
Completing or Updating Personal Information on the Exchange Server 
 
When someone looks up your e-mail address in the Global Address List on the 
Exchange server, they can highlight your name, click on the Properties button and see 
your personal information which includes company, department, office, and your phone 
number.  If they click on the E-mail Address tab, they will see your e-mail address. 
 
When you check your own information on the Exchange server, you may see the need to 
update some of that information.  This document will explain how to update your 
personal information on the Exchange Server. 
 
To update your e-mail address on the Exchange server: 
 

1. Open Internet Explorer or Netscape 
to get on the Internet. 

2. In the Address field, type 
www.uky.edu and press the Enter 
key to go to UK’s home page. 

3. Position the mouse on the Site 
Index link; click on Campus 
Directory link. 

4. The opened window will look as 
follows: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click on the Campus Directory Update link. 
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6. The Campus Directory Update screen 
will open:  
 
 

7. Your UK ID number is your employee 
id; type your employee id number; 

8. The Directory Password is your 
birthday in the following format: 
mmddyyyy; (i.e. if born March 12, 
1980 your password would be 
03121980; enter your password. 

9. In the E-mail id field, type your 
exchange email address. For example: 
ukcmc11@email.uky.edu 

10. Fill in other available information 
updates as desired. 

11. Scroll down the screen and click 
Update Directory.  

 
Note: Updates to the directory occur almost immediately, but the directory search index 
is only updated once each day, so changes to searchable fields like the nickname won't be 
found by directory searches until the next day in most cases.  . 
 
If you wish to update other 
information like addresses, phone 
numbers, and other information, scroll 
down further on this screen and click 
on the link to another web page for 
faculty and staff to update that type of 
information. 
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When the web page link is clicked it will open the 
following screen: 

 

 

Fill in the required and appropriate fields on this 
form.  When you are finished entering information, 
click on the Submit Form button at the bottom of the 
screen. 
 
 
 
If you have difficulty using this form, 3 other options 
to update information are given at the top of this 
form. 
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