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About this guide 
The iCourt Portal registration guide provides step by step instructions for a user to 
determine extended access needs, what steps are required to obtain extended access 
and steps to guide the user through the registration process. 

 Determining Access 
 Extended Access Form 
 Employee Separation 
 Registering for Extended Access 
 Getting Started 
 Logging In 

 
 
 
 

Determining Access 
To determine whether an agency requires access or as already been approved, review 
Idaho Court Administrative Rule 32. For extended access privileges, review Exhibit 2 of 
the Idaho Supreme Court Extended Access Order. If your agency is not listed on the 
court order and you believe your agency should have extended access rights, an 
agency official must write a letter per ICAR 32 outlining the need. Send the letter of 
request for extended access to: Access@idcourts.net. Your request will be forwarded to 
the appropriate individuals for review. 
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Extended Access Form 
 
Prior to registering online through the iCourt Portal an agency group leader should complete the 
Extended Access form. A link to this form is located on the iCourt Extended Access page located 
at https://www.idcourts.us/repository/start.do. 
 
Note: Up to 12 employees can be listed on a single Extended Access form. See below for a 
sample form condensed for view only. 
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4. On the Registration Complete page click “Finish 
 

 
 

 
5. Verify your email address.  

a. Access the email address provided 
b. Open the email with the subject: “No Reply: Confirm Your Email” 
c. Click on the iCourt Portal link provided in the email to verify and activate your 

account 
 

 
 
Note: The activation link will only be valid for 10 days. 
 

d. The iCourt Portal will open and provide a prompt, select “Log In” 
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g. Click “Home” 

 
 
h. You will receive a prompt asking you to check your email. Click “Finish”  

 
 
i. You will receive two emails notifying your request has been received and then 

approved. 
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j. You will receive a second email confirming your approval or denial 
 

i. Approval notification 

 
 

ii. Denial Notification 

 
Note: You may re-request access if your department did not submit an Extended Access 
request form. After the Court receives the Extended Access request form, sign in using the 
credentials you created earlier in this procedure. Click the drop-down menu by your name as 
noted below. 

 

 
 
 
Logging In 

 
1. Once you have received your approval notification, click on the iCourt Portal link to access 




