Scan completed form and email to:
For District Courts: laura.jones@mdcourts.gov

For Circuit Courts and all others: gearsaccess@mdcourts.qgov
Gears Access Security Form

Due to separation of duties, the same user will not be granted both a processing role and the related approval role.

] Modify

Type of Request: [INew User

[] Inactivate User (] Change Name [ ] Transfer

Legal Name of User:
Work Email:

Other Names Known As:

Requestor Phone No.:

Work Location: Position Title:

Current User ID (if applicable):

What functions do you want to perform?
(NOTE: All roles will include the inquiry and report roles.)

Order to Cash
Add Remove

L1 Clprocess Daily Revenue
[J [JProcess Bill Adjustments

Field Accounting
Add Remove

] [_JEnter General Ledger Journals

Other
Add Remove
[ (internal Auditor
[ ][ ]Asset Manager (Whse only)
L1 Inventory Analyst (Whse only)
HI Inventory Manager (Whse only)
L1 Cmee Manager

Department of Budget & Finance Roles

Add Remove
(] []Approve Requisitions
] []Approve Vendors
L1 Budget Analyst
[ ][ JpBF Management Access
[] [_lEnter General Ledger Journals
(] [lEnter Vendors

L] Manage Accounts Payable Unit
[] [[]Manage Budget Unit
U] |:|Manage Payroll
[] [[IManage Voucher Batch Process
[ ] []P-Card Reconciliation
[] [ ]Process Vouchers
(] CJRun HX/TRN/HOBO Interfaces
] [_]Run Traffic/Non-Est Interfaces
(] [[Isetup / Financial Control

Procure to Pay Inquiry and Reports Only

Add Remove Add Remove
(][ lenter Expense Reports ] ] Accounts Payable: Vouchers/Payments
[J [JEnter Express PO's [] []Budget
(][ lenter Interpreter Invoices [ ] []General Ledger
] CJEnter Invoices (vouchers) [] [JPurchasing: Requisitions/PO's
[ []Enter Receipts
[] []Enter Requisitions
[ [[IManage My P-Card
[] [CIManage a P-Card for:
<ENTER NAME>

Approvals
Add Remove
] ] Approve Express PO's
L] |:|Approve General Ledger Journals
L] |:|Approve Requisitions
1 [_lApprove Vouchers
[] [ ]Approve Interpreter Invoices*
*LIMITED - DCHQ or Access to Justice ONLY

Department of Procurement, Contract & Grant

Administration Roles
Add Remove

] []Approve Purchase Orders

[] [ICreate & Manage Contracts

[] [Icreate & Manage Purchase Orders
[] []p-card Administrator

Additional Roles

(In the space below, please specify a need to add or remove a
role not covered by the role selections above.)

| understand that the password issued to me shall not be used by any other individuals, and any unauthorized use of my logon-id or a breach of any security
procedures related to the use of my logon-id is solely my responsibility. A breach of this or any of the security policy regulations could result in removal of
access at the Judiciary's discretion. Under MD CRIMINAL LAW Code Ann. § 7-302. Unauthorized access to computers and related material is prohibited.

User Sign:

Request Date:

Supervisor Sign:

Supervisor Name:

Date Approved:

Supervisor Title:

Access will be granted based upon the need to perform the above assignee's duties and business purposes only
FAILURE TO COMPLETE THIS FORM IN ITSENTIRETY WILL RESULT IN PROCESSING DELAYS.
RESET FIELDS
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