
1. Open Outlook.
2. Select Send / Receive from the top menu bar.

3. Select Send/Receive Group.

4. Uncheck the box next to Download changes since last Send/Receive, choose either Global
Address List or Offline Global Address List and select OK.

Force Download a New Copy of
the Global Address List (GAL)
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A status window will open to indicate that the download is in progress and will close automatically
when the download is complete; this can take several minutes.

Additional Microsoft resources

Quick Start Guide
Outlook Training
Outlook Help
eBook: Outlook Tips & Tricks
Download PDF: Outlook Quick Start Guide

 

Revision #4
Created 2021-06-21 19:55:12 UTC by Joe Burleson
Updated 2023-12-06 15:58:22 UTC by Joshua Setzler

https://kb.astate.edu/uploads/images/gallery/2021-06/outlook-update-gal.jpg
https://support.microsoft.com/en-us/office/add-an-email-account-to-outlook-e9da47c4-9b89-4b49-b945-a204aeea6726
https://support.microsoft.com/en-us/office/outlook-training-8a5b816d-9052-4190-a5eb-494512343cca
https://support.office.com/en-us/outlook
https://support.microsoft.com/en-us/office/ebook-outlook-2016-tips-tricks-bed29d37-c6c2-4008-b58a-ce058cc49a43
http://download.microsoft.com/download/5/E/7/5E7E239F-B465-4D39-888F-8A5CCEF7A8AD/Outlook%20QS.pdf

