To accommodate employee’s splitting time working on campus and remotely outside of the City of
Philadelphia, the Payroll Department in collaboration with Drexel IT have developed an app to track
work location. The Work Location Certification app allows employees to elect up to 3 work locations.
Local payroll taxes will be applied according to the provided percentages.
Work location certifications may be updated as often as necessary. The latest certification before a
payroll deadline will apply to each payroll. Employees only need to complete a certification when their
work locations change.

Instructions on completing the Work Location Certification:
1. Go to the Employee tab of DrexelOne and select “Work Location Certification” in the “Employee
Information” section. This will open the app.
2. Click on Step 1 to Certify Permanent Address.

3. If the displayed home address is correct, click certify home address and continue to instruction
#5. If the address needs to be updated, click “Update Address” and continue to instruction #4.

4. After you click “Update”, you will see the following. Enter the correct information and click
“Save.” The app will return to Step 1 where the updated address will display. Click certify home
address.

5. If you are not a Pennsylvania resident or you are a Pennsylvania resident residing in
Philadelphia, the app will go directly to Step 3. You do not need to complete Step 2 – Certify
Municipality.
If you are a resident of Pennsylvania outside of Philadelphia, you need to complete Step 2. Here
you will select the municipality in which you live. The Municipality will be used to determine the
applicable local payroll tax which will be deducted from your pay. Once the municipality is
selected, click “Confirm Municipality”

6. Step 3 – Certify Work Location(s) allows you to enter the percentage of time you will be working
on Drexel campuses or at your Permanent Home Address. You may select up to three locations,
but only one is necessary. The response here will be used to determine your state and local
taxes. You can update this each pay period. If you do not make changes, the payroll taxes will
continue according to the most recent certification. Employees are responsible for providing
accurate information.

