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Introduction 

PROST, or the Probation Offender Services Tracking  application, has been designed to track and report 
offender services funds for the Colorado Probation department.  The system accounts for the 
disbursement of money to the various districts, creation of vouchers for probationers, approval of those 
vouchers, sending vouchers to vendors, creation of invoices from vouchers, and approval of invoices for 
payment. 
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Setup 

In order to get started with PROST, the probation office will need to acquire your business’ W-9 form 
and submit it to the Financial Services Division of SCAO.  Once your business is setup in the state 
payment system, your business can be added to PROST.  The probation office will need your business 
information along with the contact information for at least one representative who will be the 
administrator for your online account in PROST. 

Vendor Name 
Phone Number 
Email 
Mailing Address 
Contact Name 
Contact Email 

The vendor administrator is responsible for activating the account, entering the various services and 
their prices, adding other vendor employees if necessary, and keeping this information up to date.  The 
vendor administrator or other designated person(s) will also need to review approved vouchers, add 
dates/descriptions of service, create invoices for payment, and communicate with the probation office 
about any disputes of service or payment. 
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Welcome Email 

 

If you have not already gotten your welcome email from the probation office, contact them with your 
business information and request that they send you a welcome email.  It will look similar to the above.  
Clicking the link in your welcome email will take you to the Account Verification screen. 
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Account Verification 

 

Verify the Primary Contact information for your business and choose a password for the account.  Your 
vendor login will be your full email address.  After confirmation, you will be able to at: 
https://www.jbits.courts.state.co.us/probation/vendor 

Enter an answer for your security question.  This will be needed for verification anytime you call 
Colorado Judicial ITS for technical support.  The phone number for technical support is (800) 404-2857, 
option 2.  You can also email technical support at: customersupport@judicial.state.co.us  

Lastly, confirm the name of your company, phone number, email, and mailing address.  If everything 
looks correct, click the Save icon in the upper right-hand corner of the screen. 

You should see ‘Your data was saved successfully’ appear in green at the bottom.  You will then be 
redirected to the Vendor Login screen. 
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Vendor Login 

 

If you forget your password, clicking ‘Forgot Password’ will send you an email which allows you to reset 
your password.  The password reset email is only good for an hour. 

Login with your email address and password and you will be directed to the home page. 
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Once logged in, you will see two icons. 

The person icon  in the upper right allows you to view and edit your profile.  You can also change 
your password from within your profile.  This is also how you logout of the system. 

The three horizontal lines  in the upper left opens the vendor menu. 

 

The vendor menu is split up into different functions. 

PROST > Preferences > Services Provided 

PROST > Voucher > Voucher Inbox 

PROST > Voucher > Invoice Inbox 

Security > Profiles > My Profile 

Security > Profiles > User Management 

Security > Permissions > Permission Management 

Security > Permissions > Permission Summary 
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Services Provided 

Before you can begin receiving vouchers for services, you will need to enter which services you provide.  
You can do this by navigating to PROST > Preferences > Services Provided. 

If you have more than one location, you will need to select which location you are entering services for. 

 

Once you have selected a location, or if you have only one location, you will see a list of possible 
services. 
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Select the services you provide from the list.  If you have a cost, enter that as well.  Then click the Save 
icon in the upper right-hand corner.  You should see ‘Your data was saved successfully’ in green at the 
bottom. 

Adding or changing services will require approval from the probation department.  Once you have 
selected your services, contact the probation department to approve the services and add your business 
to the list of choices for probation officers to use.  Your business may have several locations and each 
location may serve one or more Colorado districts. 

If you are not sure which service you should select for a certain type of service, ask the probation 
department for further clarification. 
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Voucher Inbox 

 

Once you begin receiving vouchers from the probation department.  They will appear in your Voucher 
Inbox.  You can add a service date and optionally a description of service to a voucher in two ways. 

1. To enter them onto a voucher before creating an Invoice: 
a. Select Service Date at the top of the inbox and enter a description of service if desired.  

Then select one or more vouchers from the inbox and click the Save icon  in the 
upper right-hand corner.  ‘Your data was saved successfully’ should appear in green at 
the bottom. 

2. To enter them onto a voucher while creating an Invoice: 

a. Select one or more vouchers from the inbox and click the Create Invoice icon  in the 
upper right-hand corner.  The Create Invoice screen will appear. 

b. Service dates and Description of Service can be entered on this screen for each voucher 
or line item. 

The Download CSV icon  in the upper right-hand corner will download an Excel file of all the vouchers 
currently displayed in your inbox. 

The blue hyperlink under Seq# will take you to the Voucher Information or detail screen for that 
Voucher. 

The blue hyperlink under Invoice ID will take you to the Invoice Information or detail screen for that 
Invoice.  
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Create Invoice 

 

When you click the Create Invoice icon  in the Voucher Inbox you will see a list of all the vouchers you 
have selected.  The Create Invoice window allows you to create a draft or final invoice with the selected 
vouchers.  It also allows you to add the vouchers to an existing invoice if one exists.  You can enter an 
invoice name and number, if you do not a system generated invoice number will be assigned. 

To create a draft invoice, enter a date of service and optional description for each line item.  Then click 
the Save button.  A new invoice will be created with those vouchers or line items attached, but it will not 
be sent to the probation department. 

To create a final invoice, enter a date of service and optional description for each line item.  Then click 
the Submit button.  A new invoice will be created with those vouchers or line items attached and it will 
be sent to the probation department for approval. 

To use an existing draft invoice, choose the ‘Use Existing Invoice’ radio button at the top of the window.  
Then select which invoice you wish to add the additional voucher or line items to.  Enter a date of 
service and optional description for each line item.  If you wish to keep adding to that invoice in the 
future before submitting, click Save.  If you wish to finalize the invoice and send it to the probation 
department for approval, click Submit. 

Either way you should see the ‘Your data was saved successfully’ message appear in green at the 
bottom.  The vouchers that you just added to an invoice will now have an Invoice ID assigned to them in 
the voucher inbox. 
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Invoice Inbox 

 

When you create an invoice from the Voucher Inbox, you will see the newly created invoices appear in 
your Invoice Inbox. There are several different statuses that an invoice can be in. 

Started – These are draft invoices and have not been sent to the probation department yet. 

Submitted – These invoices have been finalized and sent to the probation department for 
approval. 

Accepted – These invoices have been approved by the probation department, but not yet 
marked as Paid. 

Paid – These invoices have been approved and marked as Paid by the probation department. 

Cancelled – These invoices have been either rejected by the probation department (and agreed 
to by the vendor) or cancelled by the vendor. 

Expired – These invoices have expired because the previously attached vouchers passed the 
voucher billing expiration date set by the probation department. 

The Invoice Inbox allows you to submit invoices for payment that have been started or are in draft 
status.  It also gives you the ability to see whether an invoice has been accepted or marked as paid by 
the probation department.  Lastly, it allows you to cancel an invoice or respond to a request to cancel 
from the probation department. 

The ellipses will be highlighted orange if a request to cancel from the probation department has been 
made on an invoice. 

The blue hyperlink under Invoice ID will take you to the Invoice Information or detail screen for that 
Invoice. 
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My Profile 

If you would like to change your security or login information, you can do that under Security > Profiles > 
My Profile. 

 

If you have more than one user, you will need to select which user you are changing security settings 
for.  Only the individual user can change their own email address, password, or security question. 
 

Email Since your email address is also your login ID, when changing your email address 
a confirmation will be sent to the original email address to confirm the change 
before updating the email address to a new address. 

Password When changing your password you will need an upper case, lower case, and one 
special character as part of your password. 

Name   Update your first, middle or last name. 

Account Status Shows whether an account has been confirmed or not.  This setting cannot be 
changed. 
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Permission Update your security role.  The Admin security role has access to everything in 
the vendor account and is your default security role.  Additional security roles 
can be setup under Permission Management. 

Status  Update whether your account is active or not. 

Security Question Update your security question answer.  Currently there is only one security 
question, ‘What was your first car?’  If a user has not had a car, they can answer 
none. 
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User Management 

The user management screen can be accessed under Security > Profiles > User Management. 

 

This screen allows you change the security role and status for users in your organization.  You can also 
add new users, view detailed information, or download a list of users in your organization. 

Click the magnifying glass icon  to pull up all users in your organization.  If you wish, you can filter 
by name or email address at the top. 

To change the permission or status for a user(s), click the checkbox next to the user(s) and choose the 

new permission or status.  Click ‘Set Permission’ or ‘Set Status’.  Then click the Save icon  in the 
upper right-hand corner to update the user(s). 

To add a new user, click the Add User icon  in the upper right-hand corner to display the Add 
User(s) window.  Fill out their name, email address, security role and click ‘Save’.  An email will be sent 
to them to confirm the rest of their information and the user(s) will appear in the User Management 
screen with an Account Status of Unconfirmed. 

To see detailed information on a user, select on a row from the table and click the Information icon  
.  Additional details for the user will appear on the right-hand side. 

To download a list of users in your organization, click the Download icon  to download a CSV or Excel 
file of the current list of users. 
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The blue hyperlink under the Email column will take you directly to the My Profile page for that user.  
Allowing you to quickly change security settings for the user. 
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Permission Management 

The permission management screen can be accessed under Security > Permissions > Permission 
Management. 

 

This screen allows you create new security roles and modify existing ones for your organization.  If you 
are adding new users and do not want everyone to be an Administrator, you can create a new security 
role that only works with certain parts of the application or has only read access. 

An explanation of the security levels (Create, Delete, Read, and Update) can be found by clicking the 

Question icon  in the upper right-hand corner.  Only certain security levels are available on each 
screen in the application. 

The ‘Create Permission’ and ‘Edit Permission’ titles at the top are like tabs in a browser that you can click 
on.  Switching between them allows you to create a new security role or edit an existing one. 

To create a security role, give the new role a Permission Name.  Then scroll down the page clicking the 
checkmark boxes next to each function or screen the new security role should have.  When you are 

done selecting permissions click the Save icon  in the upper right-hand corner to create the new 
role. 

The screen will refresh and you will be viewing the ‘Edit Permission’ tab with the new security role 
displayed. All the current security roles can be viewed in the ‘Select Permission’ dropdown. 

If you need to make any changes, select the new permissions and click the Save icon  when you are 
done. 
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Permission Summary 

The permission summary screen can be accessed under Security > Permissions > Permission Summary. 

 

 

This screen simply allows you to see a list of the current security profiles in your organization.  By default 
only the security role for Admin is setup. 

To see detailed information for a security role, select a row from the table and click the Information icon 

 .  Additional details for the security role will appear on the right-hand side. 

Clicking ‘Details’ under detailed information shows you which users in your organization have that 
security role. 

To download a list of security roles in your organization, click the Download icon  to download a CSV 
or Excel file of the current roles. 

 




