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 UK UNIVERSITY OF KENTUCKY

to get on the Internet.

UTELIERN MCADEMIC atHiETIcs  'EDICAL  RESFANCH  SITE INDe NEWS HEADLINES @UK
2. Inthe Address field, type A\ EDE : A AT UN ews resdlines |
www.uky.edu and press the Enter
key to go to UK’s home page.

3 Pos1t1on the mouse on the Site ALUMND : i o " Wiolenee A(ainstwhmet) Research

Index link; click on Campus

NEWS &
EVENTS

Directory link.
4. The opened window will look as
follows:
Address I@:] htkp: ffukee.uky . edufdirectory!
ABOUT THE CAMPUS CAMPUS DIRECTORY
DIRECTORY
The University of Kentucly ON THE UNIVERSITY OF EENTUCKY CAMPUS CALL 911 FOR POLICE, F
Campis Directory includes facaltsy,
staff, and students with campus
addresses, telephone numbers, and I MNarrie j I? m
e-mail addresses. The default
seatrch is by name and the best
results are usually obtained by
including a first and last name. You INFORMATION: Lexinigton Campus 859 2579000 - TDD 259 32
can also select one of'the other Chandler Medical Center 859 3235000 - Lexington Commyr
kinds of seatches from the menu.
Fead more...
For information about departments,
OIS, E 00, G5, 600 G PLACES . OTHER DIRECTORIES
search page. Campus uide Addresses.com
Eentucky Atlas & Gazetteer  AnyWho from ATET
DIRECTORY UPDATES Lvces Beadmap Superpages
UK students, faou atid staff can Ma; quest Switchboard
- e Tiger Mapping Service Worldpages
Topo Zone Yahoo
T3 Gazetteer
UZGE Geographic Mames TIME

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:

ABOUT THE CAMPUS DIRECTORY UPDATE

CAMPUS

DIRECTORY Tou can update your directory entry using this form. Enter your nine-digit TTE
1d rumber and your directory password below, then enter the new information
for any of the other fields, and click the Update Directory to malke the changes

CAMPUS (Iete that this transaction will net be encrypted.)

DIRECTORY

UK id nwmber.......: {required)

Directory Password.: (reguired)

Tour directory password is initially vour birth date (eight digits in the form
yyyymmdd) and is ndependent of your password on U-Connect or any other
system. Contact the help desk if' you don't remember your password. They can
reset it to the initial walue.

World-Wide Web URL.: I

You can specify Mone to remove an existing tem.

ukemel 1 @email.uky.edu

10. Fill in other available information

updates as desired.

11. Scroll down the screen and click

Update Directory.

To change your Directory password enter the new value in both the New
Fassword and Repeat Fassword fields to venify correct entry,

New Password......:
Repeat Password...:

| Clear Farm |

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 ABOUT THE

information like addresses, phone DIRECTORY

numbers, and other information, scroll

down further on this screen and click CAMPUS
DIRECTORY

on the link to another web page for
faculty and staff to update that type of
information.

CAMPUS DIRECTORY UPDATE

Tou can update your directory entry using this form Enter your nine-digit TTE.

id number and your directory password below, then enter the new information
for any of the other fields, and click the Update Directory to make the changes
(Mote that this transaction will not be encrypted.)

UK id number.......: (regquired)
Directory Password.: (required)

Tour directory password 15 mtally your barth date {eight digits m the form
yyyymmdd) and 15 ndependent of your password on U-Connect or any other
system. Contact the help desk ff you don't remember your password. They can
reset it to the mitial value.

World-Wide Weh URL.: I

Tou can specify MNone to remove an existing itern.

To change your Directory password enter the new value in both the New
Password and Eepeat Password fields to venfy correct entry

HNew Password......: I
Repeat Password...: I

Update Directony | C\earForml

Mote: Updates to the directory occur almost mnme diately, but the directory
search mdex is only updated once each day, so changes to searchable fields lice
the mckname won't be found by directory searches unil the nest day m most
cases. 3tudents who have their records lagged as private by the Registrar's
office are not displayed m search results.

Addresses, telephone numbers, and other information cannot be updated here.
Stugefls can update othetigectory nformation using webTTE. Faculty and staff

WEEL doesn't support forms, read the About the Campus
LDarectory page for mstructions on updating your entry using e-mail
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Customer Service Center |

University of Kentucky Campus Directory Information Submission Farm

When the web page link is clicked it will open the
following screen:

Fill in the required and appropriate fields on this R s
form. When you are finished entering information, e on Lo e
click on the Submit Form button at the bottom of the | e
screen. :

Step 2 Choase an Appropriate Action

Ao U Epiegve SWct 1. seion H i s & s UK Ervpliyse. I Slag L st ALY
i Wecemmary contact sad |ocuten inksimatien

© Adda et s sction # o wrw n UK 5 el iy (Credd
Foppiamantil  Oowen, KB, Baoe Facilly O, sic ) I Sinm . suer ALL
necwmary contart amd location infarmatizn.

 odese aiuct s detion f you wew beeng e Usevsriiy aedl ward ALL pous
dormrgton v o tha Srectory. b HOT AIF ot awy

If you have difficulty using this form, 3 other options e S g et

to update information are given at the top of this o
form.
D HOT B wr vy infarmation in Step 1. (e diiacily o Steg |
e et o Csmous doaior, FH ot GOY e Bt e pos ik
2 b champed bn Shap e,
Step X Enfer Addifional information

o sasectond “Dosetn” or “Changs Nasme ™ St 2. D0 WO s avy mrnation o e
mep (s geeivly g Sog 4

Etni i aty
?"'L
Primaary Addrass & Phue Number
Postel Address Doty Rebarence Code
’—;l Sow Py Ay & Fhine Nurvder
o I A e e e T
Cay Ste dped Spwed Sor
I
P Mumber

Doy Futopece Code

T] e Seorey Addwss L Pl Ratiter

| o

B e M S ep—
iy Stare Zip + £ gt St Ton
?— - g i
Fhose Nusmber

(O — —
P Mumber
Y

Vinice Mail Mumiser

Foges Murmbar
- - - BEarsmraten
x 2 i o Pty el o Ve
AR snige of thes prabes et e U P D
o et i
LT
—— — e
y " e Cong Ity o e e v o AT
B fpatt soage of e ramber et e 1 P
e e e
e
g e et e s v
i | Triphats FEsy. e bt s o

T Lovt then st i tha Carmpus Tbmphesss Dinetony

Step 4 Submit Your information
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