Steps for Making Tax
Changes Using Duke@Work

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



http://work.duke.edu/

Step 1

iIFarms LI
Home | MyProfile | by

Horme > Home
[

Welcome to Duke@Work.

IyProfile

- “iew and edit your home address.
- %iew a summary of your personal information in the HR/Payrall system.
- “iew and edit your Duke Flex Account.

- Wiew and edit your Duke directory listing and settings.

Cluick Link
Duke Flex Account Login

M!! your online pay staternent.

- %iew and edit your bank account used for direct deposit.
- “Wiew and edit your Wy-4 and NC-4 tax withalding elections.

Cluick Link

Pay Statement
Pay Statement Print Settings

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

Iy Benefits
- Reviews your enrollment in Eenefit plans.
- Access links to other Benefit resources.

To update your W-4 and NC-4 tax withholding
elections, go to the My Pay link on the My Info page
at Duke@Work.




Pay Statements

FPay Statement
Yiew your pay statement online.

Fay Statement Print Settings
Click here to stop receiving a printed pay statement.

Pay Resou

Federal and MC Wy-4 Tax Withholding
iew and edit the information included-dh your W-4 and NC-4 tax withholding forms.

Update Your Bank Account for Dire

Take Home Pay Calculator
Deterrnine how your benefits and taxes affe

our take hame pay.

From My Pay, select the Federal and NC W-4 Tax
Withholding link.




Duke (@ WORK

Myinfo | L ist | Candidate Selection | ECRT

fits | MyPay | M er | Open Epeallracet
Modifying your tax withholdings is a four step process
and changing Federal and North Carolina withholdings
IS a separate transaction. Use this guide to ensure you
have completed all four steps and that your changes
have been saved in the payroll system.

]

M 2 3]
5 Ell I

erview Edlit Review and Save Confirmatioo

Based on the payroll cycle, the system will autormatically determine the earliest effective date possible
for the update to your tax withholding elections.

FEDERAL
g St e g RRED Your current martial status and
withholdings are listed. Select “Edit”
G .
for either your Federal or State
Taxes. Selecting “Exit” will take you
to the My Pay page.

NORTH CAROLINA
Filing Status: MARRIED OF QLS

Penf-Syemptions: 04

[« Previous Step|

Select here for Federal Taxes

Select here for State Taxes
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Duke (@ WORK

Forms | Mylnfo | Ln ist ECRT
Home | MyFrofile | MyBenefits | MyPay | MyCareer | Open Enrollment

. MlyPay = MyProfile = Update Your Home Address = MyPay = Federal and MC W4 Tax Withhalding
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Orvervienn Edlit Review and Save Confirmation

ax Authority:

Filing Status: |SINGLE
Mo. of Exemptions:
Additional Withhalding: | 100.00|USD

For Federal taxes, use the drop down
menu to update your filing status and
enter in the number of exemptions and
additional withholdings you would like.
You must check the declaration box
before you can review and save your
changes.

[4 Previous Step || Review &w | Exit |

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.

Declaration
Wl Beciaraiior;
Ui penalties of perjury, | certify that | am led to the number of withhelding allowances claimed on this electronic certificate.

Foreign National Employees
and employees claiming an
“Exempt” status are required
to use paper W-4 forms.




Step 5

This date
confirms
the
beginning
of the pay
period in
which the
change is
valid.

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

Duke (@ WORK

... MyPay > MyProfile > Update Your Home Address = MyPay > Federal and NC %W-4 Tax Withhalding
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Crvervienwy Edit Review ani Save

Verify the Tax Data data below

FEDERAL Once you’ve made your
Tax Authonity: FED changes, review your
Filing Status: SINGLE G—

information to verify it is
accurate.

03
iny: 100.00 UsD
Walid fram B/15/2003

Mo. of Exemptions:

/@iuus Step/“ Save | | 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.




.. WyPay = MyProfile = Update Your Home Address > MyFay > Federal and MC %W-4 Tax Withhaolding

I 1 F 3 4 ]
e ey Edlit Review and Save Confirmation

@ The changes you made to your Tax Data data were saved> ‘_

What do you want to do next?
Soto Wd Overview

The final step confirms
that your changes were
saved in the payroll
system.

FEDERAL
Tax Autharity: FED
Filing Status: SINGLE

Mo, of Exemptions: 03
Additional Withhalding: 100.00 USD
Valid from B/15/2009

Select here to review how to modify state taxes.

Select here for instructions on how to log-off.




Step 4

|
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Duke @ WORK

iIForms | Myinfo [ Lnive st | Candida

Home | MyProfile | B its | MyPay | kMyCareer | Open Enrollment

Home = Home = MyFPay = Federal and RIC W-4 Tax Withhalding

? 3 4 ¢l
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wErviewy Edit Review: and Save Confirmies

NORTH CAROLINA

Tax Authority: N

Filing Status: SINGLE [=]
Mo, of Exernptions:

Additional Withholding: | 25.00|USD

Declaration

¥ Declaration

Welcome

For State taxes, use the drop down
menu to update your filing status and
enter in the number of exemptions and
additional withholdings you would like.
You must check the declaration box
before you can review and save your
changes.

Underpenalties of perjury, | certify that | am-entitled to the number of withholding allowances claimed on this electronic certificate.

[4 Previous Step( | Review &@ | Exit|

1

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.

Employees who are Foreign
Nationals, who are claiming
an “Exempt” status, and who
are claiming 10 or more
exemptions are required to
use paper NC-4 forms.




Step 5

This date
confirms
the
beginning
of the pay
period in
which the
change is
valid.

b

Dul\e (Of‘ WO R K

Home = Haome = MyPay > Federal and MC W-4 Tax Withholding

[<]

Owverviewy

NORTH CAROLINA
Tax Autharity:

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

Filing Status:
Ma. of Exemptions:

Additional ¥Withholdiny

Yalid fram B/15/2009

[«]

Review and Save

e

SIMNGLE

a1

25.00 USD

Verify the Tax Data data below

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

| 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

Dul\e ((l W O H I‘\

B [ o] [2 | Fagr] : . .
LA B s / The final step confirms
Crvarviesy Edit Review and Zave Confirmation
| that your changes were |
Q@ The changes you made to your Tax Data data were saved ) Saved |n the payroll _______
What do you want to do next?
Go to WWd Overview SyStem )

NORTH CAROLINA

Tax Autharity: M

Filing Status: SINGLE
Mo, of Exemptions: 01
Additional Withholding: 25.00 USD
Walid from B/15/2003

Select here to modify federal taxes.

Select here for instructions on how to log-out.




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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