
Individual employee phone numbers should be maintained 
in the Global Address List (GAL) in Outlook. 

 
To update Outlook 
To update Vista 
 

To change your Phone Number in Outlook (in the Global Address List) follow the instructions below: 
 
• Open Microsoft Identity Manager (linked from Administrative page under Tools for Teams box)  

 

 

• Select Edit my profile 

https://mim.va.gov/identitymanagement/default.aspx
https://vaww.northflorida.va.gov/NORTHFLORIDA/admin/index.asp


  

• When the dialog window opens, click on the Contact Info tab, enter your office phone number and then select OK 
to close the window 

• It may take 24+ hours for the change to reflect in the GAL address book. 

• You will not have access to update all fields (Job Title or Department for example), these will require a yourIT 
ticket.  View details on yourIT KB0013947. 

 

Are you also a Program Coordinator? 

To request an update to an entry in the NF/SGVHS Directory (ONLY for Program Coordinator/Service/Section/clinic 

phone numbers, NOT individual employee phone numbers*), please use the appropriate “request update” link provided on 

the Directory page.  *Remember: as of February 2021, individual employee phone numbers are maintained in Outlook’s Global Address list 

(see instructions at the beginning of this document). 

  

https://yourit.va.gov/
https://yourit.va.gov/va?id=kb_article_view_yourit&sys_kb_id=da21b1401b99655003d9a798624bcbf4
https://dvagov.sharepoint.com/sites/vhanflapp/phone
https://dvagov.sharepoint.com/sites/vhanflapp/phone/SitePages/Home.aspx


 
Updating your phone number in VistA:   
 
Sign in to VistA and from your main menu enter the following: 
 
Phone 
From the Phone Directory Option you will select the Update Phone Directory  
 
At the Select Phone Directory Option: enter the following and then hit enter 
 
Update 
It should open to a screen similar to this one with your information. 

  
 
Tab down until you get to the Office Phone field and enter your phone extension. 
 
Tab down until you see the Command: line and type save and hit enter then type exit and hit enter to return to the Select 
Phone Directory Option: 

 
 
 
 

 

 


