
SON Administrative Support FreshService “How-To” Guide for Faculty & Staff 

Step 1: Click here to access our Freshservice website (page below will display). Click ‘Login’. 

 

Step 2: After clicking ‘Login’, page below will display. Click ‘Sign in with SSO’. 

 

  

https://sonadminsupport.freshservice.com/support/home


Step 3: After clicking ‘Sign in with SSO’, Emory single sign-on page will display. Enter your Emory 
Network ID and password. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4: You will be re-directed back to the ‘SON Administrative Services Requests’ landing page. You will 
know you are logged in by the display of the first letter of your first name as indicated below. 
 
Click ‘Submit an Administrative Request’ 
 

 
 
 
 



Step 5: Service catalog page will display. Select the service type (ex. Document Support). 
 
 

 
 
Step 6: Complete form, attach documents (if needed), and click ‘Place Request’  
 

 


