Duke@Work
Step-by-Step Guide

1. In your web browser, login to http://www.work.duke.edu

2. When prompted, enter your NetID and Password. (If you need assistance,
contact your help desk.)
3. Notice the look of the Duke@Work home tab.

Home > Home > MyPay > Paycheck Inouiry Service > Home 1
¥

Welcome to Duke@Work.

yPay

- View your aniine gy statement

" - View and edt vour bank account used for drect deposit.
- Wiews and et your W-4 and NC-4 tax witholsing elections

iew and edt your home adtress
- Wigw a summary of your personal information in the H:Payrall system.
N - “iew and edit your Duke Flex Sccount

- Wiew and et your Duke directory listing and settings

| Guick Link
Guiick Link Pay Stetement
Duke Flex Accourt Login Pay Statement Print Settings

& MvBienetits LA MyCaresr
- Review your enrolimert in Benefit plans \ - Search for joks ot Duke.
ey - Acess finks fo other Benefit resources L - icoess finks to professional development resources
Quick Link \
Unéiate Your Degendlert Information

NOTE: All users will have the “My Info” tab. Some users will have multiple

tabs, as other administrative functions may be performed using the website.

4. Select the view you would like to see by clicking on the tabs under Mylinfo
or the link in the workspace.

MyProfile
Undste Your Home Address
Updste your home address
Prafile Summary.
Wiew & summary of your personal information in the HRPayroll system.
Duke Flex Account Login
Wiew and edit your Duke Flex Account

Duke Directory Resources (Online@Duke)
Edlit your Directory Listing
change your MetiD Passvword

Edit your privecy seffings
Set your privacy preferences for email

Set your challenge response guestions
Set guestions and answers used by the Help Desk to confirm your identity

Update Your Home Address
1. Click on the Update link.
2. Click on the Edit button.

1 2 3 4
Overview Eriit Review and Save Confirmation
PERMAHNENT US (HOME)
Valid from Today
Street Address: 1313 MOCKINGBIRD LANE
ity DURHAM
Telephone Mo 555-1234

3. On the Edit page, make the appropriate changes in the white boxes.



4.

7.

Page 2

Owerview  Edit Review and Save

PERMAHENT US (HOME}

House Number and Strest: *
e

Courty L 1

state:

ZIP Cocle: *

Telephane:

® Valid from Tockay
" Valid &g of Future Date

Choose from either Valid from Today if you want the change to take
place immediately —OR— Valid as of Future Date and enter the date by
either typing it in the white box or selecting it from the drop-down calendar.
Click on Review.

On the Review and Save page, review the data. If it correctly reflects the
desired change, click on Save. (If there are errors, click on Previous
Step, return to the Edit page, make any changes, and click on Review.)

|
Overvieve  Edt Review and Save

Verify the Address data below

PERMANENT US (HOME)

Courtry: usa

cio:

House Number and Street: 10 Downing Street
Address Line 2

Gty DURHAM
Courty:

State: NORTH CARGLINA,
IIF Code: i

Telephone: 919 555-9876

Walid from 201 4/2008

4 Previaus Step

On the Confirmation page, select the next view you would like to see.
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Profile Summary

1.

Click on the Summary link.

2. View the iForm Employee Data Sheet.

L e .u. == @ L[ D (o1 |- @ 3| o . Download
= @ @ search ||| &) T select fiea C\\ MIEERCIES ® D 2 7 4
oz ey DDGT iForms Employee Data Sheet as of 10/24/2007
- a1 2y AT b
iForms Employee Data Sheet as of 10/24/2007 EMPLOYEE DATA SHEET (Page 2)
o e Tt e
uke University/Health System JONES MICHAEL
COST DISTRIBUTION
Diuke Unigue ID =: 333116 | Employes Stms: 3 Active | Bayroll Arsa: UM MONTHLY i &‘WT‘V‘ SE‘W;“ k8
SITTATE SECONDARY POSITIONS
Tast came- TFirst pame: MT Ofher Tule- | ST ‘ SC ‘ Orz Kev ‘ Howly Ras ‘ Begin Date | End Date
JONES | MICHAEL ‘ ‘ ToL T 0i] DDvD | T30 Oenr 2007 | 1y30ees
Barth: Tate DIULIOS0 ‘ Foour As
Form of Address: | ‘Gendar: | Degree:
S T
[ o o
| sahilty”. [ ] Les [A] Ne
FAYROLT TATE
T 0 oy o DOGT | STSC s i 8000
| ooty Poe” [ Y5 [T
‘ Toemact: 01 FULL {30 HRS)
Bt S FOLL S =90 BRSWE
CANFUS ADDRESS (chedk maling adiies]
Address he |- SMITH ST.
ATMENT
TR &
w0 |[§]ﬁj‘urnmwu B
DATE SPECITICATH
I ‘Coudr
| ot
| Last Day Worked ‘ TOA Effecove Da
RCANIZATIONAL DATA
Retain for Departments] Employee Persomel Recards e ot Emptore Pesomne Feconts
F O O it R o7 Depermtal Emplre oo Recrts
1f2 [ p bl © U

3. You may save a copy of the sheet or print it.

4. Once you have finished reviewing the data, select the next view you would

NOTE: Since this sheet contains your salary and other personal

information, protect the data.

like to see.

Edit Directory Listing (Online@Duke)

1.
2.

3.
4

Click on the Listing link.

In the Online@Duke window, edit the information you wish to change in

the white boxes.

Once you have finished editing, click on the Submit button.

Once you have finished reviewing the data, select the next view you would

like to see.
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My Benefits

Benefits Participation

Benefits Participation

Benefits Participation Overview:

iew a list of plans in which yau are currently envolled

When Can | Make Beneft Chances?

Update ‘Y our Dependent Information

Benefits Links
Retirement hianacer
Acoess your retirement information online. Enroll or change 403b contributions and investments
Beimbursement Accourt Login

Access health and dependent care reimbursement accourt information online.

Benefits Contacts
Bienefit Plan Providers
A a complete list of benefit plan providers and ther cortact information.
Retirement Yendors
Access retirement vendars for enraliment ancl changing funds.
Health Froviders

Access a list of network providers for heatth, dental and vision care insurance

Benefits Participation Overview

1. Click on the Overview link.
2. On the Overview page, click on the button next to the plan you wish to

see.

Show Participation Overview as of: [10/24/2007

Participation overview as of 10/24/2007
Plan

DENTAL

(¥ DENTAL &

MEDICAL

" DUKE BASIC

PERS AD & D

" PERSONAL ACCIDENT INSURANCE
EE 403B TAX DEF

" EMPLOYEE 4038 PLAN
EMPLOVER 3038

" EMPLOYER 4038 PLAN

Show Participation Details

3. Click on the Show Participation Details button and review the data.

4. Click on the Back button to return to the Overview page or the Exit button
to return to the Benefits Participation page.

File a Benefits Claim

When Can | Make Benefits Changes?

Retirement Manager

Benefits Plan Providers

Retirement Vendors

Health Providers

1. When you click on one of these links, you will be directed to the
corresponding page on the Human Resources website.

2. Read the information and follow the instructions.

3. When you have finished, close the window.

Reimbursement Account Login

When you click on one of this link, you will be directed to the Wage Works site.

Page 4
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Pay Statements
Pay Statemert
“iew your pay statement online
*' t / Pay Statemert Print Settings
- . Click here to stop receiving a printed pay stetement.

Pay Resources
Eesleral and NC V- Teax Withholsing
Create, change, and! display the information Inclusied on the W-4 form (Employees Wihalding Alowsnce
Certificate).
Uptste our Bank For Payrol Direct Deposit
Create or Lpciste your kank account for Payrol and TE Expense Reimburesement

Take Home Pay Calculator
Determine how your benefits and taxes affect your take home pay

Pay Statement
1. Click on the Statement link.
2. In the resulting window, review the Payroll Statement.

Pay Statements are available online from August 2002 forward: Show Overview

4 Previous Pay Statement | | et Pay Statement Extt

S @ W@ @aEeF e nr)s w
| 4 3
[
4
2
E DUKE UNIVERSITY/HEALTH SYSTEM
MONTHLY PAYROLL STATEMENT
NAME DUKE UNIQUE |ORG.KEY| PER.END | CHECK DATE
MICHAEL JONES 00333116 | DDET |10/31/2007| 10/25/2007
RATE : 2,525.00 M/3 |EXEMPTION| ADD'L AMT
RATE EFFECTIVE DATE: 08/01/2007 | |eeoe ommmem oo oo
POSITION: ANALYST, IT FEDERAL| S 00 0.00
POSITION EFF DATE: 00/00/0000 STATE s 00 0.00
GROSS PAY PRETAX DED TAXES DEDUCTIONS
SALARY 2,525.00 FED TAX 518.92
DifprePe  2,525.00 STATE TAX  325.00
TOTAL 5,050.00 MEDICARE 73.23
ORSDT 313.10
EIC 0.00
TOTAL 1,630.25
TAYX DEFERRED DEDS |POST TAX RETIREMENT

3. To review another statement, click on the Previous Pay Statement
button, the Next Pay Statement button, or the Show Overview link.
NOTE: Pay statements dating back to August 2002 are available.

4. When finished viewing, click on the Exit button.

Pay Statement Print Settings
1. Click on the Settings link.
2. Change the setting so you will stop receiving a paper pay statement.

Duke@Work Step-by-Step Guide Page 5



Federal and NC W-4 Tax Withholding
1. Click on the Withholding link.
2. On the Overview page, click on the Edit button in either the Federal or
North Carolina window, or both.

L
Overview

FEDERAL
Valid from 114/2007 Valid until 103112007
Fiing Status: SNGLE Fiing Stetus: SINGLE
No.of Exemptions 05 No.of Exemptions: 00

Edit
NORTH CAROLINA
Valid from 1112007 Valid until 103112007
Filing Status: SINGLE Filings Status: SINGLE
No.of Exemptions: 05 No.of Exemptions: 00

Edit

Previous Step

3. On the Edit page, change the Filing Status, No. of Exemptions, or
Additional Withholding as desired.

4. Read the Declaration statement, click on the Declaration box, and click
on the Review button.

&
Overview  Edit  Review and Save
FEDERAL
Taix Authoriy: FED
Filing Status: MARRIED ]
Ha. of Exemptions: &
Aditional Withholcing: 25 00| USD
Declaration
Declaration
Under penalties of perjury, | certify that | am entitled to the number of wi i claimed on this
4 Previaus Step

5. On the Review and Save page, review the data. If it correctly reflects the
desired change, click on Save. (If there are errors, click on Previous
Step, return to the Edit page, make any changes, and click on Review.)

6. On the Confirmation page, click on the link to direct you to your next
transaction.

Update Your Bank for Payroll Direct Deposit
1. Click on the Update link.
2. On the Overview page, click on Edit.

i -
Overview
Main bank
Valid from 11172007 Valid until 1073172007
Payee: MICHAEL JOMES Payee: MICHAEL JOMNES
Bank Matme: BANK OF AMERICA, M.A. Bank Matne:
Account Number: kS Account Number:

Page 6 Duke@Work Step-by-Step Guide



3. On the Edit page, enter the Routing and Account numbers. Then select
Checking or Savings to designate the account type.
NOTE: Do not use the routing and accounts numbers from temporary or
starter checks.

Overvigur Edit Resiew and Save

S-digic ABA / Routing Account Humbar
Humber

Please note that the routing and account numbers must be ablained from 2 pre-privled check.
The routing numbers on starter checks for new accourts and deposit slips aften vary from the

Main bank

Payee: MICHAEL JONES

3-digit ABARouting Number: (553000198

Accaurt Number: @ Checking (' Savings € None

X

Click on the Review button.

On the Review and Save page, review the data. If it correctly reflects the

desired change, click on Save. (If there are errors, click on Previous

Step, return to the Edit page, make any changes, and click on Review.)

6. On the Confirmation page, click on the link to direct you to your next
transaction.

o~

Take Home Pay Calculator
1. When you click on this link, you will be directed to the corresponding page
on the Human Resources website.
2. Read the information and follow the instructions.
3. When you have finished, close the window.

My Caree

¥

2 Help
Welcome to the Internal Duke Careers Web Site Log in fo sccess your profile and jobsesker
todls. First time visitors, click here to create a
new account
e are pleased that you are exploring employment oppartunities with Duke University and Health System. _
E-mail adoress
Search openings Passward
Wiew current career opportunities, or search on specific criteria to find careers that match your interests. You can also create a Saved Search which enables the system
Lo ! . - - y , it vour b i} g
to check your qualifications and interests against future openings and notify you via email as they come available DIt YU Ras S

Submit resume/CV

You ray use this feature to apply directly for a specific position, or to be considered for a future apportunity for which you may be qualified. Be sure to click on the Tab entitled "Questions" to let us know your job
preferences

Let's get started !

If you are a person with a disability and require assistance with the employment process, please contact Duke Human Resources at 819-684-5600

If you are a Fareign Mational working at Duke under a visa, please visit the International Office Site

When you click on this link, you will be directed to the Internal Duke Careers
website where you can search for job openings and submit your resume/CV.

1) Click on the Log Off link in the upper right hand corner.
2) When prompted if you wish to log off, click Yes.
3) Log off from the OIT Application (web authorization) page.
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NOTE: You must complete all three steps to log off and protect access to
your personal data.
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