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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.
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Extended Access Form

Employee Separation

Regqistering for Extended Access

Getting Started

Logging In
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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.

Idaho Supreme Court Request for Extended Access to Court Records

Pursuant to ldaho Court Rule [ICAR] 32, Idaho g agencies and/or agents |private
firms or individuals) under contract to conduct business on behalf of the state or county may apply for
extended access to confidential court records via the Data Repository and/or iCourt Portal.

This form is to be completed by the Group Leader [the agency representative authorized to approve or
deny employes access requests) and returned to accessi@idoourts net. Group Leader must acknowledge all
agency and user responsibilities stated in the form, as indicated by handwritten or electronic signature.
Type of Requast: T New request for agency access T updating agency info/employees
Agency and Group Leader
‘Your Name [Group Leader):

Position Title (e.g. Prosecutor, Probation Officer, atc.)

Your Email: Agency Phone #:

Title of Agency (or Contractor):

Agency Type [select one): D City — County [JState [ Federal O Contract Agent/Firm*
*Date contract ends or to be reviewed:

Division/District/Group [if appl.):

Mailing Address: City:

State: Zip Code: County:

Describe the information or case type(s) you need access to and your reason(s) for requesting access, pursuant
to ICAR 32

Agency Employees
You must fist the full name and work email address for each employees who should have extended access®:

Full Name Email

Full Name Email

Full Name Email

*If you have additional employess, attach another sheet with the full name and email address for each user.

Agency, Group Leader, and User Respensibilities:
Persons accessing court records and information on the Idaho Supreme Court Data Repository and/or iCourt
portal (referred to as Systems below), pursuant to this authorization:

®» shall NOT disclose, discuss, or distribute, whether in verbal, electronic or printed formats, amy
othenwize confidential cowrt records obtained from the Systems, or the information contained therein,
except to agency officials or their agents empowered to examine such information in the exercise of
their official duties and powers, pursuant to Idaho Court Administrative Rule 32;

® shall NOT allow any workstation(s) to be unattended or unsecured whils logged in to the Systems;

» shall NOT access, use, or knowingly allow other persons to access or use confidential court records
wbtained from the Systems [or the information contained in such records) for personal or otherwise
unofficial purpeses;

® shall NOT engage in, or allow, any activity that could compromise Systems’ security, data, or the
confidentizlity of any system data, including, but not limited to, usemame and password; and

» shall immediataly notify the group leader or other agency official of any improper, unauthorized, or
illegal access or use of confidential court records obtained from the Systems (or the information
contained in such records), or of any attempt to obtain or use such records or information;

»  Group Leader must perform periodic review of agency users to ensure access is still appropriate and
approved users are in compliance with a signed the acknowledgement of responsibilities [this must be
retained by the agency);

»  Group Leader must respond to the Court's annual audit of approved users within 14 days or access for
the agency will be suspended;

- Agency must notify the Court within 24 hours of a group leader or user leaving employment, ora
change in job duties that no lenger requires the group leader or user to access otherwise confidential
court records through the Systems.

I have read and accept the responsibilities listed. 1 understand that | must alse provide a copy of the user
responsibilities (use User Agreement form) to each employee listed and the agency is responsible to keep a
signed acknowledgment on file for each user. | understand that by completing and returning this form
electronically, | ccept these terms and conditions as indicated by my handwritten or electronic signature.

Group Leader Signature®: Date:
*Type your name, if providing electronic signature.

The Idahe Supreme Court reservas the right to suspend or terminate access to
ANy user, Eroup of agency at any time,
! SUBMIT
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Employee Separation

Additionally, it is each agency’s responsibility to notify the Court via this form for all employees
who separate their employment from said agency. Once the form has been completed,
please scan and e-mail it to access@idcourts.net

Agency Request for Extended Access to Court Records - Message (HTML) lﬁJ I — ’ & ﬂ

Message Insert Options Format Text Review  Adobe PDF
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Clipboard 1% BasicText " Names Include Tags ‘ Mail Express

£ This e-mail message cannot be delivered to xcess@idcouns.net)( because the e-mail address is no longer valid,

From ' John.Doz@emailaddress.com

access@idcourts.net

Subject: Agency Request for Extended Access to Court Records

Attached: | ®|acency Request for Extended Access to Court Records Rev01.16.0df (174 KE)

Towhomit may concem,

My agency would like to request extended access to court records and after reviewing Idaho Court Administrative Rule 32 and the Idzho
Suprame Court Extended Access Order, I have completed the attached request form with a list of approved users.

Thank you,

John Doe

Agency Group Leader
Agency ABC
John.Doe@emailaddress.com

After the form has been submitted, each employee listed on the form will need to register
electronically on the ICourt Portal and request access through the Portal’s registration
system. To begin that process, please proceed to page three.
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Registering for Extended Access

Welcome to the iCourt Portal homepage. For extended access follow the registration steps
below.

1. Access the iCourt Portal homepage
2. Click on “Register”

ICourt Portal - Online Records & Payments For The Idaho Courts @

3. Complete all fields in the Registration Form and select “Next"”

Note: your username will be your email address and will automatically populate. Passwords
must be a minimum of 8 characters contain the following: One upper case letter, one
number and one special character.

Registration Form

First Name Last Name
Email Address { Usemame
Password Confirm Password

Mobile Phone (Numbers Only)

(sams.amprm v [susc:mswmm
Select Securtty Question 1 v Answer for Secunty Question 1
Select Securtty Question 2 %

Answer for Security Question 2

Select Security Question 3 v Answer for Security Question 3

®®)
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4. On the Registration Complete page click “Finish

Registration Complete

ou must verly your email addness belors you can log inc A verficaton bnk was sent 1o youremail@emailoom.  To venfy your accound, click in
e lini providesd in your email

Dt gt an emad™? Resend Venfication

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”

Email Validation

John Doe, your account is now validated!

11
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Getting Started

1. Logging In
Once you have verified your email you will be prompted with the “Sign In” window. Enter
your user name (email) and password. Select “Sign In”
a. Select “Sign In” from the iCourt Portal homepage.

ICourt Portal - Online Records & Payments For The Idaho Courts @

b. Enter your username (email) and password. Click “Sign In".

Password

!

c. You will be prompted to select a “Role” based on level of access being requested
from the drop down menu.

Request Access

If you are eligible for access to additional features, select your role and complete the prompts. You can request access to a
role at any time from the Welcome menu.

* Select Your Role v

d. Based on your job function, select the applicable role from the drop down menu.

Request Access

It you are eligible for access to additional features, select your role and complete the prompts. You can request access to a
role at any time from the Welcome menu.

* Select Your Role V‘

[ * Select Your Role ;

Justice Partner (For Prosecutors, Public Defenders, AG’s Office, DHW, Law Enforcement, etc.)
Other Entities (See 1SC Extended Access Order for approved |daho agencies and groups)
Judges and Court Personnel

11
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e. Complete the Request Access form

Note: The “Terms and Conditions” must be accepted

Request Access

If you are elgible for access to addtional features, select your role and complete the prompts. You can request access to a role
at any time from the Weicome menu.

Jstice Partner (Prosecutor, Pul

What's included

Hearing Search Portiet Smart Search Portiet Notfic ations Portiet

Onine Payments Portiet

Complete the Following

Name of User Requesting Access
Furst Last)*

Position Title (e.g. Attorney
Probation Officer

Official Title of Agency*

f Contract Agency, when Joes your
cONtract end or what is your
contract review date?

Agency Type

o

o

T
.

Divisson/District'Group

Agency Mailng Address®

Supervesor's Name (First Last)
Supervisor's Phone (30060065000
Superasors Email

Describe the type of information or
case(s) you need access fo:*

Terms and Conditions

agree to the Terms and Condiions

f. Click “Submit”

= =)
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g. Click “Home”

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

Registration Complete

You must verify your email address before you can log in. A verification link was sent to John.Doe@mailinator.com. To verify your account, click
| inthe link provided in your emai.

Didn't get an email? Resend Verification

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

From velp Deskc

Semt:  Fr 2FR2006 308 PM
Tee -
[+
Subject o Reply Your Portal Access request -\.'.'s 1

ey
Yo Wame Here, -

Your iCourt Partal acoess request has been received. You will be notified of any status change via email
This email contains yvour requested copy of the elevated access terms and conditions.
These are the terms and conditions

Please do not reply to this email. If you have received this email in emor, please disregard

11
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You will receive a second email confirming your approval or denial

i. Approval notification

Frome Help Desk Sent:  Fri ZF1RE006 311 P
Ter -
Ce

et Fia Beplr Tour Partal &ccess neguaeil -'\-'a

YVour Name Here,

Your iCourt Portal access request has been approved. Visit the iCourt Portal site 1o access your features.

Please do not reply to this email. If you have received this email in emor, please disregard

ii. Denial Notification

A

T johmndoe
F raem helpdeakEideour v et

Subject: T peoly: Your Portal Access request Was

Received: Mon Feb 01 2014 14:00048 GM T -0000 [(Mowntaln
Standard Tims)

Tohn Dae

Yoair Wowt Partal sccens pedqibest has been dened

Reason for demal

Extendead access allows authonzed users to review repositorny records of entire case tvpes that are otherwise “exenipt from disclosure
to members of the public. Extended access has been granted by the Idaho Supreme Court as & means for other govemmment entities or
thear affiliates. to conduct relared busmess. To read the court order and see the full list of approved access and agencics, please review
the Extended Access Order After reviewing your request, if appears fdee mformation bemg souglt should be provicded by submartng
viouir regquiest for cous secords o te approprute consty eounthouve, med does 5ot requare extended aceess, A complete e of all of the
iecands whath ade exanpt oai diclosise can be feaind us ldahe Ceint Adssuaurabive Riale 3 3] Afler eevaswang e Ovder and Rl
of vou beheve, however, that vou do qualsfy for extended acoows o 1Count Portal reconds, vou may smend vour msthorszatvon requaest
ad resobuaat it clanbang which exempt records vou seek that are withm the scope of vour official dutves and powers. To do wo. please
subpuit a better to Justice Linds Trowt, Inferum Admomastradinye Dwector of the Courts. requesting a review of vour apphication. Our

address v 451 West Stabe Street. Boise. Idaho 83702

Please do ot reply mo duis emadl. If vou have receved this email in error, please disregard

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.

ICourt Portal - Online Records & Payments For The Idaho Courts

Notifications

Welcomel This website is available to provide information on the status of trial court cases in the State of Idaho. We are currently transmonmygroamew

Logging

In

Welcome, Judge ‘ =

Request Access

Account History
Payment Accounts
sign Out

. e . , 11
1. Once you have received your approval notification, click on the iCourt Portal link to"access
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the portal.
From: Help Desk Sent: Fi 292016 111 M
To =
Cc
Sutject Mo Replye Your Portal Access request Was Approved

Your Name Here. \

Your iCourt Portal access request has been approved. Visit the iCourt Portal site to access your features

Please do not reply to this email. If vou have received this email in emor, please disregard

2. From the iCourt Portal homepage, select “Sign In” from the iCourt Portal homepage.

ICourt Portal - Online Records & Payments For The Idaho Courts @

3. You now have access to
a. Smart Search

Smart Search

Smart Search *Required

Search Criteria

* Enter a Record Number or Name in Last, First Middle Suffix Format

Advanced Filtering Options -

b. Search Hearings

Search Hearings *Required

Basic Search Options

* Select Location

* Select Hearing Types
* Select Search Types
* Search by Criteria

* Search by Date From * Search by Date To
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