
Instructions for the Personal Data Change Form 
 
When to Use: Use the Word template Personal Data Change form for changing personal information. 
Tips: 

• When the cursor is in a data field, press F1 to get help on how to fill in the data. 
• Tab between fields and use Shift + Tab to go back a field. 
• Key in names in any format. It will automatically convert to upper case when you tab. 
• Fields such as dates can be entered without all the digits (for example: 6/1/3 will automatically convert 

to 06/01/03 when you tab out of the field)  
• All dates should be entered as month/day/year. 
• The check boxes can be selected or deselected by clicking. 

 
 

 

Indicate whether the 
employee is Non Exempt 
(Biweekly) or Exempt 
(Monthly) 

Enter the Duke Unique ID 
If unknown, search at:   
https://dukeid.duke.edu:8882/emailalias/owa/
publicsearch

The first day of the 
effective pay period 

 
 
 
 

 
 

 

If correcting the 
Social Security 
number, a copy of 
the SSN card 
must be attached 
to this form. 

Enter the information to be changed on the records. Only 
enter the information that is changing.  If the person 
changes their name, a copy of the Social Security card with 
the new name must be attached. 
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Make any changes to local or 
foreign addresses.  Note: for 
campus address changes, use the 
Staff Change Form.  

Section for changing the Continuous Service 
Date – this change must be approved by HR 

 

Key in the employee name, date, 
and telephone contact.  The 
employee’s signature is 
REQUIRED for personal changes. 

Name of the supervisor or person authorized in 
the department to approve the form 

IMPORTANT! 
Name of person who prepared the form 

 
 
 
 

Dates, Phone 
Numbers & 
Signatures 

Needed

 
 
 
 
 
 
 
 
 
Send form to HRIC; according to the published deadlines. 
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