Updating Your Duke Mailbox Information (Faculty and Staff)

Sign in to your Duke@WORK account https://hr.duke.edu/selfservice/

Go to the Mylnfo tab.
Go to the MyProfile subtab.

Click on the link Maintain your Addresses & Phone Numbers.

Duke (@ WORK

Home iForms Finance ECRT Mylnfo Universal Worklist Buw@Duke Candidate Selection

Home MyProfile MyBenefitz MyTime MyPay MyExpenses MyTeam MyCareer Personalization

MyProfile

Maintain vour Addreszes & Phone Numbers ]
Review, add or change vour perzonal information.

Maintain Cell Phones for Emergency Text Messaging
Provide a cellular number to receive DukeALERT text mes=zages in the event of an emergency. Thiz number wil
not appear in the online directory unless you add it as one of your preferred numbers in yvour directory listing.

Update Famity Members & Dependents
Review or edit yvour existing dependent information. You may onby add a new dependent during open enroliment
or a qualifying life event.

Profile Summary
View a summary of your personal information in the HR/Payroll system.

Contact My Pavroll Representative

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

Edit your address information for each section as needed:

e PERMANENT US (HOME) — YOUF HOME AUIESS.crerrerevsesesssrsesmsssssssssssssssssssssssssessss & 01
House Number & Street, City, State, ZIP Code, Phone Number

o  DUKE EXTERNAL MAILING ADDRESS — Your Physical WOrk AdAress.........eeeeeeseseeeeeesnes & Edit
House Number & Street, City, State, *ZIP Code, Phone Number
*Use ZIP Code designated by U.S. Post Office

e DUKE INTEROFFICE ADDRESS — Your Duke Campus Box Number & Address.......ccceeereeeennness # Edit
House Number & Street (Duke Box Number), City, State, *Campus ZIP Code
*Include Duke Box Number and Campus ZIP Code for mail deliveries (27708 University) or (27710 DUHS)
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Updating Your Duke Mailbox Information (Faculty and Staff)

From your Duke@WORK account at https://hr.duke.edu/selfservice/

Go to the Mylnfo tab.

Go to the MyProfile subtab.

Click on the link Contact My Payroll Representative.

Duke (@ WORK
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MyProfile

Kaintain vour Addresses & Phone Numbers
Rewview, add or change vour personal information.

Iaintain Cell Phones for Emergency Text Messaging

Provide a cellular number to receive DukeALERT text mes=sages in the event of an emergency. Thiz number wil
not appear in the online directory unless you add it as one of your preferred numbers in your directory listing.

Update Family Members & Dependents

Rewview or edit your existing dependent information. You may onby add a new dependent during open enroliment
or a gualifying life event.

Profile Summary
View a summary of your personal information in the HR/Payroll system.

[ Contact My Payroll Representative ]

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

Contact your Payroll Representative and provide your correct address for each section below:

e US/Home — House Number & Street, City, State, ZIP Code, Phone Number
e Foreign Address - House Number & Street or P.O. Box Number, City, Principal Subdivision, Postal Code, Country

e Campus Address — House Number & Street, Duke Box Number, City, State, *Campus ZIP Code, Phone Number
*Include Duke Box Number and Campus ZIP Code for mail deliveries (27708 University) or (27710 DUHS)

e External Mailing (Physical) Address — House Number & Street, City, State, *ZIP Code, Country, Phone Number
*Use ZIP Code designated by U.S. Post Office

e Interoffice Address — Duke Box Number, City, State, Campus ZIP Code
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Updating Your Duke Mailbox Information (Faculty and Staff)
Notify Your Correspondents

Whether you are new to Duke, or simply moving to a new location or department box, please keep in mind
that it is important to notify your correspondents of your new address as soon as possible. Maintaining your
mailing address information will help to ensure that you continue to receive your mail in a timely manner. If
you receive professional journals or periodicals, you can often submit an address update through address
change forms provided within the publications.

Additionally, please note that if your position is funded by grants, you will need to update the c/o field in your
Duke@Work personal profile to include the name of the responsible person and box number. This is located
on the first line in the external mailing address and interoffice mailing address sections when changing your
data in your personal profile.

When mailing or receiving correspondence, please utilize and follow the address formats below:

CAMPUS ADDRESS
For U.S. Mail (U.S. Postal Service)
First Name, Last Name

Box Number UNITED STATES
Durham, NC *Campus ZIP Code POSTAL SERVICE

*Campus ZIP Code (27708 University) or (27710 DUHS)

R ———— O

INTEROFFICE ADDRESS

For inter-campus mail (Blue Devil Mail)

First Name, Last Name
Box Number

PHYSICAL ADDRESS
First Name, Last Name / Box Number
Department / Building, Room

Name of Organization

Street Address

Durham, NC **Physical Address ZIP Code

**Physical Address ZIP Code designated by U.S. Post Office
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