
For previous ICOTS users. Upon initial
login to INSITE, you will use your
current ICOTS login information. 

For current users that are not
prompted to reset your password, it is
recommended that you reset your
password for added security.

Click “Login” to proceed

For newly created
accounts, you will click
“Forgot Password”.

Click “Login” to
proceed



When resetting your
password, enter your email
to continue.

Click “Continue” to proceed



When resetting your password, you will be
prompted to enter a code. If you have already set
up MFA, you will use the code from your
authenticator app. 

If you have not set up MFA, you can click “Use
Code from Email” to have a one time password
sent to you. 

Enter your code and then click “Verify” to proceed



You will receive an email
link to change your
password which will bring
you to this page to set a
new password.

Click “Continue” to proceed



You will now be able to
login with your new
password.

Click “Login to Continue”  to
proceed



Login with your updated
password.

Click “Login” to proceed



Upon initial login, you will be
asked to acknowledge the
Privacy Policy and User
Agreement. If you have not
reviewed, click the link to
access the policy.



At initial login, you will see a red
bar and a red box. Click either

option to set up your MFA.



If you have set up an authenticator
app,  you can scan the QR code to
finish initial setup of your
authenticator app.

To set up your authenticator app
manually, select “Click here to use

another method”.

If planning to use email verification, click “Skip”. 

This will take you back to INSITE; however, you will continue to
see the red bar/box, until permanent MFA is set up. 

Microsoft Authenticator 
Download for iOS
Download for Android

Google Authenticator 
Download for iOS
Download for Android

AUTHENTICATOR APP SUGGESTIONS

https://apps.apple.com/us/app/microsoft-authenticator/id983156458
https://play.google.com/store/apps/details?id=com.azure.authenticator
https://apps.apple.com/us/app/google-authenticator/id388497605
https://play.google.com/store/apps/details?id=com.google.android.apps.authenticator2


After you have scanned the QR
code with your authenticator app,
and have finished set up, select
“Click here once you’ve set up your
authenticator app”. 

AUTHENTICATOR APP SUGGESTIONS



In addition to scanning the
QR code, you can also
enter the secret key to
finish initial setup of your
authenticator app.

Click “Click here once
you’ve set up your

authenticator app” to
proceed



After set up, you will be asked to
enter the 6-digit code from your
authenticator app. You will do this
each time you log in to the system.
Upon initial set up, you may be
logged out of INSITE after entering
your code. 

Click “Verify” to proceed



Each time you log in to INSITE, you will be
prompted to enter a 6 digit code before
accessing the system.

Click “Verify” to proceed



You have successfully
logged in!
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