How to Change the Default Cost Assignment Associated with an
Expense Report

1. Go to the iForm tab via work.duke.edu. Please note: typically department payroll
representatives have iForms access to all employees in a department. The Corporate
Payroll website has a complete list of department payroll representatives.

2. Click on “Staff”, enter the name/DUID of the person whose cost assignment should be
updated, and select “Search”.
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KRISTIN A BUREL | 00622489 | 50034341 | UM | EXEMPT DOGV A n 0 E)

I iForms By Employee

3. Click on “iForm”.
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Employee Duke ID Position PYA Pers Subarea Org Key Statu§ iForm WBPata Sheet List of Forms

KRISTIN A BUREL | 00622439 | 50034341 | UM | EXEMPT DDGV | A n 0 E
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4. Click on “Personal Data Change” iForm.

To create an iForm, you selected:

Name [KRISTIN A BUREL Personnel Number 00622489 |
Office | E-Mail KRISTIN BUREL@DUKE EDU
Tel_ (Office) |

Employee Group |EXEMPT==20 HRSAWVK Employee Subgroup |ALL OTHER |
Cost Center  |DISBURS SVC TRAINING

|
|
|
Personnel Area |CENTRAL ADMIN MANAGEMENT CTR)/ Personnel Subarea |EXEMPT |
|
|

There are 9 iFerms available. Click en a link to start an iForm.

» Secondary Position | » Personal Data Change I
= Request for Cost Distribution Change = supplemental Pay

= Manual Salary Cost Transfer = Termination

« ECRT Worksheet Prior Fiscal Year - Rate and Schedule Change

« ECRT Worksheet Current Fiscal Year
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http://finance.duke.edu/payroll/replist/index.php

5. Choose the “Personal Data Changes” radio button and click “Select”.

Request for Personal Data Change

Header Data

Employee KRISTIN A BUREL 00622489  Employee Status Active
Organizational Assignment DISBURSEMENT SERVICES TRAINING 50650575  Payroll Area MONTHLY U
Organizational Key CORPORATE CONTROLLER DDGY Job Code TRAINING REP 00001469

Form Selection

| * Personal Data Changes |
" Address Changes

| select]] [ close Window

6. Scroll down the iForm and find the “Travel Cost Object” section. Enter the Company
Code and the Cost Center or the WBS element that should be the default for the
employee’s expense reports. Please note: This will appear in the “General Data”
section of the expense report.

Travel Cost Object

Company Code won -
Cost Center 1573206
WBS Element

7. Once the appropriate Company Code and cost object are selected, click “Submit”. This
action will route the iForm for approval. Once approved, the default cost object will be
updated with the date the iForm was created as the start date.

I Comments

I Status Overview

Submit | | | Check | | Back| | Close Window
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