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1. Once logged into CONNECT, click “Manager Self Service” from the page menu.  

 

 

 

 

 

 

 

 

 

 

2. Click the “HR Forms” tile.  

 

 

 

 

 

 

 

 

 

3. Click “New Position Request” from the left panel.  
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4. Click the “Add a New Value” tab. Click “Add”.   

 

5. Complete the fields listed under Important and Justification. Fields with an asterisk are required. 

 

6. Click “Add Attachment” to add up to one (1) attachment. Note: A Position Description Questionnaire 

(PDQ) is required. 

 

7. Click “Save” at the bottom of the form, and “Submit” at the top of the form. 

 

8. Upon submission, the approval path will show at the bottom of the form.  
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For assistance, please contact Classification & Salary Administration  

at ocsa-hris@mdcourts.gov or (410) 260-1733. 
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