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.

Before submitting a request through AskDrexel, the following items should be routed as
indicated below:

Travel Reimbursement Reports should be emailed directly to travel@drexel.edu
P-Card Allocation Reports should be emailed directly to pcard@drexel.edu
Stop Payment Requests should be emailed directly to acctpay@drexel.edu

Step 1. Access the DrexelOne portal

Use your internet browser to access the DrexelOne portal at
https://one.drexel.edu. You will be taken to the DrexelConnect Multi-
System Access log on page.
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\f/ DrexelConnect MULTI-SYSTEM ACCESS

Enter your DrexelOne "Central Authentication System" is now DrexelConnect

Userid and Password DrexelConnect is the new name for easy multi-system access. (The old name was Central Authentication

Userid: Service. See our FAQ for more information on the name change or other questions on DrexelConnect.)

|
Connect at the left with your DrexelOne user-id and password. Once connected, you can access any

Need to get a DrexelOne account? DrexelConnect service - including DrexelOne, Drexel Learn, and BannerWeb - without entering your
Password: password again. When you logout of a service, your browser remains "connected" so that you can re-
enter that service or access other ones without entering your password.

Need help with your password?

Connect Logout, Disconnect, Close and Quit Browsers To Protect Yourself

As you finish with DrexelOne, Drexel Learn, BannerWeb, or other DrexelConnect services, you should
sign out of those services. When you're fully done or leaving this computer, you should logout of services that
are open in other tabs or windows then click the Disconnect button to prevent new sessions from being started
This is a private system. Unauthorized without your password. For added protection, close all browser windows (and quit the browser if its menu bar is
access to or use of this system is strictly still visible), particularly if other people have access to this computer.
prohibited. By continuing, you
acknowledge your awareness of and
concurrence with the Acceptable Use

Terms of Service

Policy of Drexel University. Need More Help? DREXEL UNIVERSITY
: ﬁ,llnformanon Resources
Unauthorized users may be subject to \and chhnology

criminal prosecution under the law and
are subject to disciplinary action under
University policies.
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Step 2.

Submit a Request Through AskDrexel

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 ‘“Need help with your
password?” link and follow the instructions.
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Enter your DrexelOne
Userid and Password

Userid:

Need to get 2 DrexelOne account?

password:

Need help with your password?

Connect

Terms of Service

This is 2 private system. Unauthorized
access to or use of this system is strictly
prohibited. By continuing, you
acknowledge your awareness of and
concurrence with the Acceptable Use
Policy of Drexel University.

Unauthorized users may be subject to

criminal prosecution under the law and
are subject to disciplinary action under
University policies.

"Central Authentication System" is now DrexelConnect

DrexelConnect is the new name for easy multi-system access. (The old name was Central Authentication
Service. See our FAQ for more information on the name change or other questions on DrexelConnect.)

Connect at the left with your DrexelOne user-id and password. Once connected, you can access any
DrexelConnect service - including DrexelOne, Drexel Learn, and BannerWeb - without entering your
password again. When you logout of a service, your browser remains "connected" so that you can re-
enter that service or access other ones without entering your password.

A Logout, Disconnect, Close and Quit Browsers To Protect Yourself

As you finish with DrexelOne, Drexel Learn, BannerWeb, or other DrexelConnect services, you should
sign out of those services. When you're fully done or leaving this computer, you should logout of services that
are open in other tabs or windows then click the Disconnect button to prevent new sessions from being started
without your password. For added protection, close all browser windows (and quit the browser if its menu bar is
still visible), particularly if other people have access to this computer.

Need More Help? DREXEL UNIVERSITY
Email, text chat, or call IRT “llnformanon Resources
land Technology
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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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WELCOME EMPLOYEE CAMPUS+COMMUNITY

Alerts

Safety and Security

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)
View/Update Emergency Contacts

AskDrexel

Have a question? AskDrexel _

Race and Ethnicity Information
More BannerWeb Personal Information Menu >>

Wiite/Rate captions * Submit a photo * \iew Archives

DrexelOne Mobile

Get DrexelOne Mobile, the free app that lets you
access personal, academic, and career
Service Status 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. 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.

A SkDrexel Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

[Logout]

m Ask a Question My Stuff -

Advanced Search
How do | log into SmartSource?

Find the answer to your question

Results 1 - 10 of 102 for How da ¢ log into SmartSource?

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 8.

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.

A SkDrexe’ Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

[Logout]
m@ oy st -

Advanced Search

How do | log into SmartSource? m

Find the answer to your question

Results 1 - 10 of 102 for How da ¢ log into SmartSource?
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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.

ASkDrexe’ Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

Answers Ask a Question My Stuff -
I

Submit a question to our support team.

Please choose the topic that most accurately reflects your inquiry. *
Select a topic | -
w Procurement Services
b Accounts Payable
» Sumplus
» Purchasing/Scurcing/CRCM
» Travel/Events and Expense
» PCard
Diversity Program
» Employment and Benefits ("o

|_&_sdministrative Sendrss

| Browse...

Answers Ask a Question My Stuff -
| |

Submit a question to our support team.

Please choose the topic that most accurately reflects your inguiry. *
Select a topic | -
» PCard

AccessiRole Requesis

Ship-To Addressss

Shipments

Data Reguests

Training

UPS Campus Ship

Teminations

Supplier Enablement/SetlUp-Check Request W[
Dime 1Ly auk

| Browse...




Submit a Request Through AskDrexel

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.

ASkDreer Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

Answers Ask a Question My Stuff -
I

Submit a question to our support team.

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

Procurement Senvices
SmartSource
Training

Response CC:
john.smith@drexel.edu

Question *

‘Where can | find the training schedule for SmartSource training?

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.

ASkDrexe’ Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

Answers Ask a Question My Stuff -
EE——

Submit a question to our support team.

Pleaze choose the topic that most accurately reflects your inguiry. *

Procurement Senvices
SmartSource
Training

-

Response CC:
john.smith@drexel.edu

Question *

Where can | find the training schedule for SmariSource training?

Attach Documents

| ( Browse_. )

* (0ld Training Schedule.docx (11.13KB) Remove




Submit a Request Through AskDrexel

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.

ASkDrexe’ Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

Answers Ask a Question My Stuff -
I — I

Submit a question to our support team.

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

Procurement Senvices
SmartSource
Training

-

Response CC:
john_smith@drexel.edu

Question *

Where can | find the training schedule for SmartSource training?

Attach Documents
[ Browse...
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Submit a Request Through AskDrexel

Step 10. Receive Confirmation

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

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.

RSl ) https://clu-crm-tst.custhelp.com/app/ask_confirm/i_id/ © ~ @ & || D) Ask a Question
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ASkDrexa’ Drexel University Knowledge Base

AskDrexel Home | Drexel Home | Search

e T

Your Question has been Submitted

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

If you need to update your question, click the Your My Stuff tab and select the question to open and update it.

ORACLE’
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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 from DrexelConnect Multi-System Access and close out of
your browser when you are finished.

T3 hitps://login.drexel.edu/cas/confirmLogout?appname=2 O ~ @ & | 7% Drexel University - CAS - Ce...

File Edit View Favorites Tools Help

v DrexelConnect MULTI-SYSTEM ACCESS

AskDrexel Logged out; Browser still Connected

You have been logged out of AskDrexel. This browser is still connected and can access all DrexelConnect services without needing your password
again. Links to popular services are provided below.

When you're fully done or leaving this computer, you should logout of services that are open in other tabs or windows then click the Disconnect button

to prevent new sessions from being started without your password. For added protection, close all browser windows (and quit the browser if its menu
bar is still visible), particularly if other people have access to this computer.

Wh

Favorite Services

DrexelOne Drexel Learn BannerWeb WebMail
Need More Help? |pREXEL UNIVERSITY
F e onea /Information Resources
and Technology
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