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PURPOSE:

To create a uniform process for external agencies to follow when requesting access to the Clerk’s RFR and Cash Receipting systems. 
OBJECTIVE:

To provide instructions for processing requests from external agencies who need access to the Clerk’s RFR and Cash Receipting systems, and to ensure that the proper COSC staff are involved in approving and processing these requests.
EVENT DRIVER:

· Staff from another Court or County agency initiates a request for access to the Clerk’s RFS or Cash Receipting system.
PROCEDURES: 

1. A supervisor or other authorized individual from the external agency must complete a request for access on a COC Financial System Request Form (View Only) approved by the Clerk’s Office for this purpose.

2. The requesting supervisor will email a copy of the completed request for system access to the Clerk’s Office at the following email address: COCFinancialSystemRequests@mail.maricopa.gov
3. Designated Clerk’s Office staff will review the request for completeness, and to ensure that access is appropriate.

4. Any questions regarding the level of access requested or the business needs of the requestor will be referred to a Clerk’s Office manager or administrator in charge of the application to which access is being requested.

5. Approved requests will be signed by the reviewing clerk, and forwarded to the ITG Help Desk with a Request for Service.

6. Clerk’s Office Accounting staff will be copied on the RFS request.

7. ITG staff will create or configure the requested access and forward all new account information to the reviewing clerk.

8. The reviewing clerk will update the approved request form with the new account information and return it to the requesting supervisor.

9. Any denial of a request for access will be returned to the external agency with an explanation of the reason for denial.  Incomplete request forms will not be considered and returned to the external agency.
POLICIES / RELATED DOCUMENTS:
· N/A

OTHER PARTIES INVOLVED:
· Criminal Financial Obligations Manager

· Accounting Staff

· Executive Assistant to the Clerk

· ITG Help Desk
TIME / VOLUME:
· Varied

FREQUENCY:
· As needed

PERFORMANCE MEASURE:
· N/A

SYSTEM ACCESS REQUIRED:
· Email (COC Financial System Requests folder)
REPORTS / FORMS:
·  F-ADMIN-1002: COC Financial System Request Form (View Only) 
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.  
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