	

	To:
	All HQ Users.  Action Requested! 

	Subject:
	Check and Update Your Directory Listing 

	What’s Happening:
	All HQ users are urged to maintain current information in the NASA Enterprise Directory (NED), NASA’s online phone and information directory. 

	Action Requested:
	Review your personal NED directory listing within the next 2 weeks.  If you find errors or omissions, use the chart on the “NED Update” Web page to determine how to update a specific data element.

It’s a good idea to review your directory listing at least once every 6 months.  Consider posting a reminder on your calendar.

	Background:
	NED is the Agency-wide directory available at https://webdir.nasa.gov.  It is the only definitive single storage location for all Centers’ directory information and should be considered the most reliable source of information.  Data from the NED feeds the NOMAD Global Address List (GAL) which is part of our e-mail system.  If you update your NED directory listing, your GAL listing will be automatically updated too. 
Certain fields in your directory listing can only be changed by the Human Resources Management Division through an official personnel action processed by an organization’s Administrative Point of Contact (POC). The NED and GAL are updated by receiving data feeds from the Federal Personnel Payroll System (FPPS).   However, it is important to note that FPPS-related changes may not appear in the GAL and NED for 2 pay periods after the official personnel action is processed in FPPS.

	Learn More:
	More information is available on the NED Directory Informational Web page.  Detailed instructions for updating directory listings are available for both civil servant employees and contractors.

	Support:
	IT Help Desk:  Call 358-HELP (4357) or 1-866-4NASAHQ (462-7247) or send an e-mail.

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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