Submit a Request Through AskDrexel

Please Note: These instructions are intended to provide employees with basic
information required to submit a request to AskDrexel. The screen shots are provided for
general reference purposes only. Your computer screens may look slightly different
depending on your access to the services contained within DrexelOne. However, the
steps contained below are the same for all employees

Step 1. Access the DrexelOne portal

Use vyour internet browser to access the DrexelOne portal at
https://one.drexel.edu. You will be taken to the log on page.
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https://one.drexel.edu/

Step 2.
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Log on to DrexelOne

Log on to DrexelOne using your e-mail user ID and password. If you
have forgotten your password, click on the “help” link and follow the
instructions.
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Step 3. Click the AskDrexel Link

From the DrexelOne Welcome page, click on the “AskDrexel” link on the
left side of the screen.
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Holds Drexel Alert

You have no holds at this time. Update contact information

Drexel Guardian
Register your cell phone and update your profile

for this security service
Announcements

No new announcements.

Personal Information

View/Update Address(es) and Phone(s)

Have a question? AskDrexel h

View/Update Emergency Contacts

Race and Ethnicity Information

More BannerWeb Personal Information Menu >>

Get DrexelOne Mobile, the free app that lets you
access personal, academic, and career
information from iPhone, Android, and Windows
Phones. It's already been downloaded over
Current Status 100,000 times!

No current outages

Available now at:
iPhone App Store

Google Play
windows Phone Store
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Step 4.
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Search for an Answer to your Question
To submit paperwork to an Administrative Department, skip to step 6.

On the AskDrexel screen using the “Answers” tab, you may search for an
answer to your question. Our database of frequently asked questions
provides answers and instructions that can assist you in resolving your
request.

Type your question into the data entry box and click “Search”. AskDrexel
will bring up a list of questions that match your input. If you see an
appropriate response, click on the question to view its answer.
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Results 1 - 10 of 122 for How de | sion up fer payroll Direct Deposit?

How do I sign up for direct deposit? New

Please submit a Direct Deposit Authorization form, available on the Payroll Department website at http:/fiwww drexel.edufcomptroller/about/forms/ to the Payroll Department
for processing. Instructions...

Date Updsted: 02/26/2018

How do | change my bank accounts for direct deposit? New
Please submit a Direct Deposit Autharization form, available on the Payroll Department website at http:/iwww drexel edufcomptroller/about/forms/ to the Payroll Department

for processing. Instructions...
Date Updated: D2/26/2018

When will | receive my W-2 form? New

Paper W-2 forms are mailed to your Employee Home Address by January 31. You may be able to access your W-2 sooner if you sign up for online delivery. If you sign up for
online delivery, you will be.

Dete Updated: D2/26/2018

Can | set up a payment agreement with a collection agency?
You may contact the collection agency directly te discuss what options are available
Dete Updated: DSI02/2014

Unable to sign in to the DrexelOne, Webmail or Scftware Site

Solution If you have forgotten your password, you can retrieve it by going to the Computer Accounts Management Service (CAMS) and clicking on the " Forgot Password?” link.
Follow the instructions to

Dete Updated: 11/23/2015

How do | make payments on my Perkins Account?

To make a payment on your Perkins Loan you may visit the ECSI online payment system at www.ecsi.net to set up an online account to have fast and convenient access to
ensure timely payments. If you...

Dste Updated: D8/10/2009

How to: Use Safari to download software.
Solution Enter your username and Drexel domain passwerd. If you can't login, verify that you're using the correct password. Clear Safari's disk cache. Click 'Safari’, 'Empty
Cache’. Click 'OK'".
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What happens to my account when | graduate?
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Step 5. Review your Answer

Review your answer and follow the instructions provided to assist you in
your request. You may rate the answer provided in the feedback section
below the answer.

If your request has been satisfied, you may log out of DrexelOne
following the instructions in step 11.

If you were not able to find an answer to your question or if you require
additional assistance, click on the “Ask a Question” tab.

e Sl [ https://du-crm--tst.custhelp.com/app/answers/detail/a_ O = @ C | [ How doIsign up for direct ...

File Edit View Favorites Tools Help

ASkDrexe’ Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

[Logout]
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Advanced Search

How do | sign up for payroll Direct Deposit?

Find the answer to your guestion

How do | sign up for direct deposit?

Answer ID 3024 Published 02/26/2016 12:18 PM Update:
How do | sign up for direct deposit?
Please submit a Direct Deposit Authorization form, available on the Payroll Department website at hitp:/fwww drexel edu/comptrollerfaboutiforms/ fo the Payroll Department for processing. Instructions for

completing the authorization form are available at http://www.drexel.edu/comptrollerfpayroll/instructions!

Did this answer your question?
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Step 6. Select a Topic

Select the topic of your request from the drop-down list. Click on the
arrow next to a topic to expand the list of items available under that topic.
For example, many Human Resources, Benefits and Payroll items are
listed under the Employment and Benefits topic.

Please Note: If you are submitting confidential or personally identifiable
information, please make sure that you have selected the appropriate
topic. The topic selected directs your request to the receiving department
and is critical for preventing your information from being misdirected.
For example, employment-related requests should only be sent under the
Employment and Benefits or Administrative Services topics for delivery to
Human Resources and Payroll.
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Answers. Ask a Question My Stuff -
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Submit a question to our support team.

Please choose the topic that most accurately reflects your inquiry. *
Please select an item under Employment and Benefits

Employment and Benefits ‘v

Address/Name Changes
| Benefits
Direct Deposit
Dragon Drive
Learning & Development
New Hire Status
Pay Check
» Payroll Taxes
TimefLeave Reporting

Browse..
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Step 7. Enter your Question or Request

In the Question section of the AskDrexel form, enter your question or
provide any additional information required to help us process your
request.

Please Note: If you enter an e-mail in the Response CC field, a copy of
the receiving department’s response to the AskDrexel submission will be
sent to that e-mail address. However, only the original requestor will be
able to reply to the incident by e-mail or view it in AskDrexel.
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Submit a question to our support team.

Please choose the topic that most accurately reflects your inquiry. *

Employment and Benefits
Direct Deposit

Response CC:

Question *

1 would like to sign up for payroll direct deposit, please | h

Attach Documents

Browse...
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Step 8. Attach Documents

If you are submitting documents with your question or request, click on
the “Browse” button in the Attach Documents section of the screen.

Locate the document you want to attach on your computer and click the
“Open” button on the upload window.

Once it is attached, you will see the name of your document under the
Attach Documents section.
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Submit a question to our support team.
Please choose the topic that most accurately reflects your inquiry. *

Employment and Benefits
Direct Deposit

Response CC:

Question *

| would like to sign up for payroll direct deposit, please

Attach Documents
Browse

~———
= Direct Deposit Form.pdf (135.76KB) Remaove
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Step 9. Submit your Request

When you have entered all of the information for your question or request
and attached any documents required, click on the “Continue” button to
submit your request.
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Submit a question to our support team.

Please choose the topic that most accurately reflects your inquiry. *

Employment and Benefits
Direct Deposit

Response CC:

Question *
| 'would like to sign up for payroll direct deposit, please

Attach Documents

l— Browse...

« Direct Deposit Form pdf (135 76KB) Remaove
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Step 10. Receive Confirmation

You may receive a pop-up box as the database searches for a self-service
answer to your request.

Finish submitting your question X

‘ d Your guestion hasn't been submitied yet.

The following answers might help you immediately. (ANswers open in a separate window.)

+ How do | sign up for direct deposit?

* How do | change my bank accounts for direct deposit?
* When will | receive my W-2 form?

+ How do | report my hours for payroli?

« How can | get a copy of my W-2 form?

Finish Submitting Question m

If you see an answer to your question, you may click on it to view the
answer. If not, you may continue submitting your question by clicking the
“Finish Submitting Question” button.

You will then receive an e-mail confirmation that your question has been
submitted including a reference number and a link for providing additional
information.
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Your Question has been Submitted

Thanks for submitting your guestion. Use this reference number for follow up: #160304-000001
A member of our suppert team will get back to you scon.

If you need to update your question, click the Your My Stuff tab and select the question to open and update it
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Step 11. Log out of DrexelOne

Log out using the link in the upper right corner of the AskDrexel screen.

Disconnect and close out of your browser when you are finished.
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