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GETTING STARTED

Password and User IDs are needed for INcite.
State Court Administration’s website has valuable information.

WWW.Courts.in.gov

ICOR Administrative Forms and Application Guides

AI I re pO rts h ave (Covering the 2012 Calendar Year)
. _ Document/Form
individual

application

Submitting Reports on ICOR - a PowerPoint Presentation

QCSR Application Guide REVISED JUNE 2012

g u Id e S to h e I p QCSR Case Type Quick Reference Guide

with descri pt ions PM Probation Quarterly Reports Application Guide REVISED JUNE 2012

Of I | ne |te ms an d Report on Court Revenue Application Guide peviSED SEPTEMBER 2012

Wh at | nfo rmat | on Marion County Small Claims Courts' Report on Court Revenue Application Guide ReyvISED APRIL 2012

|S n ee d ed . Report on Court Budget & Expenditures Application Guide pEviSED APRIL 2012

E Annual Operations Report Application Guide peviseED MAY 2012

Judicial Authorization for Court Report Preparation

Judicial Authorization for Court Reporter Annual Report Preparation

Judicial Authorization for Probation Report Preparation




AUTHORIZATION FORMS

There are three (3) forms to choose depending on
the preparer:

e¢COURT REPORT PREPARATION - includes QCSR and
Annual Reports

¢COURT REPORTER PREPARATION - Court Reporter
Annual Report

ePROBATION REPORT PREPARATION - includes
Quarterly, Semi-Annual and Annual Reports



Judicial Authorization for Court Report Preparation

PART | - COUNTY/COURT/DEPT.

County
Court ID
Court Name

All QCSR, Revenue, and Budget reports must be filed online using
Indiana Courts Online Reporting ("ICOR"). Complete, sign, and return

this form to the Division of State Court Administration to be assigned a
password and user ID. STATE COURT ADMINISTRATION

Forms and Permissions

PART Il - JUDGE QCSR Revenue Report Budget & Expenditures
read-only  edit/ modify read-only  edit/ modify read-only edit! modify
Name
Emai [] O || &M O
Phone
PART lll - COURT/DEPT. STAFF QCSR Revenue Report Budget & Expenditures

read-only  edit/ modify read-only  edit/ modify read-only edit/ modify

e I I I I 5 O B O

Email 1) This employee already uses INcite Y / N

Judge's Signature Date

If you have questions, please call the JTAC Helpdesk at 1-888-275-5822

Print from web page, fill out and mail to State
Court Administration. Your user ID and password
will be assigned.




WEBSITE ADDRESS:
https://incite.in.gov

IN®ay.

Not Loggedn — < ———— Welcome to the Judicial Technology Automation Committee's
Indiana Court Information Technology Extranet (INcite).

Welcome to INcite

: -» Login
+ 4 Related Sites

News and Events

Notice: Reports Past Due

As a friendly reminder, your 2012 first quarter QCSR, adult probation, and juvenile probation
quarterly and demographic reports were due on or before April 10th. The second quarter reports
were due on or before July 10, 2012. Please contact Angie James (angela.james@courts.IN.gov) at
State Court Administration or the JTAC Help Desk at help@itac.IN.gov or 1-888-275-5822 for
assistance, if needed, in submitting your first and second quarter statistics.

Revised ICOR Forms and Application Guides
The Division has r(_avised _fou_r ICOR Adr_nim'strative Forms and Application Guides. They are available

Click on the log in button on
the left to access reports.




( '\TJ' vt
| }_-kCITE INDIANA COURT INFORMATION TECHNOLOGY EXTRANET
Not Logged In <€— INcite Login

Welcome to INcite Username ajames
24 ogin Password eeeeeeeeee
#-@ Help
& @ Related Sites Forgot Password?

Enter your user name and password. If you forget your
password, fill in your Username and hit submit. If your email
was provided on the authorization form, a new password will be
automatically emailed to you. If your email was not provided, a
prompt will ask you to contact JTAC for assistance. The JTAC
support number is (888) 275-5822 or email:

jtachelpdesk@jtac.in.gov




home | welcome | about | contact webmaster | help | policies

*
. *.#_\*/_t*
A [ Z iT*E
Logged in as ajames

County Name is Ohio
Default Court is 58C01

Welcome to INcite

¥ Login

=5 IcoR

- (2]2008-2012 Forms @Emm—
~+[_] 2008 (Readonly)

. {12007 (Readonly)

#-] INcite Admin

EIQ) Help

@ 4 Related Sites

' mmdbygga
INDIANA COURT INFORMATION TECHNOLOGY EXTRANET

Welcome to the Judicial Technology Automation Committee's
Indiana Court Information Technology Extranet (INcite).

Notice: Reports Past Due

As a friendly reminder, your 2012 first quarter QCSR, adult probation, and juvenile probation

quarterly and demographic reports were due on or before April 10th. The second quarter reports

were due on or before July 10, 2012. Please contact Angie James (angela.james@courts.IN.gov) at
e Co Admini ion_or the AC Help De help@itac. IN.gov.o 3 0

Once logged in, select the current year folder to access
your reports. Please read any notices under News and
Events.




First time users into
ICOR will have to
read and accept the
User Agreement.
Most users will
select the second
box as designated
staff. Judges will
select the
Responsible Party.
Click on the Accept
button at the
bottom of the page
to continue.

USER AGREEMENT i

m

Indiana Court Information Technology Extranet (INcite) is a secure website for the

use of the Indiana Courts. The Judicial Technology and Automation Commission 5
(JTAC) and the Indiana Supreme Court Division of State Court Administration

(STAD) monitor access to the Indiana Court Online Reporting (ICOR) within INcite.

The parties to this user agreement are the Indiana Supreme Court, through STAD,

and the Courts. Every person granted access to all or a portion of ICOR shall

execute this User Agreement.

Administrative Rule 1 and Indiana Code §§ 33-24-6-3, 11-13-1-9, and 11-13-1-4
require STAD to create the forms necessary for statistical reporting. In addition, the
Rules and Code require all Indiana Courts and Probation Departments to file the
statistical reports with STAD on the deadlines set. ICOR is now the exclusive
method for filing the statistical reports, including quarterly and annual reports.
JTAC and STAD maintain proprietary control over all contents and entries on ICOR.

To maintain the security of INcite, all users must be approved by STAD or JTAC, at  ~

Agreement:

As defined above, I am a Responsible Party. I agree to maintain the security and
integrity of the system by protecting my user identification and password. I further
agree to acknowledge my accountability for all entries and submissions of the
reports required by the Indiana Supreme Court.

]

As dem

d above, I am designated staff. I agree to maintain the security and

- the system by protecting my user identification and password. While I
grountable to the Indiana Supreme Court for my entries and submissions,
= Jp my accountability to the relevant Responsible Party and to assist in the

reschg#on of any difficulties or errors that may arise from my work.

I have been granted access by STAD and JTAC due to special request. I agree
[7] to maintain the security and integrity of the system by protecting my user
identification and password.




DATA ENTRY

ounty Boone _,@

“ourt Forms 06103 - (Boone) Jamestown Town Court

Annual

2011 Court Revenue Availsbie

2011 Court Budget and Expenditures ’}'l.?,-?.?i

Quarter 1 | Quarter 2 | Quarter 3 | Quarter 4
2011 QCSR ‘ Available J L UmvaﬂaﬁkJ L ermJ L Umrafh!*J

Once User Agreement has been accepted, the Master County screen will
appear. All reports that you have been given access to will appear. First
quarter icon will be green and state “available.” Other icons will remain
gray until the previous icon has been submitted or the timeframe of the
report is due. Make sure in the left that the correct year is listed. Click on
icon you need to enter your report.



Status Bar - Status Bar has several icons. Select specific icon
for certain section of report or from the left corner, hit the
save draft button frequently to save data entry.

Check

(1] Homey 4 or Emors)

Civil
New

Preparer
Information will
always be

populated. :
: 42H01
DOUbIe ChECk ime period covered in report: Quarter 1 for 2011
all information
. Preparer Information
IS CorreCt- If Mame of Preparer: ajames - James, Angela
hot, contact the : STATE GOURT

317-234-1871

JTAC help des I( [ : ajames@courts.state.in.us ADMINISTRATION

Available

Knox




Crammaiy Coas Timue Fason Werkahes

i BT A i . | A om = w ® m M
|-|l|r||.l-.'.'i||-r 0 e rl.il.il.l'lﬂlhﬂl': - | | oo | v [ [
HHEH T EE 1HHBHBHAE
HHHBHE SHBHUHHE B aE HHIAEUE
L NN RN S N W — e e S0 N N L w
nfm[w|n|x|al=]e a)[c]a]lalz]a] =] =] [ [ | o [T [
X X
X
&
a1 (e | o | o [ om | me | @ fmet] [o2 [ [ @ [ [ea [ [[o [ =[5 [on [or [ [on | o [om o | o [Prm | | v= [ 2 | =
A EAEA EAEAES ol A A A A
&
A A AR A A RS A A A A A A
A FAEA EAEAES | FAFA ES £ A A EA KA KA A E EAL A ES
b A RARA A A A A o ol o A
e EA EAFA EAEAFA KA A FAEA EAEAEA | FAFAES EA EAFA FAFA FAEA EIFAFS
* i EA EAEI EAEAEI EA RS A | AR EA EA EA ES Al x X
o HieE EA EAE EA B E EA KA ES P EETEIEFEEIFEETEEIEE E IR X (S E X
wn o o | w v | | ||| @ fm] || | || nn.-n.:r:---uul-_:‘--nn-
g e e |
i i b [on [ow | (o[ oo oa[m] o past| [ e[ & | a]e]|a] o] e]a]a]e]a]e|m]s]m] o] a0 w] m]=]=
o i g .
i . e
e
o
[ —
L hma g

All reports on ICOR will be
displayed in the same format
as the worksheets provided
on our web page.

REPORT ON COURT REVENUE
(For use by CIrcul, Supsrior, Prabats, Clty & Town Courts)
THIS REPORT COVERS THE PERIOD OF: JAN. 1 - DEC. 1, 2012
mww.courts i Qov

STATE COURT ADMIE TRATION

To Siate Level | T0 County Lavel To

e Funds. Funds chyTawnTawnehin
{Baneral & (Gansal & Lausl Funde
£pecific) 2paaific} [Benaral & tpeaifiz]

CoyTTown/Tawreiz Forien

2 Juscisl Zmimses Fae

&) Emie Forton

&) Lseal Forton

5. Firesend Foremres

& iiroctos Jesgmesi Cotecters

. vemoe uoanze Fee

& Jaisl surence squriment e

S israon Fae

b Putac Datenze agmistmson Fae

b Reimbermemens 12 D8R
1. T Abatse, Freearton, rieedicton, snd
Comactior Fas

&) Eme Foetoe”

8] Custy Fortion™

REPORT ON COURT BUDGET AND EXPENDITURES WORKSHEET
THIS REPORT COVERS THE PERIOD OF: JAN. 18T - DEC. 315T, 2010

COLNTY:
COURT(S]
COURT ID|}
DATE PREPARED:
PREPARED BY:
TELEPHONE
EMAIL ADDRESS

STATE COURT.

noTE - It your county's Prooation Department, Juvenlle Datention Center or Publlc Dafender's Offics
nhava saparate buagsts. thay MUST submit maividual reports.

MINISTRATION

HOTEZ Include ALL expancltures ragardiees of the scurce of funds.
Pleazs list all poaitions or enirles ssparately and provide a total when Indicated. Additional
HOTE3. !Ines sra avaliable, It nesded, when submitiing thia form on ICOR. For the Personal Sarvices
BECHION. s Tirat colUMN SNoW |dantify the NUMbsr of empioyees Nling each poeltion at tne
salary Indicated.

PERSOMAL SERVICES - SALARIES, WAGES AND FRINGE EENEFITS

Numbar of sctus 2010|2011 Requasted

Budpat

2011 Approvad
EBudget

Iuclge(s) salery part pald by Incal level)

Corcu court

supertor Cout

[Frobate Court

Cry. Town. Sman Claims coutt

Hearing fficens)

2. Total Magistratajs).
Commissionar(s). Rafareas),
Haaring Officaris) 0 [ ol [

Count Reporter

Court Reporer

Court Reporter

Ils Total Court Regorters 0| ol ol ol




Enter data in the yellow
boxes in the report that
you are submitting. Use
the tab key to access the
next available data entry
cell. The green total boxes
will calculate automatically
for you.

X indicates that box is not
available for data entry.

If you experience difficulty
entering your data, please
contact the JTAC helpdesk
at (888)275-5822.

Any line or column item in
light blue will have a brief
explanation if you double
click on the text.

Check
4
W 2011 Comt Report for ({nox) Bicknell City Court (42H01), Annual reporting period
covering 3/1/2011 through 12/31/2011. Report due an 1/20/2012. Cur

W W Revenue report status is “Available'.
- i W M Praparer J OourtRevenueJ

S . 5 et ] s e
) el

Report on Court Revenue

To State Level Funds |To County Level Funds|  To City/Town/
(General & Specfic) | (General & Specific) | Township Level Funds
(General & Specfic)

L. Court Costs X
4] Stete Portion 8000
B) County Porfion
) Cy/Town/Township Fortion
. Judicial Selares Fee
&) State Portion
B) Local Portion
3. Fines and Forfatures
1. Infraction Judgment Collections
5. Vehicle License Feg
f. Judicial Insurance Adjustment Fee
7. Court Admiistration Fee

ELEE R S

16, InfraState Transfer Probation Fee
|47. Youth Tabacco Civil Penalty

ks. otrer =+




ICOR has
validation
requirements
and calculation

requirements
built in the
system. If an
error occurs on
a page, the
entry cell
containing the

error will turn
red and an
error status
line will appear
in the status
box. All errors
must be
corrected.

Report for Decatur Circuit Court (16C01), Annual reporti
~ . Check 2011 Court _BUdgEt period covering 1/1/2011 through 12/31/2011. Report d
© Homey * weemes) and Expenditures

on 1/20/2012. Current report status is "Error”.
Preparer )( Page1,2,3,4a- (1thru9)
Draft
Bt Al Bage1, 2,3, 4a- (10 thru 18) Page 4b, 5 |
Drat
Sy l — i

rror: Judge Salary, Does Not Apply - section is required if "Does Not Apply" is not checked.
rror: Magistrate, Comm, Ref, Hearing Off, Does Not Apply - section is required if "Does Not Apply" is not checked.
is not checked.

. Court Reporter(s)
Does Not Apply
Additional Number of | 2011 Actual Total 2012 Requested | 2012 Approved
Personnel Type Description Employees | Expenditures | Expenditures Budget Budget
<Select Personnel Type> 0 $0.00 5000 $0.00 $0.00

<Select Personnel Type: 0 $0.00 $0.00) $0.00) $0.00
3. Total Court Reporter(s) 0| £0.00 $0.00 £0.00

4. Bailif(s)

-Does Not Apply
Additional Number of | 2011 Actual Total 2012 Requested | 2012 Approved
Personnel Type Description Employees | Expenditures | Expenditures Budget Budget

Bailiff $50,000.00  $100,000.00) $0.00 $0.00
<Select Personnel Type> $0.00 $0.00) $0.00 $0.00
4. Total Bailiff(s) $100,000.00 $0.00 $0.00)




REPORT SUBMISSION

Check

_f‘_' Homg (‘\ fOl‘El'w

201 1 Cou rt Report for Decatur Circuit Court (16C01), Annual reporting period
covering 1/1/2011 through 12/31/2011. Report due on 1/20/2012.

W W Reve Current report status is "Ready to Submit".
‘ m / Preparer Court Reven .

Report on Court Revenue

To State Level Funds | To County Level Funds To City/Town/
(General & Specific) (General & Specific) Township Level Funds
(General & Specific)

1. Court Costs X
A) State Portion $25,000.00)
B) County Portion X $10,000.00
C) City/Town/Township Portion X $5,000.00
2. Judicial Salaries Fee X
A) State Portion
B) Local Portion X $0.00

As each error is corrected, click the save draft button and the specific error
message will disappear. When all sections of your report have been filled
out and report color is yellow - draft status, click the save final button and
all section icons will be green and state “Ready to Submit.” Click the
Submit button to submit your report to ICOR.

Report is not submitted until the “Submit” button has been selected.




2011 Court Report for Decatur Circuit Court (16C01), Annual reporting period
covering 1/1/2011 thyoue 844, Report due on 1/20/2012.

Save Drafl W Revenue Current report statuis "Submitted".

| " bmi W

: eport saved and submitted.

Once submitted, the report icons turn blue and state “Submitted.”
The report is locked and cannot be changed unless you call the
helpdesk and ask to unlock. You can view at anytime. For
quarterly reports, any numbers that have been calculated and
pending at the end of the quarter will now show as previously
pending in the next quarterly report.

Click on the “Home” button on the status bar to return to the
Master County Screen.



The Master County Screen now shows the icon
as blue and submitted.

Shelby v

Zourt Forms Shelby Superior Court 1
- Shelby Circuit Court

2011 Court Revenue - Shelby Superior Court 1
Superior Court 2
- Shelby County Title IV-D Court

2011 Court Budget and Expenditures

2011 QCSR % ﬁlﬂﬂi&r? IliuarharS l ‘iuanp.mi

If you prepare reports for more than one
court or probation department, you can
use the drop down box to select each court
for data entry.




CONGRATULATIONS!

You have successfully submitted your report to State
Court Administration.

Remember:

User ID and password
Hit “Save Draft” icon frequently
Correct all errors

Report not submitted until “Submit” button has been clicked

Any questions or difficulties, contact

JTAC helpdesk at (888) 275-5822 or email
itachelpdesk@ijtac.in.gov

Angie James or Jeff Wiese at 317-232-2542.



mailto:jtachelpdesk@jtac.in.gov

