
Steps for Making Tax 
Changes Using Duke@Work

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

http://work.duke.edu/


Step 1

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.  



Step 2

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



Step 3

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.  

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

Select here for Federal Taxes 

Select here for State Taxes 



Step 4  

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.  

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

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.    

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.  

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

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



The final step confirms 
that your changes were 

saved in the payroll 
system.  

Step 6

Select here to review how to modify state taxes. 

Select here for instructions on how to log-off. 



Step 4

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.  

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

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

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. 

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

The final step confirms 
that your changes were 

saved in the payroll 
system.  

Select here to modify federal taxes. 

Select here for instructions on how to log-out. 



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


	Steps for Making Tax Changes Using Duke@Work

