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I. Background and Purpose 
Drexel Security in review of J.P. Morgan’s internal design and security decided that the best           practice to keep our participant Quick Pay information secure is by utilizing a Secure Folder, hosted in \\Files.drexel.edu\projects\Research Payments\.

II. Where will the Secure Folders be?
The folders for Quick Pay files will be housed under Research Payments.  You will need access to the secure path noted above in order to gain access to all folders, within Research Payments. 

Who can obtain access to the Secure Folders?
Only specific ORI personnel have access to all secure folders housed under Research Payments.  The ORI personnel will be the only ones who will be able to upload the payment file/s to Quick Pay. Currently, the ORI staff that have access are: Jennifer Reed-Hack, Assoc. Director of Finance, ORI, Jeannine Reed-Heil, Finance Coordinator, ORI and Sharesse Jackson, Talent & Operations Coordinator, ORI.  

What do I need to get a New Secure Folder created? 
To get a New Secure Folder Created you will receive a completed Request to use Quick Pay Form. 



You will review the form and make sure that the # of people they are requesting to have access to    the secure folder is minimal, usually only the PI, coordinator and someone else from their department.  If there are more than that just confirm with the submitter of the form that all the personnel they noted will be working with paying the participants.  If the PI is not noted in the section to have access to the folder confirm with the PI that they should or should not have access.

III: How do I get a New Secure Folder Created?
       Once you have the completed form email Accounts@Drexel.edu, this is the IT Department. 
       Subject Line: New Secure Folder Under Research Payments
       Body of Email:  Good Afternoon, can you please set up a new secure folder for me under 
       Research Payments, \\Files.drexel.edu\projects\Research Payments\.  The information is as
        follows:
        Name of Secure Folder: (this is the Format) PI Last Name_Protocol #
        People who need access to the folder: Names and Emails Only
        Always put: Jennifer Reed-Hack    Email: jr3275@drexel.edu
                                 Jeannine Reed-Heil    Email: jr3724@drexel.edu
                                  Sharesse Jackson        Email: sdj68@drexel.edu
         Then add the names and emails of those noted on the Request Form to have access.
         Send the Email.
   
         Will I receive notification that my email was sent?
         You will receive an email notification from Drexel IT that they received your request and 
         will get back to you.  The email will detail the information you noted in your email.

         Let Requestor Know:
         Email the person who emailed you the form back and inform them that you requested a 
         New Secure Folder to be set up for their study and as soon as it is complete you will let 
         them know.

   IV: How long does it take for the Folder to be set up?
          Usually, the creation of the folder only takes a day or two.  If you do not hear back from Drexel,
           IT within 2 days go to the original email you sent and resend to Accounts@Drexel.edu asking
           when you can expect the folder to be set up.

          How will I know the new folder I requested is set up?
          You will receive an email from Drexel IT informing you that the folder is set up and it will 
           detail what you noted in the body of your email.


     V: The New Secure Folder is Set up now what do I do?
            Check and make sure you see the new folder under Research Payments.  Then you 
            will email the person who requested the new folder and inform them that their new secure 
            folder is set up and the name of the secure folder, PI Name_Protocol # (Actual).

             Tell them to confirm they can access the folder and as well as those who were to have access to is as well, that were noted on the form.

Note this in email: Please confirm that you have access to your new secure folder.  Restart your computer, connect to the VPN and then follow the below instructions dependent on what type of computer you are working on.  These instructions are also in the User’s Guide.

A. Connect to Drexel VPN
If you have not connected to VPN before, please follow the steps detailed here. 

B. For Mac Users:
1. Access: Finder
2. Select: Go  Connect to Server
3. In the address field of the Connect to Server dialog, type the URL using this syntax:
smb://files.drexel.edu/projects
4. Click: Connect
5. Select: Registered User
6. For name enter your Drexel account email: abc123@drexel.edu
7. For password: enter your Drexel password
8. Click: Connect
9. A folder should appear on your Desktop with your study’s PI Name and IRB Protocol number (as entered in the application form)
10. This is the folder where you or your staff will be uploading the Payment Template for each payment submission.

C. For Windows PC Users:
1. Open File Explorer (folder icon on taskbar) > Right click on “This PC”
2. Click “Add Network Location” and type the path for the server and shared resource in the following format.                                   
\\files.drexel.edu\projects

3. Once mapped, you can right click and add to the Desktop if desired.

D. For Personal Computer Users:
                  1. Enter drexel\userID (format abc123) in the user name field and then your password

Attach a copy of the User’s Guide and the payment template to the email.


     

VI: What happens if they say they cannot access the folder?
       Email Accounts@ Drexel.edu the Name and Email of the person who cannot access the new secure folder and the name of the folder.  

What will IT do?
 IT will confirm that the person does have access and will contact them via email to set up a walk
 through with them on how to access.  If they see that they forgot to give them access they will give 
 them access and let you know. 

What’s Next?
 They can start to use Quick Pay.

 FOLLOW-UP!!!!
Continue to keep everyone involved until the loop is closed.
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REQUEST TO USE QUICK PAY FORM 
 
DATE: 


 
 


PI NAME:  
 
 


FUND #:     ORG #: 
 
 


PROTOCOL #:  
 
 


STUDY TITLE: 


 


Names and Drexel email addresses (e.g., abc123@drexel.edu) of lab members directly 


involved with payments for this study: 


1. Name:      Email: 


2. Name:      Email: 


3. Name:      Email: 


 


 
Requestor Name: 


Requestor Signature:  


Requestor Title:  


Date: 


 


FOR ORI USE ONLY:   


Request for folder sent on: 
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JP Morgan QuickPay (QP) 

User Guide



Version 2.0 

03.30.2022




FREQUENTLY ASKED QUESTIONS ABOUT QUICKPAY



What is QuickPay?

Corporate Quick Pay is a Digital Payment Solution through JP Morgan Chase.  Quick Pay is a secure and easy way to pay Research Participants.  



Why should I use QuickPay?

Researchers will save a lot of time paying research participants as the Quick Pay system allows you to pay multiple research participants at one time by completing a template form.  



What are the fees to the investigators associated with using QuickPay? 

The fees for the usage of QP are very minimal (between $0.70 and $0.90) compared to other payment options (see section at the end of this guide for fee structure information).  



How Quick is the Payment to the research participants?

The payments to participants are made in a timely manner and within 48 hours of payment submission (+/- 24/48 hours of the payment submission date if it falls on a weekend). The payment is made once each research study’s authorized representative(s) upload(s) and save(s) the completed template file for a given testing date to the study’s secure Research Payment shared folder, notifies ORI that a file has been uploaded to the shared folder, ORI uploads the file to the Corporate QP platform, and the submission is approved by ORI.  If the uploading day falls on a weekend, the payment will be processed the next business day. 



Who can use QuickPay?

All members of the Drexel Research community who are Principal Investigators on funded projects, and who have IRB-approval for these projects, are eligible to use QuickPay for their human participant studies.



What kinds of payments can be processed through QuickPay?

QuickPay is exclusively used to pay monetary incentives to Research Participants. A Research Participant is an individual who is performing a task (e.g., completing questionnaires, computerized tests, undergoing a treatment as part of a clinical trial, undergoing a behavioral or medical intervention, and others) as part of a research study. A research study is a systematic investigation of a research question that has been approved by the University’s Institutional Review Board (IRB, Research on Human Subjects division). A monetary incentive paid to a Research Participant is a monetary compensation for participation in the study’s research activities that has been approved by the sponsor of the study, as well as the IRB, the specific amount of which is indicated in the study’s consent form. 



What kinds of payments cannot be processed through QuickPay?

 QuickPay cannot be used to pay other kinds of monetary incentives that do not pertain to IRB-approved, research studies. QuickPay cannot be used to pay honoraria to anyone inside or outside of the University. QuickPay cannot be used to make any other purchase, such as paying vendors for materials/equipment or other such expenses. QuickPay can only be used to pay monetary incentives to Research Participants taking part in Drexel IRB-approved studies. 



Do I need IRB Permission to use QuickPay?

Yes. If your project is a new project, make sure the compensation method in your IRB application specifies QP as the payment method. If you already have IRB approval for your project, you need to submit and receive approval to use QP as the or one of the payment methods in your study. 



To facilitate consistency, below is the language we recommend you use for your IRB submission. Researchers who piloted QP put together this template language and have already received approval for their projects using QP. 



Language for IRB protocol application and consent form when using QuickPay:

You will receive $XX/hour for your participation at the end of the study through a remote-payment electronic system at Drexel, which is administered by JPMorgan Chase Bank. This system allows us to compensate you for your participation in the study through a secure electronic payment system (ACH) that is used by most major banks. This system securely sends direct payments from an account associated with this study to your account, immediately upon study completion. The use of this system as a payment option allows for remote payment and helps us protect the privacy and safety of the participants and the research staff.  

To use this form of payment, we will need to provide JPMorgan Chase Bank your participant number ID and your email and phone number. We will then send you an invitation to receive payment either as an email or a text message. Once you accept the invitation the funds will be disposed to your account by the next business day. Drexel University and the researcher team do not have any access to your account information and they are not directly involved in the disbursement of the funds.  

If you cannot or do not want to receive a direct, electronic payment through this system, you have the option of receiving a check from Drexel University. This option takes several weeks to process, requires you to complete a federal W9 form, and requires you to disclose your name and social security number to Drexel’s Accounts Payable department. You will also need to provide your name and address to JPMorgan Chase Bank, who will be sending this check to you. 

Please note that if you make over $600 within one calendar year from participation in research studies including this one, Drexel will be required to issue a tax form to you. You will also be required to submit a completed W-9 form to Drexel’s tax department.  



*Please note that if you are using other forms of compensation for participants beyond QuickPay, you need to have either (a) a separate consent form for each compensation method you are using (preferred) or (b) incorporate the QuickPay information in your existing consent form. Please consult with the Human Subjects Protection officer to confirm. 





What do Principal Investigators need to do to use QuickPay?

Investigators who wish to use QuickPay need to request to use QP for each of their studies, following the procedure below:



· PIs (or their assigned staff) need to contact the ORI, at jr3275@drexel.edu, stating they would like to use Quick Pay (QP) and attach a completed Request to Use Quick Pay form. 

· The Request to Use Quick Pay form can be downloaded from HERE. 

· The Request to Use Quick Pay form is study-specific. For each study you wish to use QP, you need to submit a separate Request to Use Quick Pay form

· The Request to Use Quick Pay form should include the following information:

· Date of request

· PI Name

· Fund # (this is the grant # associated with the payments for this study)

· Organization # (this is the code for the PI’s department or center)

· Protocol # (this is the IRB protocol for the study; QP use needs to have been approved by the IRB before submitting this form)

· Study title

· Names and Drexel email addresses (ac123@drexel.edu) of designated lab members who are authorized to have access to the study folder: (beyond the PI, these should be lab members directly involved with this particular study and who will be uploading payment information; it’s recommended to limit this to a maximum of 3 individuals)

· Requestor name (this is the PI’s name)

· Requestor signature (this is the PI’s signature)

· Requestor title (this is the PI’s title)



What happens after I submit my Request to Use Quick Pay form(s)?

ORI will use the information you provided in your form to set up a secure payment folder that will be specific to your study. Please note that each of your studies needs to have its own folder. An ORI representative will contact you by email to confirm receipt of the form and provide you with access to your secure study payment folder. Only the PI and designated lab members on the request form will have access to this secure payment folder. Please note that it can take up to a week for your study folder to be set up, so it may take a few days for the ORI representative to get back to you. 



How do I access my secure study folder(s)? 

The ORI representative will confirm over email when your study folder is setup and the designated lab members have access to the folder. You will receive this information separately for each of your studies for which you submitted a Request to Use Quick Pay form. Remember that only the members designated on the Request to Use Quick Pay form will have access to this folder. 



The steps to access the secure study folder are as follows:



Once you are informed your secure folder is set up restart your computer and then proceed with the instructions below.



A. Connect to Drexel VPN

If you have not connected to VPN before, please follow the steps detailed here. 



B. For Mac Users:

1. Access: Finder

2. Select: Go  Connect to Server

3. In the address field of the Connect to Server dialog, type the URL using this syntax:
smb://files.drexel.edu/projects

4. Click: Connect

5. Select: Registered User

6. For name enter your Drexel account email: abc123@drexel.edu

7. For password: enter your Drexel password

8. Click: Connect

9. A folder should appear on your Desktop with your study’s PI Name and IRB Protocol number (as entered in the application form)

10. This is the folder where you or your staff will be uploading the Payment Template for each payment submission



C. For Windows PC Users:

1. Open File Explorer (folder icon on taskbar) > Right click on “This PC”
2. Click “Add Network Location” and type the path for the server and shared resource in the following format.                                   
\\files.drexel.edu\projects


3. Once mapped, you can right click and add to the Desktop if desired.



D. For Personal Computer Users:

                  1. Enter drexel\userID (format abc123) in the user name field and then your password





I have access to my secure payment folder for my study. What do I do now?

You are now ready to use the folder to upload payment information for your participants. This information goes to ORI, who are approving the payment request, and who are authorized to upload this information securely to JPMorgan. 



To upload your payment information, please read carefully and follow exactly the steps below:

· Download the QP Research Payment Template .csv file from HERE. (Use File  Save as  Download a copy)

· This template has been specifically created for Drexel University Research, to encompass all items that are needed to pay research participants via the Quick Pay platform.

· The template is the same for every Drexel University Research Study, it does not change.

· Save a blank copy of this file; lab members who are responsible for processing payments for your study should have this blank template easily accessible (e.g., on their desktop).

· Rename the blank file as follows: PILastName_StudyNumber_.csv. For example, ‘Johnson_Study123456_.csv’, where StudyNumber is the Study’s IRB Protocol Number for consistency. Do not use # symbol, it is not an acceptable character. 

· Note that the shared file name cannot exceed 50 characters. 

· For each batch of participants you wish to pay you have to copy the template and complete it for that batch of subjects separately. 

· Do NOT change the template in ANY way: Keep the template exactly AS IS. Do NOT edit column names, column order, or anything else about the file structure and format. If you do, JP Morgan won’t be able to process your submission and your payments will be delayed or cancelled. 

· IMPORTANT NOTE: When you enter information in each column, please make sure you do not have any spaces at the end of an entry, as these cause issues with JPMorgan reading your file. We recommend entering manually, for example, the protocol number on the first cell, and then use copy/paste in subsequent rows. If you copy information from a different file or online, please make sure there are no extra spaces at the end or any odd formatting, before pasting this information in your .csv template. 

· Make sure you DO NOT change the file extension from .csv to something else. It needs to be a .csv file.

· Each batch would include, for example, participants tested that day/that week etc. 

· Each batch of payments will be processed separately. You will need a separate .csv file for each batch of payments. 

· DO NOT open and edit an already submitted .csv file to add new participants. If you do, participants already in the file will be paid again.

· The QP Research Payment Template .csv file for that batch of participants MUST be dated on the day you upload the file on your secure study payment folder. For example, if you submit information for Study with ProtocolNumber 123456 for 10 subjects on Tuesday, April 27, 2021, the template .csv file should be named  ‘Johnson_Study123456_4_27_21.csv’ Do not use periods in the file name, as the file will not be accepted (use underscores instead, as in the example above).

· Make sure that you process batches of payments according to your approved IRB protocol and consent form; if you told participants that they will get paid within X hours, upload your payment batch accordingly to meet that expectation.

· The columns on the spreadsheet have headers stating what information is required in each column.

· [bookmark: _Hlk54781838]Study Participant Email Address, Study Participant Mobile Phone number, Payment Amount, Payment Description, Entity Type (Individual/Business), First Name, Middle Name, Last Name, Address 1, Address 2, City, State, Zip Code, Participant Study ID, Organization Number, Protocol Number, PI Name, Fund Number. (Note: The maximum # of characters for each field is 30)

· The fields that need to be completed are:

· Email Address and/or Mobile Number (Phone number with no dashes or parentheses)

· Payment Amount: The max amount to pay a participant on a line is $400. If the payment to them is greater than $400 than they will receive two separate emails/texts for two payments.

· Payment Description (no more than 30 characters), for example ‘research participation’

· Entity=Individual (enter the capital letter I here ONLY)

· First Name, Last Name- You do not need to use the participants’ actual name; you can decide how you want to use those columns (for example, initials, study ID, etc.)

· You DO NOT need to include participant address 

· Participant Study ID

· Organization Number

· Protocol Number

· PI Name

· Fund Number



· Once you have the completed .csv file and named the file appropriately per the steps above, now you have to upload the .csv template file on your secure study folder. Drag and drop usually works well for this.

· Note that your original copy of the batch .csv file will likely still be accessible on your computer. Uploading on the secure study payment folder essentially creates a copy of it. We highly recommend keeping your own clear records of your payment batches for study bookkeeping independently of the QP study payment process.  

· VERY IMPORTANT: Once you upload your batch .csv file to the secure study payment folder, you MUST email Jennifer Reed-Hack, our ORI QP representative, at jr3275@drexel.edu to notify ORI that a new template has been uploaded for payment. You MUST include in your email the full name of the file that has been uploaded, for example ‘Johnson_Study123456_4_27_21.csv’

· Payments will be sent to JP Morgan by ORI at approximately 5:00 PM on business days. Payments submitted over the weekend, will be sent to JP Morgan at approximately 5:00 PM the next business day. Participants are expected to receive a text/email within 24 hours of payment submission to JP Morgan. 



What happens after I have uploaded my template to my secure study payment folder AND emailed ORI?

The ORI representative will upload the file and approve it in the secure QP platform. Note that the ORI representative, ORI, study staff, or any other person affiliated with Drexel do not have access to payment information for the participants (e.g., bank accounts, etc.). That is handled exclusively and securely by JP Morgan to protect participant privacy.



Can I use one folder for all of my studies?

No. Each of your studies using QuickPay needs to have its own study folder. Folders are created by study and with their specific IRB approval number. You cannot have multiple studies under one folder. The payments you upload to a given folder should be exclusively related to payments for the study linked to that folder. Payments not linked to the specific study will be rejected. 



What if I want to add or remove a staff member from access to a study payment folder?

Please email such requests to jr3275@drexel.edu. Allow for a week for these requests to be processed. 



What is the fee structure for using QP?

The fee structure for using QP is presented below. JP Morgan Chase Quick Pay Fees

***PIs participating in the pilot of QP will not be charged for the fees during the pilot.***
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How are the cost of payment and the fees charged to my grant?

The amount of payment for each participant, including the fees, will be charged directly to your grant/funding source as a participant payment (Account code # 3673). For information on this account code, see: https://drexel.edu/comptroller/announcements/overview/2020/November/Account_Code_3673_Participant_Payments/ 





What should I tell my participants? 

· You should tell your participants that they will be receiving an email and/or text from Chase. 

· All they have to do is click on the Accept Payment portion and enter their payment information to receive their payment.

· Participants will need to Accept the payment within 2 days, otherwise the payment will be rejected. 

· You should tell the participants that they will receive this notification within 24/48 hours of submission of payment (you should decide the time window to offer to your participants depending on your IRB protocol and how you expect to process payments (in batches, daily, etc.). 

· You should tell your subjects that the email will look like this: 
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· The text message will look like this:
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· Lastly, participants will also receive a confirmation of deposit over email/text

· If you are not using the participants’ real name and you are substituting the name field with other information the participant may try to change their name on the notification they receive.  Please tell them that their name will not be on the notifications to protect their confidentiality per study protocol and it cannot be changed.  They only have to worry about completing the payment information.

How should I notify my participants of this payment format? 

Beyond the information in your consent form, we recommend sending participants an email or printing out and explaining this information to them in person. A sample email appears below:



Hello everyone! 



You are receiving this email because you are owed compensation for your participation in the XYZ project. Within the next 24-48 hours, you will be receiving an email and/or text from Chase for the new QuickPay system.  

All you have to do is click on the Accept Payment part and enter your information to receive their payment. You do not need to alter your name or enter your address.



The email will look something like this: 
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The text message will look like this:
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Lastly, you will also receive a confirmation of the deposit over email/text.



Please let me know if you run into any trouble with this process or have any questions!



​Best,

Researcher Name, email address, phone







Are there any differences in payment for Non-Resident Aliens Payees?

Yes. The IRS requires that Drexel withholds tax on payments of any dollar amount that Drexel makes to nonresident aliens, so there needs to be a way to identify payees who fall into this category. 

You need to verify that your participants are US-citizens or resident aliens before proceeding with a payment. If they are not, you need to keep a record of their information and report it back to ORI at jr3275@drexel.edu on a monthly basis. 

To do this, you will need to send a list of payments made to nonresident aliens each month that includes the following information:

· Payment amount

· Name

· Address

· Email address

· Department cost center

 

ORI will invite the nonresident alien payees to register in our Glacier Nonresident Alien Tax Compliance software via email using the above information. If these are honorarium or prize payments, the tax rate will be 30%. Drexel will issue a Form 1042-S to payees the following calendar year by March 15.

 

You can find more information about nonresident alien payees at: 

https://drexel.edu/tax/international-students-employees/laws-regulations/

 

Who do I contact for help?

· You can contact Jennifer Reed-Hack, ORI QP representative at jr3275@drexel.edu 
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From: Chase Payments <donotreplyChasePayments@jpmorgan.com>
Sent: Monday, March 22, 2021 10:46 AM

To: XYZ <jondoe@drexel.edu>

Subject: Drexel University Research has sent you a payment

| EXTERNAL.

CHASE 0 < 5%-

Drexel

UNIVERSITY

Drexel University Research has sent you a payment
Dear PARTICIPANT NAME,

Drexel University Research sent you a payment. As a new customer to Chase Payments,
click "Accept Money" below and create a user profile to log on to our secure Chase website.
After logging in you will be asked to provide account information. You will need to have a US-
domiciled bank account and US mailing address to receive your payment electronically.

If you have any questions about the payment information or amount, please contact Drexel
University Research at QuickPay.HelpDesk@drexel.edu.

Amount: 15.00 USD

Payment ID: 33736044
Description: part in research study
Participant Study ID: P01
Protocol Number: 1901006940

You must accept the payment by 03/25/2021 or it will no longer be valid.

If you encounter any issues accessing Chase Payments, please contact us at 877-411-4530
(Hours: 8:00 AM ET - 8:00 PM ET, Monday - Friday)

Please do not reply to this mail.

This transmission may contain information that is privileged, confidential, legally privileged, and/or exempt from
disclosure under applicable law. If you are not the intended recipient, you are hereby notified that any disclosure,
copying, distribution, or use of the information contained herein (including any reliance thereon) is STRICTLY
PROHIBITED. Although this transmission and any attachments are believed to be free of any virus or other defect that
might affect any computer system into which it is received and opened, it is the responsibility of the recipient to ensure
that it is virus free and no responsibility is accepted by JPMorgan Chase & Co., its subsidiaries, and affiliates, as
applicable, for any loss or damage arising in any way from its use. If you received this transmission in error, please
immediately contact the sender and destroy the material in its entirety, whether in electronic or hard copy format.
Thank you.

JPMorgan Chase Bank, N.A. Member FDIC
© 2021 JPMorgan Chase & Co.
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I.


 


Background and Purpose 


 


Drexel Security in review of J.P. Morgan


’


s internal 


design and 


secu


rity 


decided that the best 


        


  


practice to keep our


 


participant Quick Pay information


 


secure is by utilizing a Secure Folder, 


hosted in 


\


\


Files.drexel.edu


\


projects


\


Research Payments


\


.


 


 


II. 


W


here


 


will the Secure Fold


ers 


be


?


 


The folders for Quick Pay 


files will be house


d under Research Payments.  


You will need access 


to the secure 


path noted above in order to gain access to


 


all 


folders


, within 


Research 


Payments.


 


 


 


Who can obtain 


access to


 


the Secure Fol


ders


?


 


Only specific ORI personnel have access to all 


secure folders 


ho


used 


under Research Payments.  


The 


ORI 


personnel will be 


the o


nly 


ones who 


will be able to upload


 


the paym


ent file/s to Quic


k 


Pay. Currently


, the ORI staff that have access are


: 


Jennifer Reed


-


Hack, Assoc. Director of 


Finance, OR


I, Jeannine Reed


-


Heil, Finan


ce 


Coordinator, ORI and Sharesse 


Jackson, 


T


alent & 


O


perations Coordinator, 


ORI.


  


 


 


What do I need to 


get


 


a Ne


w Secure Folder created?


 


 


To get a New 


Secure Fold


er Cre


ated 


you will receive 


a completed Request 


to use Quick 


Pay 


Form.
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Jennifer Reed
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Assoc. Director of 


Finance, ORI
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Approved By:


 


 


Lauren Geary, 


Director, Finance & 


Administration, ORI, 


VP of Finance
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Next Review
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uary 15, 2023


 


RESEARCH 


OFFICE


 


 


OFFICE OF RESEARCH 


& 


INNOVATION


 




 

 

I. Background and Purpose  

Drexel Security in review of J.P. Morgan’s internal design and security decided that the best           

practice to keep our participant Quick Pay information secure is by utilizing a Secure Folder, 

hosted in \\Files.drexel.edu\projects\Research Payments\. 

 

II. Where will the Secure Folders be? 

The folders for Quick Pay files will be housed under Research Payments.  You will need access 

to the secure path noted above in order to gain access to all folders, within Research Payments.  

 

Who can obtain access to the Secure Folders? 

Only specific ORI personnel have access to all secure folders housed under Research Payments.  

The ORI personnel will be the only ones who will be able to upload the payment file/s to Quick 

Pay. Currently, the ORI staff that have access are: Jennifer Reed-Hack, Assoc. Director of 

Finance, ORI, Jeannine Reed-Heil, Finance Coordinator, ORI and Sharesse Jackson, Talent & 

Operations Coordinator, ORI.   

 

What do I need to get a New Secure Folder created?  

To get a New Secure Folder Created you will receive a completed Request to use Quick Pay 

Form.  

 

Request_to_use_QP_

Form.pdf
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