
State Court Administration 



GETTING STARTED 
 

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

 
 
 
 

www.courts.in.gov 

All reports have 
individual 
application 
guides to help 
with descriptions 
of line items and 
what information 
is needed. 
 



AUTHORIZATION FORMS 

 
There are three (3) forms to choose depending on 
the preparer: 
 
COURT REPORT PREPARATION – includes QCSR and    
  Annual Reports 
 
COURT REPORTER PREPARATION – Court Reporter  
  Annual Report 
 
PROBATION REPORT PREPARATION – includes  
  Quarterly, Semi-Annual and Annual Reports 



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 

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



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 



 
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. 



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. 

DATA ENTRY 



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. 

Preparer 
Information will 

always be 
populated. 

Double check 
all information 

is correct. If 
not, contact the 
JTAC help desk. 



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



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. 



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. 



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. 

REPORT SUBMISSION 



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. 

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 
jtachelpdesk@jtac.in.gov 
 
Angie James or Jeff Wiese at 317-232-2542.  

mailto:jtachelpdesk@jtac.in.gov

