Emailing Data & Information

If the data or information is not classified by policy as Unrestricted:

. Ask yourself if the information needs to be stored
. Ask if the information needs to be sent
. If this information needs to be emailed:

1. Older Outlook method for sending a link via Attach File

Untitled - Message (HTML) O

File Message Insert Draw Options  Format Text  Review Help  Acrobat Q Tell me what you want to do

How do you want to attach this file?

Subject Share link

Recipients can see the latest changes and respond in real time.

Attach as copy

Thanks, Everyone receives a separate copy of this file.

André Taylor | Data Go
The University of Alabama v
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Emailing Data & Information

(Continued page 2)

If the data or information is not classified by policy as Unrestricted (cont'd):
L.

bama365-my.sharepoint.com

Old version of Outlook method for sending a link continued via Attach File. Setting access permissions.

glm ¢ ® o

==

Manage Access

People-1  Groups  Links -1

Andre Taylor
DATA GOVERNANCE ADMINSTRATOR

Newest version of Outlook method for sending a link with Drag & Drop

Add a subject

Draft saved at 315 PM

Upload to OneDrive and share link

Attach files
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Emailing Data & Information
(Continued page 2)

If the data or information is not classified by policy as Unrestricted (cont'd):

3.

WHERE

Newest version of Outlook method for sending a link continued via Attach File. Setting access

permissions.

(=[]
To
Cc

Add a subject

[’ Data Governance Council - Meeting 4.pptx

N
(B) Rec < can view
\@ Recipients can viev >

= )
OpeninWeb 2pP 1 ance Administrator

[l Attach as a copy
& Change to full URL
< Edit hyperlink

05-492-7695
@ Copy link edu
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Link settings

bt
Data Governance Council - Meeting 4.pptx
Share the link with
Anyone @
@ People in The University of Alabama ©
(:l Recipients of this message @

£ .
V&) People with existing access G
More settings

G Can view

Cancel
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Emailing Data & Information

(Continued page 2)

If the data or information is not classified by policy as Unrestricted (cont'd):
4. Old version of Outlook method for encrypting a file.

File Message Insert Draw Format Text  Review J _Tell me what you want to do

Themes~ [ Colors~ [A] Fonts ~ Effects ~ &) Page Color* I 2 Encrypt v‘ £ Use Voting Buttons ~ -
1 Fl

—

Set permission on this item
Enerypt-Only - This message is encrypted. Recipients can't remove encryption.

Permission granted by: taylo051@ua.edu I +/ Encrypt-Only

Do Not Ferward
From ~ andre.taylor@ua.edu

The University of Alabama - Confidential

The University of Alabama - Confidential View Only

Subject

5. Newest version of Outlook method for encrypting

N ET] X
Message Insert Format text Draw Options
&~ 'fs % Show Bec ~ | Show Cc Show From 2 J (B Request delivery receipt Request read receipt y
() Encrypt: This message is encrypted. Recipients can't remove encryption. Set permissions on this item

Change permissions Remave encryption X

~~  Encrypt
[ s | ] °

Do Mot Forward

To No permission set

Cc
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