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How to make an Information Request 

IF YOU ARE A FREQUENT USER OR ISU FOUNDATION EMPLOYEE:

• Keep in mind you have agreed to our Policy for Alumni and Donor Contact List Requests(email 
Policy), and Policy for Release, Access and Distribution of Alumni and Donor Information (out-
lined in the ‘Policy’ page)     

• Fill out the form on the ‘Information Request Form’ page     
• Send the form as an attachment to an email addressed to queries@foundation.iastate.edu or 

by fax to 515.294.4648.
    
IF YOU ARE NOT A FREQUENT USER OR ISU FOUNDATION EMPLOYEE:
   
• Review our Policy for Release, Access and Distribution of Alumni and Donor Information  

(outlined in the ‘Policy’ page)     
• Fill out the form on the ‘Information Request Form’ page     
• Print, sign, and submit the form via email, fax, or campus mail     
• If you would like to become a Frequent User, follow the directions on the ‘Frequent User Form’ page 

Policy for Release, Access and Distribution of Alumni and Donor Information

DEFINITION OF INFORMATION
The Iowa State University Foundation Institutional Advancement Database exists for purposes 
consistent with advancing the mission and vision of the Iowa State University Foundation and 
the strategic goal of engagement set by the Iowa State University.  It consists of the records of 
contributors, prospects, and friends of the Foundation and University, as well as alumni and 
some students of the University.   These records include biographical, educational and financial 
information, which is obtained from individuals themselves or through public records. All data, 
materials and information of the Foundation pertaining to past, current or prospective donors 
is proprietary to the Foundation and is hereafter referred to as the Foundation Confidential 
Information. This document references all forms in which information may be held, including 
electronic, paper or other formats.

The University and its employees shall consider all Foundation Confidential Information as 
“confidential records” and agree at all times to maintain the confidentiality of such data and 
information to the extent permitted by law, under chapter 22 of the code of Iowa. If, at any time 
or for any reason, any Foundation Confidential Information disclosed to the University cannot be 
legally kept confidential, then such information shall be promptly returned to the Foundation.

All Foundation Confidential Information that may be disclosed to the University or its employees 
shall be returned by the University to the Foundation upon the sooner of the completion of the 
University’s use thereof or the Foundation’s request, and upon such return any copies of such 
information that may have been made by the University shall be either returned or destroyed.

RELEASE OF INFORMATION
Attendance and degree information is released to anyone within or outside the University as 
a matter of public record.  The use of all other information about alumni, donors and friends 
maintained through the Foundation’s Institutional Advancement Database is restricted to purposes 
consistent with the mission of the Foundation. All requests regarding confidentiality, anonymity or 
asking not to be listed in publications or directories, will be honored.
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To alumni, donors and the general public: : Information about alumni and donors may be released 
to non-University or Foundation staff, for the following authorized purposes.

• The names and addresses of donors (excluding gift amounts) to memorial and honorary funds 
are released to family members of honorees for acknowledgment purposes.  

• Biographical and selected financial data are made available to volunteers, as deemed 
appropriate by ISU Foundation administrators.  All volunteers will be asked to sign a form 
agreeing to maintain the information they receive confidential.

• Requests from alumni, donors or others outside the university for addresses or telephone 
numbers must be made in writing to the Information Services Office of the ISU Foundation, 
accompanied by a stamped envelope with no address.  These requests will be mailed to the 
individual for whom information is being requested.  The individual may then determine how 
or whether to respond to the requester.

To university colleges, departments and affiliated organizations: Alumni and donor lists and other 
reports will be released to these agencies for the following authorized purposes. 

• Newsletter and informational mailings
• Statistical or attitudinal surveys
• Acknowledgment letters offering thanks for gifts
• Holiday cards
• Job announcements or placement services
• Donor publication lists that include donor names, but not gift amounts, may be made public in 

various university publications.  
• Alumni or donor directories are published only after all individuals are notified adequately of 

the intention to publish the directory and are given the option to opt-out from being listed in it. 
All requests for exclusion will be honored.

• Donor recognition displays or publications
• Statistical reports on solicitations
• Social or educational events
• Reunions
• Receptions
• Ground-breakings and similar activities
• Honors and awards

Agencies agree to conform with the Foundation confidentiality policy and not to release or use the 
information released to them for other purposes than the ones originally authorized. The creation 
and maintenance of unauthorized databases originating from Foundation data is strictly prohibited.

FUNDRAISING REQUESTS
All fundraising or gift solicitations of alumni and friends at Iowa State University are carried out 
through the Iowa State University Foundation.  This includes mail appeals, telephone and e-mail 
solicitations and personal contacts.  Therefore, lists are not provided for this purpose outside 
the Foundation.  Departments and other units desiring solicitation programs should contact the 
Development Director for their college or the Senior Vice President of Finance and Operations at 
the ISU Foundation for consultation.  Approved fund raising programs will be supervised by the 
Director of Annual and Special Gifts at the ISU Foundation or, in the case of corporate fundraising, 
the Director of Corporate and Foundation Relations at the ISU Foundation.

Use of information maintained by the Foundation’s Institutional Advancement Database in addition 
to these specific purposes must be approved. These requests must be submitted in writing to the 
Senior Vice President of Finance and Operations from the appropriate dean, department head 
or unit supervisor. University agencies must abide by the confidentiality policies that govern 
information maintained by the Foundation’s Institutional Advancement Database.  University 
agencies may release address information to vendors or businesses outside the university for the 
purposes stated above by signing a vendor confidentiality statement, which restricts the use of the 
information to the specific purposes approved by the ISU Foundation. A copy of a signed vendor 
confidentiality statement must be attached to the request form.
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ON-LINE ACCESS TO INFORMATION
On-line access to the Foundation’s Institutional Advancement Database is provided to university 
colleges, departments and agencies through the ONE Alumni and Donor Database system.  
Account records, alumni biographical and deceased files, pledge records and college giving 
records may be browsed on-line for university business purposes.  Access to the information is 
provided to University agencies to browse biographic or giving information by alum or donor. 
Browse access to giving information is restricted by department or unit. No access to confidential 
or anonymous donor information is provided. Total giving information is not available.

Requests for access should be submitted in writing to the Information Services office of the 
ISU Foundation.  The client must set a password to sign-on to the system.  System identities 
may not be shared. Clients are provided with training when available and are required to sign a 
confidentiality statement in order to obtain access.  

LISTS, LABELS AND REPORTS
Requests by colleges, departments and university agencies for selected information in the form 
of lists, reports or computer disks and files are processed by the ISU Foundation’s Information 
Services Office.  Approved fund-raising mailings coordinated by the Foundation’s Annual and 
Special Gifts Office may make use of remittance envelopes and campaign coding to facilitate 
monitoring results of special campaigns. 

While costs for managing, updating, maintaining, storing and retrieving these records are the 
responsibility of the Foundation, fees for programming queries and creating special report formats 
are assessed to clients according to the following policy: 

No charges will be incurred by clients for queries that may be processed within 15 minutes. A 
charge of $25.00 per hour will be accessed for all other query programming or report formatting.   
The minimum programming charge will be $15.00 (for projects that require more than 15 minutes, 
but less than one hour).  Clients will be notified with cost and time estimates whenever their 
requests require more than 15 minutes, and therefore, are subject to processing fees. 

Policy for Alumni and Donor E-Mail Contact List Requests

The ISU Foundation maintains the database of Iowa State alumni and donors to support the 
mission of Iowa State University. Use of this information is governed by the “Policy for Release, 
Access and Distribution of Alumni and Donor Information”. This policy allows for Iowa State units 
and organizations to request information to send electronic communications to groups of alumni, 
donors and friends for authorized university business purposes only (see list of examples, below).

The following rules apply specifically when handling e-communications:
1. The purpose of the e-mail communication must be for the benefit of Iowa State University.
2. Fundraising e-communications will be carried out only with authorization and supervision  
 of the Annual and Special Gifts unit at the ISU Foundation. 
3. If the purpose of the e-communication is for a student project, the request must be  
 authorized in writing by the department chair and dean.
4. The target audience selected should be appropriately tailored for the communication  
 in question.
5. Compliance with anti-spam laws will be observed at all times.
6. All requests to be unsubscribed or not to receive e-mail communications will be honored. 
7. All unsubscribe requests will be collected by the sender and returned to the ISU  
 Foundation for tracking purposes.
8. The e-mail list will be used for the authorized purpose only and no multiple or repeated  
 e-mails should go out to the same audience.
9. Appropriate steps for handling the e-mail list and for configuring the message parameters  
 will be taken (see guidelines, below).
10. The e-mail list will be released to the requestor only after an agreement is signed to follow  
 these guidelines.
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Requestors agree to conform with the ISU Foundation confidentiality policy and not to release or 
use the information for other purposes than the ones originally authorized. The creation, storage 
and maintenance of unauthorized databases originating from this data is strictly prohibited.

EXAMPLES OF AUTHORIZED UNIVERSITY BUSINESS PURPOSES FOR ALUMNI AND DONOR LISTS:

• Newsletter and informational mailings
• Acknowledgment letters offering thanks for gifts
• Holiday cards
• Job announcements or placement services
• Donor publication lists that include donor names, but not gift amounts, may be made  
 public in various university publications. Donors who have requested confidentiality  
 should not be included in such lists.
• Alumni or donor directories are published only after all individuals are notified adequately  
 of the intention to publish the directory and are given the option to opt-out from being  
 listed in it. All requests for exclusion will be honored.
• Donor recognition displays or publications
• Statistical reports on solicitations
• Social or educational events
• Reunions
• Receptions
• Ground-breakings and similar activities
• Honors and awards
• Statistical or attitudinal surveys

GUIDELINES FOR HANDLING E-MAIL LISTS AND CONFIGURING E-MAIL MESSAGES:
 
• Email lists older than two weeks should not be used.
• Email addresses should be listed in the BCC line of the message to prevent recipients from  
 viewing and sending out responses to the whole list.  
• The FROM address will receive responses, unsubscribes, bounces, etc.  This address  
 should be monitored by the email sender. 
• The FROM address should not be the same as the TO, CC, or BCC lines (e.g., listserv address).
• Steps must be taken to avoid recipients receiving more than one copy of the e-mail  
 message. That includes taking precautions to prevent re-sending the same message to the  
 same list by mistake.

Please contact Clint Collins for questions or e-mail list requests (ccollins@foundation.iastate.edu or 
515.294.6451)

Please forward all responses, unsubscribes and returned messages to ISU Foundation Records 
Department, at arecords@foundation.iastate.edu, to ensure that the central database is current.
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Information Request Form
 
REQUESTOR INFORMATION

User Information     College:     

Name:        Department:      

Address:        Email:         

City, State, Zip:       Phone:       

WHO DO YOU WANT INFORMATION ON? 
Example: College of Business alumni who live within 50 miles of Ames -or- Donors to College of Design in FY08 

WHAT INFORMATION DO YOU WANT? Place an ‘X’ next to each of the information formats you want. 
 q  Mail List  Options:   q  One mailing per household      
 q  Email List        q  Spouse names even if not included in ‘WHO’  
 q  Printer Count        
 q  Detailed Report Options:   q  Include giving amount using criteria provided in ‘WHO’  
 q  Donor Publication List            
  
Additional Information:

WHEN DO YOU WANT THE INFORMATION? Please keep in mind address information should be used within 2 weeks.  We can 
provide a printing estimate further in advance if necessary.

WHERE SHOULD WE SEND THE INFORMATION? If you provide a print job number, you will be sent the output to approve 
before we send it to ISU Printing Services.

 q  Download at https://iastate.app.box.com/login ISU Printing Services job number:    
 
WHY ARE YOU REQUESTING THIS INFORMATION? Example: Alumni reception for retired professor -or- Mail newsletter -or- 
Locate possible speakers for college group.

The Iowa State University Foundation releases information to facilitate university business while maintaining the trust and 

confidence of alumni and donors. The use of information maintained by the Iowa State University Foundation is restricted to official 

university business and no information is released for commercial, political or religious purposes. Information provided as a result of 

this request cannot be copied, transferred, assigned, conveyed or disclosed to any other party or to another database system without 

the consent of the Iowa State University Foundation. For more information about our privacy policy, please contact Rosa Unal (4-3714).

I understand that the Iowa State University Foundation is not responsible for costs incurred as a result of use of 

information provided.

By signing below, I agree and verify that the requested information will be used in accordance with the Iowa State University 

Foundation’s Policy on Release of Alumni Information, which I have read and understand, and will only be used to serve the purpose 

stated above. By signing, I also agree to the ‘Policy for Alumni and Donor Email Contact List Requests’. 

      
               
 Signature of Requestor    Date    

2505 University Boulevard | P.O. Box 2230 | Ames, Iowa 50010-2230
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Formats   

MAIL LIST
IMPORTANT 
Mailing addresses should not be used after 2 weeks of receipt. 
 
This report format should be chosen when you intend to correspond with alumni and donors via mail.   
You are provided the following information: 
 

 
• The Mailing ID can be printed on the mailing label. Since it contains the individual’s ONE ID, it allows 

us to easily identify the individual who received the mail piece if it’s returned.
• The ID and Spouse ID are provided in case a contact or guest list upload needs to be processed.
• Unless otherwise requested, the names of both spouses will appear only if they both meet
• the criteria.
• Either both of the informal address names or only the joint formal address name should be used on 

the mailing label.
• Either the informal greeting or formal greeting should be used as a salutation. Non-individuals will 

not have a salutation.
• Employer will only appear if the mailing address is a business and we have that information.
• The length of the joint formal address name is provided to help identify which names are so long 

they may need to be wrapped.
• Last name is provided for sorting ability. 

• Preferred mailing address (home vs. business) rules are applied.
• If spouses are pulled, they will receive a single mail piece with both of their names unless the 

purpose of the request is to mail a survey, in which case each spouse will receive their own mail piece.
• Deceased individuals and individuals we do not have a current mailing address for are removed.
• Based on the purpose and sender, we remove individuals based on their do-not-contact wishes.
• If non-individuals are included in your mailing, they will be removed if they have a relationship to an 

individual receiving the mailing. 
 

DOMESTIC ADDRESS
• Mailing ID (includes ONE ID)
• ONE ID 
• Spouse ONE ID 
• Informal Address 
• Spouse Informal Address
• Joint Formal Address 
• Formal Greeting
• Informal Greeting 
• Employer
• Address Lines 1-5 
• City
• State
• Zip Code
• Joint Formal Address Length
• Last Name

FOREIGN ADDRESS
• Mailing ID (includes ONE ID)
• ONE ID
• Spouse ONE ID
• Informal Address
• Spouse Informal Address
• Joint Formal Address
• Formal Greeting
• Informal Greeting 
• Employer
• Address Lines 1-5 
• Joint Formal Address Length
• Last Name
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• Mail lists will be in Excel 2003 format. 
• Domestic and foreign addresses are provided in separate spreadsheets.  If there are campus 

addresses in the domestic address list, we will ask you if we can also give you a campus 
address file so you can take advantage of free campus mail. 

• Mail lists can be downloaded at CyBox, see instructions.  You will be given a log in and 
password when you make your first request.  Please change your password immediately.  Files 
are removed after 2 weeks. Instructions are included on the ‘Download Instructions’ page. 

• If you supply a print job number, we will not send the list to ISU Printing Services until we have 
your approval. 

• We only provide the information to the requestor or ISU Printing Services with the permission 
of the requestor. 

Due to the new United States Postal Service Move Update standards and newly available NCOA 
(National Change of Address) vendor services, we have implemented improvements to our 
address maintenance process. We are now running all alumni through an NCOA database every 3 
months in order to provide you with the most up-to-date information possible and meet the new 
USPS Move Update standards. Foreign addresses are not able to be verified through this process.

In order to use our complimentary service to its highest potential, it is imperative to keep in mind 
the time-sensitive nature of the information provided. Our office averages approximately 7,000 
address changes per month so it is in your best interest to use the file within 1 to 2 weeks to 
ensure its accuracy. You will also want to work closely with your mail vendors so they mail
your piece as soon as possible to minimize returned mail cost. If desired, our office will work with 
you to provide counts for material orders, cost estimates, etc. and/or refresh your addresses just 
prior to sending to your vendor. Please note the ISU Foundation assumes no responsibility for any 
mail costs you may incur, including returned mail.

We would appreciate your forwarding returns to our office (Iowa State University Foundation 
Records Department). You can place the copies in an envelope and forward to us via campus mail. 
For questions, contact the Records Department at arecords@foundation.iastate.edu. 
 
PRINTER COUNT
This report format should be chosen when you intend to do a mailing more than 2 weeks away.  
We will provide you a count of how many addresses to expect so you are able to estimate the cost 
of materials, printing, postage, etc. 
 
EMAIL LIST 
IMPORTANT 
Email addresses should not be used after 2 weeks of receipt. 
Email addresses should be listed in the BCC line.  If they are listed in the TO or CC lines, recipients 
will be able to view all email addresses and receive all replies.  The FROM address will receive 
responses, unsubscribes, bounces, etc.  This address should be monitored by the email sender.  
The FROM address should not be the same as the TO, CC, or BCC lines (e.g., listserv address). 
 
This report format should be chosen when you intend to correspond with alumni and donors via 
mail.  You are provided the following information: 
 
• ONE ID 
• Spouse ONE ID 
• Informal Greeting 
• Formal Greeting 
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• Email Address 
• Last Name 
• Requests No Email 
• Invalid Email 
 
• The ID and Spouse ID are provided in case a contact or guest list upload needs to be processed. 

Unless otherwise requested, the names of both spouses will appear only if they both meet the 
criteria and share an email address. 

• Either the informal greeting or formal greeting should be used as a salutation. Non-individuals 
will not have a salutation. 

• Last name is provided for sorting ability. 
 
• Preferred email address (home vs. business) rules are applied. 
• If spouses are pulled, they will receive a single email with both of their names if they share an 

email address. 
• Deceased individuals and individuals we do not have a current email address for are removed. 
• Based on the purpose and sender, we remove individuals based on their do-not-contact wishes. 
 
• Email lists will be in Excel 2003 format. 
• Email lists can be downloaded at CyBox, see instructions.  You will be given a log in and 

password when you make your first request.  Please change your password immediately.  Files 
are removed after 2 weeks. Instructions are included on the ‘Download Instructions’ page. 

 
Email addresses should not be used after 2 weeks of receipt.  The ‘Requests No Email’ column is 
provided for you to indicate responses from individuals who do not want to receive email.  The 
‘Invalid Email’ column is provided for you to indicate bad email addresses.  We would appreciate 
your forwarding responses to our office (Iowa State University Foundation Records Department) at 
arecords@foundation.iastate.edu. 
 
DETAILED REPORT
This report format should be chosen for analytical purposes.  It should not be used to correspond 
with alumni and donors.  You are provided the following information: 
 
• ONE ID 
• Full name 
• Spouse ONE ID 
• Spouse full name 
• Resident Address 
• Business Information (if requested) 
• Degree Information (if requested) 
• Giving Information (if requested) 
 
If you need giving information, specify a timeframe, if you have one, and what area or fund 
account(s) you want giving information for.  The giving is for the household; therefore, you cannot 
sum all of the giving and obtain an accurate total. 
 
• If you are requesting a report for the purpose of listing donors publicly, please refer to the 

Donor Publication List section below.
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• Households are not combined in this report. 
• Deceased individuals are removed unless they’re requested. 
 
• Reports will be in Excel 2003 format. 
• Reports can be downloaded at CyBox, see instructions.  You will be given a log in and 

password when you make your first request. Please change your password immediately.  Files 
are removed after 2 weeks. Instructions are included on the ‘Download Instructions’ page. 

 
DONOR PUBLICATION LIST 
This report format should be chosen when you intend to publish giving amounts. Here are our 
suggested guidelines: 
 
1. Use gift ranges instead of actual gift amounts.  Suggested ranges: 
$100 to $249 
$250 to $499 
$500 to $999 
$1,000 to $2,499 
$2,500 to $4,999 
$5,000 to $9,999 
$10,000 to $24,999 
$25,000 to $49,999 
$50,000 to $99,999 
$100,000 to $249,999 
$250,000 to $499,999 
$500,000 to $999,999 
$1,000,000 and above 
2. Do not publish donor addresses or personal information.  If you must publish some 

information, city and state will suffice. 
3. Never include confidential gifts in a publication. 
4. Only include actual gift receipts, not commitments for a future gift from a donor. 
5. Make sure that the donor publication list clearly indicates the dates for which gifts are listed. 
 
Please contact the Information Services unit of the Iowa State University Foundation if you have 
any questions or concerns about donor confidentiality. 
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FREQUENT USER FORM  
 
REQUESTOR INFORMATION
For those who regularly submit requests for information to the Iowa State University Foundation:

As a frequent user of alumni and donor information for university business, your department may 
now request this information via email.  In an effort to facilitate the request process, you may now 
submit your requests to queries@foundation.iastate.edu instead of faxing the request each time 
information is needed.

To be eligible for electronic request submission, you must fill out the form below and return it to the 
Iowa State University Foundation Advancement Center (campus mail address and fax number are 
at the top of the form).

Your signature at the bottom of this form indicates your agreement to conform to the Iowa State 
University Foundation’s Policy for Release of Alumni Information (refer to ‘Policy’ worksheet).

USER INFORMATION     

Name:        Date:       

College/Department:      Email Address:     
       
Campus Address:       Phone:       

The Iowa State University Foundation releases information to facilitate university business while maintaining the trust 
and confidence of alumni and donors.  The use of information maintained by the Iowa State University Foundation is 
restriced to official university business and no information is released for commercial, policitcal or religious purposes. 
            
Information provided as a result of this request cannot be copied, transferred, assigned, conveyed or disclosed to any 
other party or to another database system without the consent of the Iowa State University Foundation. Contact Clint 
Collins at ccollins@foundation.iastate.edu or 4-6451 with any questions.       
  

By signing, I also agree to the ‘Policy for Alumni and Donor Email Contact List Requests’.

       
Signature of Requestor   

2505 University Boulevard | P.O. Box 2230 | Ames, Iowa 50010-2230

phone 515-294-6451 | fax 515.294.4648

email queries@foundation.iastate.edu
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FREQUENTLY ASKED QUESTIONS   

WHY DO YOU NEED TO KNOW WHY I NEED THE INFORMATION?
We need to understand why you need the information in order to correctly process your request.  
For example, if you are requesting giving information, we would provide you different amounts 
based on whether it’s informational or for a donor publication list. As for Mail Lists and Email 
Lists, we need to ensure alumni and donor requests to not be contacted by certain people or for 
certain purposes are respected.  We also need to make sure your activity does not conflict with the 
activities of the Iowa State University Foundation.  If you’re doing a solicitation, approval from our 
Annual and Special Gifts department will be needed.

I NEED INFORMATION ON DECEASED ALUMNI.  WHAT INFORMATION CAN I EXPECT TO BE GIVEN?
For deceased individuals, we can provide their name, degree information, and date of death.

I NEED TO PROVIDE MY PRINTER WITH A PRINTING COUNT MORE THAN 2 WEEKS BEFORE OUR 
MAILING WILL BE READY.  WHAT SHOULD I DO?
You can choose Printer Count from the “What information do you want section” and when it’s 
closer to your mail drop date, you can request a Mail List from us.

HOW LONG WILL IT TAKE TO PROCESS MY REQUEST?
Most requests will take 3 working days.  If more time is needed to process your request, we will 
contact you.

HOW DO I BECOME A FREQUENT USER SO I CAN SUBMIT MY INFORMATION REQUESTS 
ELECTRONICALLY?
Go to the Frequent User Form tab and follow the instructions.

WHAT IS THE MAIL ID AND HOW IS IT USED?
The mail id is a combination of the following:
• “REFERENCE”
• Date
• Query number
• Individual’s ONE ID
We are adding the mail id to our Mail Lists in an effort to be able to tie Mail List requests to 
mailings for when individuals question why they received a particular mailing.
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ISU FOUNDATION FILE SHARING
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External  Users  
Friday,	  July	  19,	  2013	  
2:58	  PM	  
The	  ISU	  Foundation	  uses	  an	  implementation	  of	  the	  popular	  file	  sharing	  service	  Box	  provided	  by	  ISU.	  When	  receiving	  files	  
file	  from	  the	  Foundation,	  there	  are	  a	  few	  ways	  you	  may	  interact	  with	  Box	  depending	  on	  the	  type	  of	  data	  and	  your	  
relationship	  with	  the	  University.	  
	  	  
No	  Login	  Required	  
	  	  
If	  you	  are	  simply	  receiving	  data	  from	  the	  Foundation	  you	  may	  not	  be	  required	  to	  log	  into	  Box	  to	  retrieve	  your	  data.	  	  It	  is	  
up	  to	  the	  individual	  provider	  of	  the	  data	  to	  decide	  if	  a	  form	  of	  authentication	  is	  required.	  	  If	  no	  authentication	  is	  deemed	  
necessary,	  then	  you	  should	  get	  an	  email	  either	  from	  the	  providing	  individual	  or	  from	  Box.	  	  	  
	  	  
The	  email	  should	  contain	  a	  link	  to	  your	  file	  or	  folder	  containing	  your	  data.	  The	  link	  should	  always	  start	  with	  
https://iastate.box.com	  and	  look	  similar	  to	  the	  example	  link	  below	  

	  	  
Example	  link:	  
https://iastate.box.com/s/cj60xirvpyvqcg1qemsi	  
	  	  
Once	  you	  click	  your	  link,	  you	  should	  be	  taken	  directly	  to	  your	  file	  unless	  authentication	  is	  required.	  Supported	  file	  types	  
will	  generate	  a	  preview.	  You	  will	  be	  able	  to	  download	  the	  file	  by	  clicking	  "Download"	  in	  the	  upper	  right.	  

	  
	  	  
Authentication	  may	  be	  required	  to	  access	  your	  files.	  If	  so,	  you	  will	  instead	  be	  taken	  to	  a	  login	  page.	  
	  	  
Login	  Required	  
	  	  
Authentication	  is	  required	  when:	  
	  	  

A	  folder	  is	  being	  shared	  
The	  uploader	  of	  the	  file	  decided	  to	  require	  authentication	  
For	  you	  to	  upload	  data	  to	  Box	  
	  	  

If	  authentication	  is	  required,	  please	  follow	  the	  corresponding	  instructions	  below.	  
	  	  
ISU	  Users	  (Net-‐ID	  required)	   External	  Users	  (Box	  Account	  Required)	  

On	  the	  first	  page	  click	  Continue.	   On	  the	  first	  page	  click	  "Log	  in	  using	  Box	  Credentials"	  
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Leave	  "Use	  an	  ISU	  Net-‐ID"	  selected	  and	  click	  Continue	  
	  	  

 
	  	  
Now	  login	  with	  your	  ISU	  Net-‐ID.	  

 
	  	  
	  	  

 
Now	  log	  in	  or	  create	  a	  new	  Box	  account.	  
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