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’.
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Step 2: After clicking ‘Login’, page below will display. Click ‘Sign in with SSO’.
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Step 3: After clicking ‘Sign in with SSO’, Emory single sign-on page will display. Enter your Emory
Network ID and password.
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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’
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Step 5: Service catalog page will display. Select the service type (ex. Document Support).
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*Gift Card Orders *Meetings/Advertisem...
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Step 6: Complete form, attach documents (if needed), and click ‘Place Request’
Home > Request New Service > Admin Services Request Types » *Document Support

*Document Support

— CV's, Editing, Formatting, Letterhead, PDF Conversions
Read more
—_—
Requested Due Date *
‘ MM-DD-YYYY ‘

What type of Document Support are you requesting? *

Is there anything else you want to tell us about this request?

Attach all pertinent document(s) for this request below

P Attach a file (File size < 25 MB)




