Steps for Changing Your Home
Address Using Duke@Work

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



http://work.duke.edu/

H

iFarms
Home | MyProfile | | Open Enrollment

Home > Home

Welcome to Duke@Work.

- r-rr and edit your home address.

- Wiew a mary of your persanal infarmation in the HR/Payroll system.
- “iew and Wit your Duke Flex Account,

enefit plans.
resources.

MyPay

- Miew your online pay statement.

- Miew and edit your bank account used for direct deposit.

- Miew and edit your YW-4 and NC-4 tax witholding elections.
Quick Link

Pay Statement
Pay Staternent Print Settings

My Career
- Search for jobs at Duke.
- Access links to professional development resources,

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




Update ¥our Home Address

Profile Summary

“iew a summary of your personal in ation in the HR/Payrall system.

Duke Flex Account Login
“iew and edit your Duke Flex Account.
Contact My Payroll Representative

Contact your department payroll representative to correct IINgmation in your profile
summary, to change your check mailing address, and for queNs about your pay
statement.

Duke Directory Resources (Online@Duke)
Edit your Directory Listing

Change your NetlD Password

Edit wour privacy settings SeleCt update yOUF

Set your privacy preferences for email.

et your challenge response guestions hOme addreSS.

Set questions and answers used by the Help Desk to confirm your identity.



Step 3

Duke @ WORK

iIFarms | Mylnfo | Lni date Selection | ECRET
Home | MyProfile | My efits | MyFay | K er | Open Enrollment

Home > Hame > MyProfile > Update Your Home Address

Updating a home address is a four step process. Use this

guide to ensure you have completed all four steps and
Overview  Edi  ReviewandSave  Confirmation that your address change has been saved in the payroll
system.

This address change updates the Duke personnel record and vendor information for your health, dental, vision and reimbursement account
benefits.

Y ou will still need to contact your retirement and insurance vendors directly.

Retirerment and Life Insurance “endor Listing

PERMANENT US (HOME)

Valid fi Tod . . .
Shest Address: 1215 LOST HIGHWAY Select “Edit” to begin the process of changing

City: DLURHAM .
cEpne o 5551212 your address. Please note that you will need to
/ contact retirement and insurance vendors

Mrevows Step] LB directly to change your address in their systems.
Selecting “Exit” will end the transaction.




Step 4

¥

The
change
can be

current or
future
dated.

Open Enrallment

Home = Home > MyProfile = Update Your Home Address

Overviewn Edit Review and Save

This address change updates the Duke personnel record and vendar information for yaur health,

dental, vision and reimbursement account benefits.
You will still need to contact your retirement and insurance vendors directly.

Retirerment and Life Insurance “endor Listing

PERMANENT US (HOME) /
cfo:
House Murnber and Street: * (1215 LOST HIGHYWAY
Address Line 2;

City: * DURHAM

County:

State: * NORTHC. . [+]
IIP Code: * 27708

Telephone: 919 5551212

@ valid fram Today
Calid as of Future Dat

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“‘"inthe
address.

[« Previous Step|(Review & Save)‘(ou MUST click on “Review & Save™ to save your changes.

\

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

Duke (@ WO R K

iFarms Lniversal Warklist | Candidate 5
Home | MyProfile | MyBenefits | MyFay | f1 Career | Open Enrallment

Home > Home > MyProfile = Update Your Home Address

K

This date
confirms
when the
change
IS valid.

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

=] (] (sl
Owerviesy Edit Review and Save

Verify the Address data below before Saving.

PERMANENT US (HOME)

Country:
cio;

House Mumber and/Street:

Address Line 2;
City:

County:

State:

LIP Code;
Telephone:

Yalid from B/12/2003

FRougermant

27572
297321212

23961 Paradise Lane

MNORTH CARDLINA,

onfirmEtion

If you need to correct the entry select Previous Step.

7~

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

|4 Previous Step @ You MUST click on “Save” to save your changes.

Exit |

™~

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.




Step 6

Duke (@ WORK

The final step
confirms that

Home > Home > MyProfile > Update Your Home Address
b your changes
A e B e G— [ were saved in
iy Edt R 5 Confirmation / the payr()”
m The changes you made to your Address data were saved 3 SyStem -

Your Changes have been Saved. What do you want to do next?
o to Addresses Cverview

Go Back to MyProfile

PERMANENT US {HOME)

Country: LISA,

clo:

House Mumber and Street: 23961 Paradise Lane

Address Line 2

City: FRougemont
County:

State: MORTH CAROLIMA,
ZIP Code: 27572

Telephane; 919 732-1212

Yalid frorm BA1272009 Conﬁrm the date
for which the
change is valid.




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

Step 1
DLll\e ((l W O R K Welcome Gwendolyn Hall-DiFabio

\_/

iFarms ist | Ca

Home | MyProfile 5 pen E._,:-”-:jllrnent SeleCt the Log Off button tO

Home > Home = MyPay = Update Your Bank Account for Direct Deposit

' begin the log off process.
Step 2

3 SAP NetWeaver Portal -- Web Page Dlalng

RN}

& Are you sure you svart to log off?

Select “yes” to continue the log off
- process. Select “no” to return to
Duke @Work.

https:lept.ait. duke edu/ | & Internet

Step 3
E’-' Duke University
ﬂﬂ; NetID Services Logout

You are logging out of NetID services. Choosing ves will log you out of
all NetID services you are currently using.

Are you sure you want to log out of NetID services? Se|eCt "YeS, |Og me OU'[" '[O |Og Off Se|eCt “NO,
__ do not log out” to return to Duke@Work.

'as. log me out ]

Ma, do not log out ]
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