
Steps for Changing Your Home 
Address Using Duke@Work  

Go to http://work.duke.edu and enter your 
NetId and password to log-in.  

http://work.duke.edu/


To update your home address, go to the My Profile 
link on the My Info page at Duke@Work.  

Step 1



Step 2

Select update your 
home address.  



Step 3

Updating a home address is a four step process.  Use this 
guide to ensure you have completed all four steps and 
that your address change has been saved in the payroll 

system.  

Select “Edit” to begin the process of changing 
your address.  Please note that you will need to 
contact retirement and insurance vendors 
directly to change your address in their systems. 
Selecting “Exit” will end the transaction.    



Step 4 You can change 
your home 

address and 
phone number as 

they should 
appear in the 

payroll system.  
Do not use 

characters other 
than “a-z”, “0-9”, “-

”, or “ ‘ ” in the 
address.  

The 
change 
can be 

current or 
future 
dated. 

Select “Review and Save” to move to the 
next step of the process.  Your changes will 

not be saved if you do not complete this 
step of the process.  



Step 5

Once you’ve made your 
changes, review your 
information to verify it is 
accurate.    

If you’ve 
made an 
error, go 
back to 
the 
previous 
step. 

You must select “Save” to confirm your 
change.  If you exit prior to selecting 
“Save”, your changes will not be made in 
the payroll system.  

This date 
confirms 
when the 
change 
is valid.  



Step 6

The final step 
confirms that 
your changes 
were saved in 

the payroll 
system.  

Confirm the date 
for which the 

change is valid.  



Select the Log Off button to 
begin the log off process.

Select “yes” to continue the log off 
process.  Select “no” to return to 

Duke@Work.  

Select “Yes, log me out” to log off.  Select “No, 
do not log out” to return to Duke@Work.  

All three steps below must be completed to successfully log off 
Duke@Work.  

Step 1

Step 2

Step 3
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