to Locate
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Modify Event

Type |WAR: Canceled - Failure to Appear in Cou|¥ qUiCk links

Date [09712/2023 | (3 Time [1030 AM | » Add Next
Judicial Officer [7] » Add Related
ad ) » Add Hearing
due to validation errors I » Add Service
» Relationships

[+|Docketable [v]18clude on Appeal

Print Event Barcode Upon Save

Document |‘|
Type
Document |‘|
Security Group
Doc Link ID | @
@ |Starls case aging clock |v|
Save/Print Save Exit ' iJ

***For Magistrate Courts:

Updated 9/2023

In the financial tab, enter a credit for the bench warrant fee, using the Type ‘Warrant Fee
Credit/Warrant Re-Issued’. MAKE SURE only the Criminal Bench Warrant Fee is check marked.

=116 (3 (5 @)

# Ox
Add a Credit

Receipt # NIA Method | v/

Date | Type |Warrant Fee Credi|¥| JAmount l:l

I Amount to be Applied 100.00
® Trust/Case Party O Non Case Party Add Additional Tender
Payor | |@ Address Balance
™| 5 eroes 10000
Comment | |§ A New Balance 0.00

For Party / Fee Balance
S i e, 100.00

100.00
I (&) 09/12/2023 Criminal Bench Warrant Fee I I 100.00

Totals for this Transaction 100.00

Save Exit

0.00

0.00

0.00

Correct the errors then ADD a new warrant in the warrants tab. After the new warrant is signed
by the judge, relate the document to the event and to the new warrant instance in the warrants

tab.

10
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< DISPOSITION TIME 5TDS FINANCIAL PROT. ORDERS WARRANTS BONDS EXHIBITS DOCUMENTS APPEALS 3

M-52-DR-2023-0mank

1P(J state of New Mexico v. 1 & M3 1. Inactive
Type DWI Misdemeanar
Party  NERIHE. JOLE v =)
—
&
M-52.DR-2023 wwwd. . 1 Eailure to Appear in Court We Failure to Appear In Court Warranissued 09/12/2023 b
Byl ] W B NMSP-Electronically Submitted  Judge Saavedra, Felix William (Socorro Count
Case M-52-DR-2023-55001
Driving While License Revoked - DWI Related M- 01/26/2023
Aggravated DWI Driving While Under the Influence of Intoxicating LiPM - 01/26/2023
Improper Turning at Intersection PM - 01/26/2023 $25.00
Current Balance on Case(s) $100.00 Setting Total $0.00
M-52-DR-2027 9=y ¢ Eailure to Appear In Court We Failure to Appear In Court Warranissued 09/11/2023 b
L 3 In Transit Judge Saavedra, Felix William (Socorro Count
iR R B B
Driving While License Revoked - DWI| Related M - 01/26/2023
Aggravated DWI Driving While Under the Influence of Intoxicating LiPM - 01/26/2023
Improper Turning at Intersection PM - 01/26/2023 $25.00
Current Balance on Case(s) $100.00 Setting Total $0.00

If the warrant is successfully sent to DPS, the comments ‘e-sent to DPS’ will appear in the
Warrant Issued event.

DISPOSITION OF AN FTA WARRANT

Below are statuses available to dispose of an FTA Warrant, their definitions and some examples
of when they might be used. (NOTE: Only FTA statuses should be used to dispose of an FTA
Warrant).

e Failure to Appear in Court Warrant Served

e Failure to Appear in Court Warrant Canceled

e Failure to Appear in Court Warrant Surrender

e Failure to Appear in Court Warrant Issued in Error

e Failure to Appear in Court Warrant Returned Unserved (District and Magistrate)
e Failure to Appear in Court Warrant Served on Booking Notice (District Court)

Served - when a party is arrested and booked on a warrant

e Example: A party is pulled over and an officer serves an outstanding warrant, arrests the
individual and books them into a detention facility

e Example: When the court is notified that a party was arrested out of the county or the
state

e Example: When a party turns themselves in to law enforcement, is arrested and booked
into a detention facility

e Example: The court receives a booking or arrest a notice from a detention facility
showing the party was arrested (Mag & Metro)

Canceled — when a warrant is withdrawn for any reason other than the warrant was issued in
error, was served or the party surrendered himself to the court

e Example: Case was dismissed

11
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e Example: The party is deceased

e Example: When the court is notified the party was in custody at the time the warrant
was issued

e Example: A Motion to Quash Warrant is granted

Surrender - when a warrant is removed from the system because of a surrender by the party or
because the party addresses outstanding issues by mail/phone/email /fax

e Example: Party surrenders themselves by coming into the court, sees the judge, the
judge schedules the party for another hearing and removes the warrant by sending a
cancelation order to law enforcement

Issued in Error - when a warrant is issued in error and the warrant is voided
e Example: Warrant is issued on the wrong case or for the wrong person
*** warrant fees should be adjusted out or waived
Returned Unserved (District and Magistrate) - when a warrant is returned to the court by law

enforcement because it is lacking identifiers or pertinent information (bond amount,
category/jurisdiction, incorrect DOB or SSN)

e Example: Original warrant is returned to the court with a notification from law
enforcement to correct or add information in order for it to be entered into NCIC

Served on Booking Notice (District Court) - when the court is notified of an arrest by receiving
a booking notice

e Example: The court receives documentation (release sheet, booking sheet, arrest
notification) from the detention facility showing the party was arrested on a warrant

Refer to the Warrant Status and Usage Notes Quick Guide for the different codes used
in each particular court.

5. DISPOSING OF AN FTA WARRANT

A. Click on the “Warrants” tab

B. Click on “Failure to Appear in Court Warrant Issued”

C. Click on the “+” sign

D. Click on the drop down arrow to bring up the warrant “Statuses” and select the
appropriate “Status”

E. Select the appropriate “Location” of the warrant (some statuses will default a
Location)

F. If merging the Order of Cancellation, click on the ‘W’ icon to bring up the form
options OR

G. Click “Save.”

12
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o WARRANTS

(@ state of New Mexico v. Billy T Kid Inactive
Type DWI Msdemeano:

el LI A— (] Show Deleted e &
El

M.12.0R.2022.00033 - 2 o Eailure to Appear in Court Warrant Issued Fallure to Appear In Court Warrant Issued 02/21/2023
Kid Baly T Department of Public Safety Judge Hall. Buddy J. (Curry County Magistrate Court in Ciovis)

M-12-DR-2022-00033

Case M-12-DR-2022-00033

DWI Driving While Under the Influence of Liquor (Impairment) (2nd) F0OXx

Speeding (36 and Over) = 520000
Fallure 1o Register or Tite a Vehicle as Required Add A New Warrant $50.00

Current Balance on Case(s) $891.00 y z st i | Setting Total $0.00

Kid, Billy T

DOB: 04091978 DL: NI-123456789 SSN: 444-86-3333
5 Lincoh R Portales, i 83130

Date [02/21/2023 ] () Tme 1125 AM

s oo o Appearn ol macuve bate Tme  sus  loator Coomment 5 ©
) S— O

Central Dispatch

Clovis Police Dept

Court File

Curry County Sheriffs Dept

Department of Pubkc Safety

Game and Fish Department

In Transit

Judge's Chambers of Desk for Signature

Law Enforcement Agency
; oate (022172023 ] (3 Time [1.25 AM
°L caton ﬁﬂ

o= [

022172023 | () Time [1125AM
Failure to Appear in C X[¥] Inactive

100 Failure to Appaar In Court Warrant Canceled
Failure 10 Appear in Court Warrant Issusd

Failure 1o Appear in Court Warrant Issued in Error
Failure to Appear in Court Warrant Retumed Unsenved
Failure to Appear In Court Warrant Served

Failurs o Appear in Court Warrant Surrendar
Juvenile Traffc - BW Issued

Juvenile Warrant To Be Reissued as Adult Warrant
Physical Warrant Retumed

Retumn Requestad - LEA Unable to Locate

District Courts: D-CR-ORDER OF CANCELLATION OF BENCH WARRANT

Magistrate Courts: M-CR-ORDER FOR CANCELLATION OF WARRANT
Once the Order of Cancellation has been signed, attach, scan, relate or link the document to the
Warrant Cancelled event code and then relate the same document in the Warrants tab. (When
relating in the Warrants tab, leave the box checked next to the Warrant Issued document)

w SUMMARY DETAIL PARTIES CHARGES EVENTS SERVICE COMNDITIOMS NOTES 3

M-12-DR-2022-00033

State of New Mexico v. Billy T Kid
Type DWI Misdemeanor

Hravione,  Next 5

Type and Comment
02/23/2023 WAR: Canceled - Failure to Appear in Court Warrant :E
02/21/2023 WAR: Issued - Failure to Appear in Court Warrant e-sent to DPS e
02/21/2023 BWE: BENCH WARRANT LETTER ISSUED
“rd  DISPOSITION TIME S5TDS FINANCIAL PROT. ORDERS I WARRANTS BOMDS EXHIBITS
M-12-DR-2022-00033
State of New Mexico v. Billy T Kid
Type DWI Misdemeanor
Party [Kid, Billy T [v] [[] Show Deleted Items
o
= | -, A - i i -
M. 12. DR 202200033 - 2 Failure to Appear In Court We Failure tpA View Documents 21
Kid. Billy T In Transit . H

Case M-12-DR-2022-00033 Scan Document

DWI Driving While Under the Influence of Liquor (In
Speeding (36 and Over)

Failure to Register or Title a Vehicle as Required
Current Balance on Case(s) $831.00

Attach Document

Relate Documents —]
Print
Delete
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State of New Mexico Administrative Office of the Courts
Judicial Information Division

~ X
Select Documents
Narme | | Type |AII |"'|
[ show Document Versions Sort |Date Descending |"|
Date Document Type Document Name Index # Pgs

02/23/2023 Criminal Case Documer WAR: Canceled - Failure to Appear in Court Warrant 1
02/23/2023 Criminal Case Documer WAR: Issued - Failure to Appear in Court Warrant
11/03/2022 Criminal Case Documer ORD: ORDER FOR PROBATION
11/01/2022 Criminal Case Documer AGREEMENT TO PAY FINE AND FEES FILED
10/25/2022 Criminal Case Documer NCJ: JUDGMENT AND SENTENCE
10/21/2022 Criminal Case Documer GUILTY/NO CONTEST PLEA PROCEEDING FILED
10/21/2022 Criminal Case Documer CRT: Judge's Notes
] 10/03/2022 Criminal Case Documer NTC: Mofice of Intent to Enter Plea
O 10/03/2022 Criminal Case Documer Plea and Dispo Agreement Submitted Pending Judicial Revie

Get All Documents 32 Results - Page 1 of 4 Total Pages - 51

<< Back Next == Search Save Exit

There should now be two documents related to the warrant in the Warrants tab.

] —

M-12.DR-2022.00033 - 2 Failure to Appear In Court We Failure to Appear In Court Warranlssued 02/21/2023 &
Kid_Billy T In Transit Judge Hall, Buddy J. (Curry County Nagistrate

Case M-12-DR-2022-00033

Standard Operating Procedures

Updated 9/2023

[ open in External Vjg

9772023
b} 02/23/2023

Get All Documents

DWI Driving While Under the Influence of Liquor F X
Speeding (36 and Over)
Failure to Register or Title a Vehicle as Required S¢l2ct Documents
Current Balance on Case(s) $891.00 0
Name | Tyee Al v
[] show Document Versions Sort n

Document Type Document Name
Criminal Case Doc WAR: Canceled - Falure to Appe: 1
Criminal Case Doc WAR: Issued - Faiure to Appear i 1

show |All Documents n

2 Results - Page 1

<< Back lext == Search Exit

FOR AUTOMATED WARRANTS:

Courts will receive an email verifying the warrant cancellation was successfully submitted to
DPS. If the submission was successful, the comment ‘e-sent to DPS’ will appear in the Warrant

Canceled event code.

Type and Comment
02/23/2023 WAR: Canceled - Failure to Appear in Court Warrant e-sent to DPS

k4 SUMMARY DETAIL PARTIES CHARGES EVENTS SERVICE HEARINGS CONDITIONS MNOTES g
M-12-DR-2022-00033
State of New Mexico v. Billy T Kid
Type DWI Misdemeanor
Previons  Next T
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State of New Mexico Administrative Office of the Courts

Judicial Information Division

Standard Operating Procedures

Updated 9/2023

When an automated warrant is served, no action is required by the court. The program will:

Send an email notifying the court of the arrest

warrant document to both the event code and warrants tab

[ ]
e Auto-docket event code WAR: Served - Failure to Appear in Court Warrant
e Update the warrant status and case status
e Relate the served
Warrant M-23-TR-2023-00001 - 1 has been served by DPS Inbox x
e noreply@nmcourts.gov

to 230Twar-grp, rrivera

This is a notification that warrant M-23-TR-2023-00001 - 1 has been served by DPS. Odyssey has been updated accordingly

(& Reply ) ( 4 Repiyall ) (> Forward ) | % summary DETAIL PARTIES CHARGES EVENTS SERVICE HEARINGS ~ CONDITIONS NOTES b
M-23-TR-2023-00001
Orayious g T
Date Type and Comment
02/16/2023 WAR: Served - Failure to Appear in Court Warrant Added by odysseywarrantapi =
02/01/2023 WAR: Issued - Failure to Appear in Court Warrant e-sent to DFS =
02/01/2023 BWE: BENCH WARRANT LETTER ISSUED
01/26/2023 Arrai (Judicial Officer: Flowers, Trubert W) Appt made by phone w/def &
01/09/2023 Count 1 Citation a
01/09/2023 OPN: CITATION FILED %
¥r<d  DISPOSITION TIME 5TDS FINANCIAL PROT. ORDERS WARRANTS BONDS EXHIBITS DOCUMENTS APPEALS [
M-23-TR-2023-00001
¥ +
M-23.-TR-2023-00001 - 1 Failure to Appear In Court We Failure to Appear In Court Warranlssued 02/01/2023 &)
Bustillos. Michelle In Transit Judge Flowers, Trubert W (Harding Cgunty Mz
Case M-23-TR-2023-00001
Mo Driver's License PM - 01/08/2023 Served 02/16/2023
Current Balance on o
& 0OxX F
Warrant # M-23-TR-2023-00001 - 1
k4 DETAIL STATUS SERVICE MNARRATIVE MOTES WITNESS DOCUMENTS

02/16/2023 12:24 PM Failure to Appear I In Transit Added by odysseywarrantapi
02/01/2023 1:52 PM Failure to Appear | Department of Public Safi

i - Cormment | Added by odysseywarantapi
Date [02/16/2023 | (3] Time [12:24 PM B by odysseyw pi
Status ‘Fa\lure to Appear In Cod"| Inactive

Location [In Transit [v]

5

——

01

02/06/2023 Pending
02/01/2023  In Warrant

/09/2023  Pending

Save Exit

W o

For both automated and manual warrants: If the warrant was served and arrest information
is available, click on the Service tab (within the Warrants tab) to add the information, then

Save.
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State of New Mexico Administrative Office of the Courts Standard Operating Procedures
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F Ox
Warrant # M-12-DR-2022-00033 - 2

k4 DETAIL STATUS I SERVICE NARRATIVE NOTES WITMESS DOCUMENTS

¥ Kid, Billy T Failure to Appear In €
Unavailable Male DOB: 04/08/1978 DL: NM-123456780 SSM: 444553333 In Transit
#5 Lincoln Rd Portales, NM 28130
g necentared [0 N[0
Agency [v] Stat
ate
Badge # Officer | State Entered l:l B Cleared l:l &
B A Regional Entered l:l | Cleared o)
Extradition | |"|

Extradition Details

Arrest Date |02/22/2023 | (3] Arrest Time

Agency |Clovis Police Department |"|
Badge # |187 Officer |Sandoval, David, Ofc  |[E
Date Officer Mileage Amount Comment

No service attempts exist for this warrant.

Click the add icon to add a new service attempt.

Save Exit i

_ -

If the following message appears, confirm and /or update the correct Target Date and Save.

F X
Confirm Target Dates

Case # 8975703 Time Standard  Felony Rule Target Date  [04/09/2023 | (3 |

Save Exit

NOTE***Target dates are triggered by the date of the event code. For example, if a warrant is
served ten days before it is docketed, the Target Date will need to be modified according to
which Time Standard is being created.

1. For manual (physical) warrants: If the original warrant is returned:
H. Click on previously entered status
I. Click on the “+” sign
J. Select “Physical Warrant Returned”

K. Click “Save”
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State of New Mexico Administrative Office of the Courts
Judicial Information Division

Standard Operating Procedures
Updated 9/2023

M-12-FR-2023-00025

State of New Mexico v. Doc Holiday
Type Felony

Party [Holiday, Doc [7]
&

'WARRANTS

El

Holiday. Doc

In Transit

M-12-FR-2023-00025 -1 0 Failure to Appear In Court We Failure to Appear In Court Warranissued 02/08/2023
Judge Vander Dussen, Janemarie A. (Curry C

Case M-12-FR-2
Battery upon a P¢

Status

Location [ [v]

Battery upon a p¢ Warrant # M-12-FR-2023-00025 - 1

Resisting, Evadin - I —

Current Balance priAlk STATUS SERVICE JARRATIVE
Holiday. Doc

Unavaiable Male DOB: 05/23/1969 DL: NM-031049474 SSN: 525-51-3569
#12 Wagon Wheel Rd, Tucumcari, NM 83401

£ O x
Failure to Appear In ¢

In Transit

[[] show Deleted Trems

Failure to Appear i Department of Public Safi Warrant updated due to validation errors

Physical Warrant Returned
Return Requested - LEA Unable to Locate

Warrant Canceled

Warrant Issued

Warrant Issued In Error

Warrant Not in NCIC

Wearrant Printed - Unsigned

Warrant Returned Unserved

Warrant Served

Warrant Surrender A

|| 02/08/2023 2:31 PM
02/08/2023 2:29 PM Failure to Appear 1 In Transit

02/08/2023 10:19 AM

Date [02/08/2023 | (%) Time |2:31 PM
status [Physical Warrant Retur] ] Inactive o
Location |Court File A
\ Save
Date [02/08/2023 | (2 Time |2:31PM

$0.00

NOTE**The served warrant document should be scanned, attached, linked or related to the

Warrant Served event code

If the original physical warrant has not been returned, the court should make a request to law
enforcement to return the warrant and if the warrant cannot be located, the court should enter
a status of “Return Requested — LEA Unable to Locate.”

Note*** (For some District Courts)

v' Because warrant event codes do not auto docket when a warrant status is entered,
it is important to remember to docket the appropriate event codes so that case
statuses are updated. Also, failure to docket FTA warrant events will affect the age
of active pending cases and also the time to disposition.

‘Physical Warrant Returned’ does not indicate a disposed warrant, change the case

status or affect the case aging clock, so when an FTA warrant is disposed of, one of

the following events must be docketed as well:

o Failure to Appear in Court Warrant Served

o Failure to Appear in Court Warrant Canceled

o Failure to Appear in Court Warrant Surrender

o Failure to Appear in Court Warrant Issued in Error

o Failure to Appear in Court Warrant Returned Unserved (District and

Magistrate)
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o Failure to Appear in Court Warrant Served on Booking Notice (District Court)

***Refer to the Warrant Event Codes and Usage Notes Quick Guide for the different codes
used in each particular court.

v A good practice to follow is to set up warrant reports that will show
discrepancies in warrant statuses and events.
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