
Updating Outlook Address Book 
Please ensure you have a working CAC reader and valid CAC 

 

1. Click the link to be directed to Milconnect: 
       http://milconnect.dmdc.mil 
 

2. Logging into Milconnect: 
 a. Click the ‘Sign In’ button 
 b. Click OK on next screen 
 c. Click the “CAC” tab 
 d. Login & select your  
         ‘email’ certificate  
 
 
 
 
3. Click ‘Update Address’      
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Verify Your Personal Information 
Review your Personal Information 
 

 



Updating The “MIL” Tab 

It is important that the following fields are 
selected correctly: 
  
Duty Organization: National Guard 
 
Duty Sub Organization: --NG - Army National Guard - North 
Carolina  or --NG - Air National Guard - North Carolina  
 
Duty Installation/Location: National Guard Facilities (Army and 
Air) State of North Carolina.  
  
Some personnel at Ft Bragg (MATES, RTSM, 139th Regt) have 
selected Ft Bragg which puts them into a different group that we 
cannot manage. Even if you are located at Ft Bragg you must 
select National Guard Facilities (Army & Air) State of North 
Carolina. 
 
Phone/Fax Numbers: Enter your unit’s phone & Fax Numbers 
 



Updating the Global Address List 
1. Under Quick Links, click 

on the Update GAL link 
 
 
2.   Verify all information is 

correct before 
proceeding 

 
 
 
 
3.   Ensure your Display 

Name is displayed 
correctly.  

 
NOTE: The naming convention 

is LastName, FirstName, 
Middle (init), Jr., III, etc… 
and then Rank 

 



4. If desired, click on the Edit link to edit your display name then click on Submit. 
5. After updating click on the Submit Button at the bottom of the page. 
6. You should see your information update in the GAL.   
7. This process may take some time.  Please wait 24 hours to ensure 

changes were submitted successfully.   

Updating the Global Address List 
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