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1 Introduction

My eQuals is a secure digital platform used by Swinburne University of Technology Sarawak to issue
verified official digital academic documents. The platform allows Learner to securely share their
documents online with employers, institutions and agencies.

1.1 Definitions

This section explains the terminology used throughout the User Guide.

Word / Term Definition

Learner The user (i.e., Graduates) of My eQuals.

The institution that issued Learner’s documents (i.e., Swinburne University
of Technology Sarawak).

The individual or organisation with whom the Learner shares their digital
document or profile through My eQuals.

University

Share Recipient
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2 Registration of My eQuals Account

Step 1: Learner will receive an email from My eQuals < noreply@myequals.net > notifying them that a
new document has been issued. The email will be sent to the personal email address provided
during application.

You have a new document from Swinburne University of Technology Sarawak Campus % Summarize this email

My eQuals<noreply@myequals.net> () € Reply 4 Replyall > Forward )
ME
To: @ personal_email@gmail.com Mon 2026-04-20 %11 AM
@ some content in this message has been blocked because the sender isn't in your Safe senders list. Show content . Report ~

Step 2: Learneris required to register and activate their account. In the email, click on the Register for
My eQuals button and Learner will be directed to the registration page.

To access your Official Academic Transcript and to share it with
third parties online, please register your My eQuals account using the
link below:

Register for My eQuals

Step 3: Complete the registration form and enter the email address to which the document was issued
and proceed to the next step.

Please enter your details
Note: All fields are mandatory.

First name *

Do

Last name *

Do
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Step 4: Create a Password according to the requirement, check the boxes indicated and click Next.

Almost Done

You are almost done with registering your account. One
last step.

Please setup your password to keep your account secure.

Password Requirements:

= A minimum of 14 characters

« At least one special character

= At least one numeric character

= At least one lowercase and uppercase letter

Password ®

Confirm password [ O]

™

reCAFTCHA

\:\ I'm not a robot

Having trouble using Google reCAPTCHA? Click here for
an alternative.

[[] Yes, | agree to the Terms of use and Privacy policy

¢ CANCEL

Step 5: A verification code will be sent to the registered email. Enter the verification code to verify the

account and click Next.

Thank you for registering!

There is just one more small step.

We've just sent a verification code to your email address

Please enter the code below.

Verification Code *

Didn't get a verification code? RESEND

Step 6: Once verified, Learner will be directed to the document repository where they can view their

digital documents.

: My eQuals

@ Documents 83 Profiles < Sharing

Your Name

Documents

-om are visible here (Learn more).

@ Currently signedinas:|@ |  email @gmail.com. Only documents issued to sh

Account seitings page. To share your document with a third party, click the SHARE button

Q, Filter X

Group by None

Available

Official Academic Transcript Official Testamur

14 May 2026
Official Academic Transcript

14 May 2026
Official Testamur

A

Available

If you have documents issued to another email address and/or University sign in, you must sign in to those accounts separately. To merge multiple My eQuals accounts, use the Link Account feature in your

- B=
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For subsequent logins, Learner will be able to sign in using the registered email and setup password.
Multi-Factor Authentication (MFA) will be required to prevent unauthorised login.

® raas

@ About My eQuals

: My eQuals

TR - Sign in
7 GRADUATES %
"IV v\

{

STUDENTS

PROEESSIONALS

\ Email

Do

Welcome to My eQuals
First-time user?

Follow the instructions issued by your education provider

Resuming ser?
I" you have signed in D!‘&‘VIOUSW and linked Yuut a(Lf)unl to your preferred social Can't sign in?
sign in or personal email address, you can sign in using these.

Otherwise, follow your provider's instruction (AU / NZ)

Subsequently, when having trouble signing in, click on the Can’t Sign In? text icon in the Login Page. The
Learner will be required to enter the registered email address and follow the instructions received in the
email.

Can't sign in?

PROEESSIONALS
& Please enter your email below and follow the instructions
en— m in the email you receive
g g Email [
Trouble signing in?...
..with an email address and password?
Simply complete the form on this page and we'll send you instructions. ™

..with your University sign in?

If you can't sign in to My eQuals using your University sign in, you should contact
your University in the first instance.

D I'm not a robot

Having trouble using Google reCAPTCHA? Click here for
an alternative.

reCAPTCHA

..via a social provider (Facebook, Google, LinkedIn)?

You'll need to work through the "forgot password" process with your social

provider first. BACK SUBMIT

For Learner accessing My eQuals from any country where Google reCAPTCHA panel will not load, they
may click on the link for alternative. The non-Google captcha is accessible as text or audio.

D I'm not a robot

Having trouble using Google reCAPTCHA? Click here for

an alternative.
b SUBMIT

For a visual walkthrough on Registration of My eQuals Account, click How to Create and Access a My
eQuals Account.

™

reCAPTCHA

Captcha )

Back to Google reCAPTCHA

BACK
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3 Viewing of Document

Upon login, Learner will be directed to the document repository where they can view all the issued digital
documents.

: Mu eOUalS @ Documents 2% Profiles & Sharing e

Documents

@ Currently signed in as:[© | (S  Only documents issued to gorilapiece@gmail.com are visible here (Learm more)

If you have documents issued to another email address and/or University sign in, you must sign in to those accounts separately. To merge multiple My eQuals accounts, use the Link Account feature in your

Account settings page. To share your document with a third party, click the SHARE button.

Q Filter x Group by None - =

Available

Official Academic Transcript

29 May 2026
Official Academic Transcript

Learner has the option to change the document repository page to grid or list view.

To view the individual document, click anywhere on the document.

3.1 Information

Information page presents additional relevant information in the document.

£ BACK | (@ INFORMATION | @ ACCESSCONTROL 4D HISTORY

SWIN SWINBURNE Official Testamur | 1 x @ ]
UNIVERSITY OF | 7
e N E n RECID0Y @ Available I| X Expires: N/A |

2 3

| @ You have created 4 document shares and 5 profile shares, which have been viewed a total of 7 times and downloaded 1 time. 6

4 5
& DOWNLOAD PDF < SHARE
m a 1 or — + Page Width v » | v Issuer information

« Document information |8

+ Certification information

SWINBURNE UNIVERSITY OF TECHNOLOGY
MELBOURNE, AUSTRALIA
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1. Learner can personalize the document name by clicking on the pencilicon.

2. Document Status:

Available Document is valid and available to be shared.

Document is revoked by the University and the Learner should contact Swinburne
Revoke Sarawak Graduation Team for assistance.

Document is invalid and the Learner should contact Swinburne Sarawak
Invalid Graduation Team for assistance.

Document expiry date refers to the document validity.

The digital document can be downloaded by clicking on the Download PDF button.

The Learner can share documents securely with employers, organisations and third parties by
clicking on the Share button.

The panel indicates the number of shares, profiles created and document views by shared
recipients.

The “Blue Ribbon” indicates that the document has been digitally signed and is valid and
authenticated.

8. Additional information on the right panel of the document:

Issuer Information Information about the University who issued the document.

Document Information

Contains the personalised document name, document type, date of
issuance and number of shares created.

Certification Information Details of the Certifying Organisation.

3.2 Manage Document Share

To monitor and control shared documents, click on the Access Control.

¢ BACK

Q Search shares

Official Testamur > Access control data

@ From here, you can monitor and control who currently has access to this document.

You have created 3 document shares, which have been viewed a total of 1 time and downloaded 1 time.

1 2 3
Share name | = Recipient Date created Expiry date Status Actions
Company A EEEEEER] o 29 May 2026 Does not expire Active () DEACTIVATE
Company B | A e A 29 May 2026 Does not expire Active () DEACTIVATE
My Share 1 e s 19 Jun 2026 Does not expire Active () DEACTIVATE

O NFORMATION ® ACCESS CONTROL £ HISTORY

1. Learnerhasthe optionto setthe expiry date to the shared document. After the expiry date, the share

recipient will no longer have access to the document.
2. The Status column indicates the status of the shared document.
3. The shared document status is Active by default. However, Learner has full control of document

accessibility.

To view or edit an individual share, click on the row with the share name.
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3.3 History

History page provides the audit trail of the document.

< BACK

Q Filter history

Date |=

19 Jun 2026, 09:59

19 Jun 2026, 09:58

19 Jun 2026, 09:58

18 Jun 2026, 16:40

29 May 2026 12:08

29 May 2026, 12:08

29 May 2026, 12:08

14 May 2026, 08:45

Showing all of 8 document history events.

Official Testamur > Document history data

X
Event description

The recipient has downloaded the document for the share associated with

o

My Share 1 sent to [ com has been viewed
Created URL share as downloadable with _ com
Company A details updated

‘Company B deactivated by owner

Created URL share as downloadable wlth—vcom
Created URL share as downloadable with | - co™

New Official Testamur issued by Swinburne University of Technology Sarawak
Campus

@ INFORMATION

Executed by

Swinburne University of Technology
Sarawak Campus

@ ACCESS CONTROL £) HISTORY

Recipient

N/A

In reverse chronology, this page records the events when the document was:

e |ssued

e Superseded (if applicable)
e Shared to recipient (including if the share created as downloadable)
e Viewed by the recipient of a given share
e Downloaded by the recipient

e Personalised with a name change
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4 Sharing of Digital Documents

My eQuals allow Learner to share their documents securely with employers, organisations and third

parties.
4.1 Sharing Methods
There are two (2) methods available for sharing documents.

4.1.1 Share from Document List view

This method allows the sharing of multiple documents at once.

@ Documents 23 Profiles

= My eQuals

< swee € I -

Documents

®

Currently signed in as: _.com Only documents issued to gorillapiece@gmail.com are visible here (Learn more).

Account settings page. To share your document with a third party, click the SHARE button

Q, Filter X
Organisation Document Type Issued | = Status
Official Academic Transcript szz:sjzfmm 29 May 2026 Available
Certificate of Completion Certificate of Completion 9 Apr 2026 Available

If you have documents issued to another email address and/or University sign in, you must sign in to those accounts separately. To merge multiple My eQuals accounts, use the Link Account feature in your

= | SHARE SELECTED

Actions

SHARE

SHARE

4.1.2 Share from Individual Document View

This method allows the sharing of each document individually.

22, Profiles

1. MU EOUB[S @ Documents

< Sharing v

{ BACK O INFORMATION

SWIN
BUR

Official Testamur
@ Available

SWINBURNE
UNIVERSITY OF

TECHNOLOGY
X Expires: N/A

* NE =

® You haven't created any shares for this document yet. Use the share button below to securely share your document with anyone.

&

©® ACCESS CONTROL

) (&)

£ HISTORY

DOWNLOAD PDF

< SHARE
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4.2 Sharing Options

Click the Share button to view the four (4) sharing options.

Share documents

® You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date.

VIEW DOCUMENT (1) »

Share as

@ F Email
= Share to a specific email and include an optional personal message

O 9 Organisation
Share to a registered organisation across our global network

@ﬁ Public on the web Securely

Anyone will be able to access your shared documents using a unique web address and four to six digit code

o @ Public on the web
Anyone will be able to access your shared documents using a unique web address

HELP B CANCEL CONTINUE

4.2.1 Share via Email

This option allows Learner to share documents with a specific email address. The Learner can enhance
the security of their shared documents by setting a PIN or an expiry date. Additionally, Learner has the
option to allow shared recipients to download the shared documents and enable notifications when the

documents are viewed. Click the Help link for more information.

Share documents

@ You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date

VIEW DOCUMENT (1) >

F Email
= Share to & specific email and include an optional personal message

* indicates mandatory field

Share nam <
The name yau choase will be wisible only 1o yourself and will not be seen by the recipient of your share

Purpose of share =
Caegorise your shares by giving them & simple descrigtion (only visible 1o youl

Recipient Email * B
Include a personalised message p
The

Reference (<]
The refersnce will be visible 1o the recipient of the share

Access PIN GENERATE ONE FORME [z Expiry date m

Include = 4-6 digit code 12 help secun nly recipients who have this cede will sble 0 access your documents. A separste

email with PIN will be sent to the sha

Allow recipient to download your decument

Notify me when this share is viewed

HELP (2 BACK SHARE
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4.2.1.1 Re-send Email Share Notifications
If Learner needs to resend the notification to a shared recipient, click the Resend Email button.

To access the Resend Email button, go to the Access Control section of the individual document and
click the row corresponding to the shared recipient.

Company A # Eit

‘ . You shared your document with | M com on 29 May 2026. B RESEND EMAIL
@

¢ BACK | View and change the details of your share. Learn more () DEACTIVATE # EDIT

4.2.2 Share to Organisation

This option allows Learner to share their documents directly with any organisation within the My eQuals
ecosystem. However, this option is only available if the receiving organisation is registered on the
Parchment Digitary Network. Click the Help link for more information.

Share documents

@ You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date.

VIEW DOCUMENT (1) >

9 Organisation
Share to a registered organisation across our global network

* indicates mandatary field

Share name &
The name you ch I not & §

[}
Recipient * o
Reference [
The reference will be visible 1o the recipient of the share
Expiry date )
Notify me when this share is viewed
HELP [ BACK m

In the Recipient field, Learner are required to enter the name of the organisation they wish to share their
documents with. A drop-down list of matching organisations will be displayed for selection.

The Learner can enhance the security of their shared documents by setting an expiry date. Additionally,
Learner also has the option to enable notifications when the documents are viewed.
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When a Learner attempts to share the same document with a registered organisation, an alert will pop
up to notify the Learner that any future updates to the document will automatically be shared with the
organisation, unless an expiry date has been set for the share.

You have already shared this document with the _ X
e Updates to this document will be

automatically shared with them, unless an expiry date has
been set — in which case no updates will be sent after that
date.

Do you wish to continue?

o |28

4.2.2.1 Share Fail Notifications

In the case where Learner’s share to the organisation cannot be delivered successfully, Learner will
receive the following email. The Learner will be advised to log in to their account and retry sharing the
document.

Hi I

We're writing to let you know that your recent attempt to share a document with The

I was unsuccessful due to a technical issue.

Our team is actively investigating what may have caused this to prevent future
occurrences. In the meantime, please login to your account and try sharing the
document again. If the issue persists, our support team is ready to assist you.
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If an updated document fails to reach an organisation that holds an existing share of that document,
Learner will be notified. This will make Learner aware of the transmission gap which will allow Learner to
either manually reshare the document or contact the University directly.

[ gnumrmghment

Hilll

We're reaching out regarding your document share with _ While our
platform is designed to sync document updates automatically, this specific update was

unable to complete after several attempts.

If you need them to see these recent changes, simply create a fresh share for them
through your Leamer account. Our support team is always here to help if you have any
questions.

Best regards,

The Parchment Team
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4.2.3 Public on the Web Securely Share

This option allows Learner to share documents via a unique web address protected by an Access PIN.
Learner may set an expiry date, allow the shared recipients to download the shared documents or enable
notifications when the documents are viewed. Click the Help link for more information.

Share documents

(D You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date.
VIEW DOCUMENT (1) >

@ Public on the web Securely

Anyone will be able to access your shared documents using a unique web address and four to six digit code

* indicates mandatory field

Share name <&
The na 1 = visible o
)
gvingt ple description (nly visible to yau
Access PIN GENERATE ONE FOR ME Expiry date G
Inclue & 4-6 digit code to help secure your share. Only recipients who have this code will sble ents.

Allow recipient to download your document

Notify me when this share is viewed

HELP [ BACK SHARE

Oncethe shareis created, a sharing URL will be generated. Learner may share the URL with the recipients
and provide them with the Access PIN separately. Anyone with access to the unique web address and
Access PIN will be able to view the shared documents without entering their email address.

Share documents

@ ‘You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date

VIEW DOCUMENT (1) >
G/, e T T T e e e ey e UL S ol R s 5T e e S e D e
Be sure to communicate the access PIN with the share recipient separately.

Recipient: Restricted  Access PIN: 1234 Expiry date: 24 Jun 2026

Official Testamur

https://www-dsd-uat digitary net/sharelink/53517276-b1df-4359-9a0f-431b2a1b16e0/c32a9b47-e2a3-4876-8441-ec2639e 1fd56 copY

FINISH
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4.2.4 Public onthe Web (or Open Access) Share

This option allows Learner to share documents via a unique web address. The Learner has the option to
setan expiry date, allow the shared recipients to download the shared documents or enable notifications
when the documents are viewed. Click the Help link for more information.

Share documents

@ You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date

VIEW DOCUMENT (1) >

@ Public on the web
Anyone will be able to access your shared documents using a unique web address

All fields are optional

Share name b
The name you choose will b2 visible only o yourself snd will Aot b ssen by th racipisnt af your shars

Purpose of share (]
Catzgorise your shares by ging them & simple deseription (only visibie 1o youl

Expiry date =

Allow recipient to downlead your document

Notify me when this share is viewed

HELP [4 BACK SHARE

Once the share is created, a sharing URL will be generated. Anyone with access to the unique web
address will be able to view the shared documents.

Share documents

@ You can share your documents with anyone. Use this form to specify who and how your documents can be accessed. You can manage the security of your shares, and even add an expiry date

VIEW DOCUMENT (1) >

@ Your document is now ready to share. You can copy the URL below by clicking on it, and you can then share it with others.

Recipient: Open access  Expiry date: 24 Jun 2026

Official Testamur

v-dsd-uat.digitary.net/sharelink/069159ba-6b03-4927-98eb-303593d7b70d/c32a9b47-e3a3-4876-8441-ec263%9e1fd56 CopY

FINISH

However, it is not recommended to share official academic documents on public platforms unless
there is a legitimate need to do so. Where public sharing is necessary, learners are encouraged to share
via “Public on the Web Securely Share”. This allows documents to be shared via a unique web address
protected by an Access PIN, ensuring that only authorised recipients who have the PIN can access the
documents.

For a visual walkthrough on Sharing Documents, click:
How to Receive and Verify Academic Records Credentials Documents and More with My eQuals
How to Share Academic Credentials with My eQuals
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4.3 Sharing of Multiple Documents

Sharing two (2) or more documents can be done from the Document Repository page.

: Ml_-, eouals @ Documents 2%, Profles e Sharing _v

Documents

@ Currently signed in as: IEI I com. Only documents issued to gorillapiece@gmail.com are visible here (Learn more),

If you have documents issued to another email address and/or University sign in, you must sign in to those accounts separately. To merge multiple My eQuals accounts, use the Link Account feature in your

Account settings page. To share your document with a third party, click the SHARE button

Q. Filter % [=a | SHARE SELECTED

Organisation Document Type

Issued | = Status Actions

Official Academic

Official Academic Transcript
Transcript

29 May 2026 Auvailable SHARE

Certificate of Completion Certificate of Completion 9 Apr 2026 Available SHARE

To share multiple documents, choose the List View in Document Repository page and select the
documents to be shared by clicking on the checkboxes at the end of the rows.

Next, click on the Share Selected button to proceed.

The sharing of multiple documents continues in the same way as for a single share.

The share recipient will receive one (1) email notification
Email Share : | per document shared, each containing a link to that
document.

The organisation will receive one (1) notification containing
all shared documents.

Organisation Share

Public on the Web Securely Share

Two (2) or more separate links will be generated for each
document.

Public on the Web Share

A Note: Please ensure the documents are shared with a trusted third party only (having first obtained

Learner’s consent). Before proceeding with the sharing, always verify the share recipient email address
and avoid distributing confidential information unnecessarily.
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4.4 Document Sharing List

To monitor and control shares created for all documents, select Sharing from the navigation panel.
= MU eanlS @ Documents 8% Profiles _\,

Shares

@ From here, you can monitor and control who currently has access to your documents. Learn more

Q, Search shares X () DEACTIVATEALL () ACTIVATEALL

Share name Recipient Date shared |= Expiry date Status Actions

Company E Open Access 23 Jun 2026 24 Jun 2026 Active () DEACTIVATE
Company D Open Access 23 Jun 2026 24 Jun 2026 Inactive
Company A | ea— 23 Jun 2026 24 Jun 2026 Active () DEACTIVATE

Showing all of 3 shares.

Click the Activate or Deactivate button to manage the shared document status.

Alternatively, Learner can click on the row with the share name to Activate or Deactivate the individual
documents.

Official Testamur - Degree Award # Edit

€ BACK  View and change the details of your share. Learn more () DEACTIVATE # EDIT
Share name Official Testamur - Degree Award Recipient N/A
Purpose of share Employability Reference NJ/A
Expiry date 24 Jun 2026 Number of views 0
Created date 23 Jun 2026 Last viewed date N/A

Status Active Share URL COPY LINK

Access PIN cade None Allow recipient to Yes
download your document

Inform me when share is Ye
. es
viewed

A Note: Learner can only deactivate the share but not delete the share created.

My eQuals User Guide | Swinburne University of Technology Sarawak
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To view the details of individual shares, click on the row with the share name.

Company B~ e

< BACK

Shaere name

Purpose of share

Expiry date

Created date

Status

Access PIN code

Inform me when share is
viewed

~ Documents

Organisation

Showing all of 1 document share.

~ View activity

Q, Filter activities

View and change the detsils of your share. Lesrn mors

Company B

Jab Application

N7

29 May 2028

Inactive

6767

Document

Oificial Testamur

Date |—

29 May 2026, 12:08

29 May 2026, 12:08

Description

Share deactivated by owner

) ACTIVATE # EDIT

Recipient

Reference

Number of views

Last viewed date

Share URL

Allow recipient to
download your document

MR

COPY LINK

Yes

Crested URL share a5 dovmioadable with || NN -~

Issued

14 May 2026

Executor

Status

Awvailable

Recipient
com

To edit the share, click on the Edit button.

Learner can edit the Share name, Recipient Email (Share via Email option), Purpose of share,
Reference, Access PIN, and Expiry date. The Learner can also edit the option to allow shared recipients
to download the shared documents and enable notifications when shared documents are viewed.

Company B

Company B

Recipient Emal

Job Application

Reference

6767

GENERATE ONI

ORME [

Expiry date

A

Allow recipient to download your document

Inform me when share is viewed

o R |

A Note: If Learner has shared a document to an email address, they will be able to edit the recipient

email address, provided that the share has not been viewed. The new recipient will then receive a

notification.
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5 Profiles

Profiles allow Learner to craft their own story and better articulate their academic achievements. This
includes arranging any of issued documents into a single shareable academic profile.

= MU eOUals @ Documents 2% Profiles o Sharing | TR St I

¢ BACK (@ INFORMATION ~ ® ACCESSCONTROL €D HISTORY

Student Name - Degree » it ) COPYPROFILE @i Active @ 5 shares and 5 views

First Name Last Name ~ & Manage your profile
She/her
Use this page to create and manage information about yourself
0 far this profile. This information will appear on your shared
profiles. You can select as many documents and badges as you
wish to include in your profile. Use the PREVIEW link to check
out what your page will look like when published

Afresh graduate from Swinburne University of Technology Sarawak who recently completed Bachelor of Engineering (Honours) Civil.

You can include something about yourself like your academic
experience and any other skills and achievements or other
information you would like to share.

PREVIEW < SHARE

Achievements + MANAGE DOCUMENTS AND BADGES

@ To reorder and arrange your documents and badges, click to select one of them and simply drag it to wherever you like

i

SWINBURNE UNIVERSITY OF TECHNOLOGY

To access or create Profile, select Profiles from the navigation panel.
< snarng () I -

: Mu eOUals @ Documents

Profiles

Profiles allow you to curate which documents, badges and other information you would like people to see. You can create as many profiles as you like. For example, you might create a profile to share as part of a
new job search or even towards a new study application.

Completed profiles can be made publicly available the same way document shares are. You can use a simple URL that may be secured and can even expire. Click the CREATE button to begin adding profiles with

My eQuals
+ CREATE
Profile Name Date Created Shares Views Status Active Actions
Student Name - Degree 20 Apr2026 4 5 Active . ] s}

Shawing all of 1 profile

My eQuals User Guide | Swinburne University of Technology Sarawak
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5.1 Create a Profile

To create a new profile, click on the Create button.

: Mu eOUalS @ Documents 2% Profiles < Sharing _ ~

Profiles

Profiles allow you to curate which documents, badges and other information you would like people to see. You can create as many profiles as you like. For example, you might create a profile to share as part of a
new job search or even towards a new study application.

Completed profiles can be made publicly available the same way document shares are. You can use a simple URL that may be secured and can even expire. Click the CREATE button to begin adding profiles with

My eQuals.
Profile Name Date Created Shares Views Status Active Actions
Student Name - Degree 20 Apr2026 4 5 Active . ] s}

Shawing all of 1 profile

From here, Learner can:

Student Name - Degree 1 Vi

Nome Manage your profile
First Mame Last Name 2@ &
This can be your preferred name, what you would like others 1o call you
Use this page to create and manage information about yourself
Prangun: for this profile. This information will appear on your shared
She/her 3 - profiles. You can select as many documents and badges as you
B REMOVE IMAGE thers k vt 1o refier oy wish to include in your profile.
Abosst yos
a You can indlude something about yourself like your academic
Just Graduated) experience and any other skills and achievements or other
information you would like to share.
7
ink X

s to help you standout, such as Linkedin, X, or your personsl website

+ ADDALINK §

Name the profile.

Include name. The name can be edited after profile is created.

Include pronouns.

Upload a profile picture.

Click + Add a Link to include external links to the profile, such as LinkedlIn, etc. Learner can add up
to maximum 5 URLs only.

aprowndp=
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Once done, click Save.

Student Name - Degree # Edit 6| O COPYPROFILE || @ Active |@ 5 sharesaznd 5views
First Name Last Name ~ it Manage your profile
Use this page to create and manage information about yourself
0 for this profile. This information will appear on your shared
profiles. You can select as many documents and badges as you

wish to include in your profile. Use the PREVIEW link to check

A fresh graduate from Swinburne University of Technology Sarawak who recently completed Bachelor of Engineering (Honours) Civil " - ¥
out what your page will look like when published.

YYou can indlude something about yourself like your academic
experience and any other skills and achievements or other

information you would like to share.

@ PREVIEW < SHARE

Achievements 41 | + MANAGE DOCUMENTS AND BADGES

O To reorder and arrange your documents and badges, click to select one of them and simply drag it to wherever you like

SWINBURNE UNIVERSITY OF TICHNOLOGY S H

1. Once profile is created, Learner can add associated documents and badges into the profile created
by clicking the + Manage Documents and Badges. The order of the documents can be arranged in

accordance with own preference.

2. Click the Preview button to view how the profile will appear to people they share it with.

3. Click the Share button to share the profile.

4. Learner can monitor the number of times the profile has been shared and viewed from the top corner
of the page.

5. The profile created can be activated or deactivated by clicking on the Active / Inactive toggle button.
When a profile is inactive, any shares created under that profile are no longer accessible.

6. To duplicate the profile created, click on Copy Profile button. All documents and badges, profile
pictures and profile summary will be duplicated. This function is also available on the Profiles page.

= MU eOUalS @ Documents 23, Profiles < Sharing _ v

Profiles

Profiles allow you to curate which documents, badges and other information you would like people to see. You can create as many profiles as you like. For example, you might create a profile to share as part of a
new job search or even towards a new study application.

Completed profiles can be made publicly available the same way document shares are. You can use a simple URL that may be secured and can even expire. Click the CREATE button to begin adding profiles with

My eQuals.
+ CREATE
Profile Name Date Created Shares Views Status Active Actions
Student Name - Degree 20 Apr 2026 4 5 Active o s]

Showing all of 1 profile.
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5.2 Edit a Profile

To view or edit individual profile created, click on the row with the profile name.

Profiles

Profiles allow you to curate which documents, badges and other information you would like people to see. You can create as many profiles as you like. For example, you might create a profile to share as part of a
new job search or even towards a new study application.

Completed profiles can be made publicly available the same way document shares are. You can use a simple URL that may be secured and can even expire. Click the CREATE button to begin adding profiles with
My eQuals.

+ CREATE

Profile Name Date Created Shares Views Status Active Actions

Student Name - Degree 20 Apr 2026 4 5 Active o

=]

D

Showing all of 1 profile.

Click Edit to edit the profile.

{ BACK @ INFORMATION ® ACCESS CONTROL £ HISTORY
Student Name - Degree ~ [ COPY PROFILE @ Acive @ 4 shares and 5views
First Name Last Name Manage your profile

She/her
Use this page to create and manage information about yourself
0 for this profile. This information will appear on your shared
profiles. You can select as many documents and badges as you
A fresh graduate from Swinburne University of Technology Sarawak who recently completed Bachelor of Accountancy. DL R Lt e B e ez

out what your page will look like when published.

You can include something about yourself like your academic
experience and any other skills and achievements or other
information you would like to share.

< SHARE

Click Preview to check what the page will look like when published. Click Save to save any changes. The
new changes will be reflected in the original shares.

Degree [y COPY PROFILE nactive @ 3 shares and 4 views

Neme Manage your profile
First Name Last Name 2
This preferred name. what you
Use this page to create and manage information about yourself
Pronouns for this profile. This information will appear on your shared
She/her v profiles. You can select as many documents and badges as you
T REMOVE IMAGE Let otners kn o referto you wish to include in your profile. Use the PREVIEW link to check
out what your page will look like when published.
A fresh graduate from Swinburne University of Technology Sarawak who recently completed Bachelor You can include something about yourself like your academic
of Accountancy. N experience and any other skills and achievements or other
4 information you would like o share.
Link X

out, such s Linkedin, X, or your pers:

+ ADDALINK

CANCEL
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5.3 Share a Profile

To share an individual profile created, click on the row with the profile name and click Share.

{ BACK @ INFORMATION ® ACCESS CONTROL 40 HISTORY
Student Name - Degree # Edit f) COPY PROFILE @ Active @ 4shares and 5 views
First Name Last Name ~ e Manage your profile

She/her
Use this page to create and manage information about yourself
for this profile. This information will appear on your shared
profiles. You can select as many documents and badges as you

‘wish to include in your profile. Use the PREVIEW link to check

Afresh graduate from Swinburne University of Technology Sarawak who recently completed Bachelor of Accountancy. e e

You can include something about yourself like your academic
experience and any other skills and achievements or other
information you would like to share.

PREVIEW < SHARE

The process of sharing a profile is done in the same way as sharing documents. However, the sharing of
profile to Organisation is not supported. Refer to Sharing Options on the steps to share a profile.

Share as

E‘ Email
O = Share to a specific emsil and include an optionsl personsl message

o @ Public on the web Securely

Anyone will be able to access your shared profiles using 3 unique web address and four to six digit code

o @ Public on the web
Anyone will be able to access your shared profiles using a unique web address

CANCEL CONTINUE

A Note: Learner can delete profile created but not delete the share created to the profile. The profile

shares can only be deactivated.
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5.4 Manage Profile Share

To monitor, manage and control access to the profile shares, click on the row with the profile name and
click Access Control.

¢ BACK @ INFORMATION @ ACCESS CONTROL 49 HISTORY

Student Name - Degree > Access control data

@ Use this page to monitor, manage and control access to your shares for this Profile
You have created 5 shares, of which 5 were viewed

Share name Recipient Date created | = Expiry date Status

Actions
Student Name - Degree [ Jeom 24 Jun 2026 Does not expire Active () DEACTIVATE
Degree 3 Open access 24 Jun 2026 Does not expire Active () DEACTIVATE
Degree 2 Open access 20 Apr 2026 21 Apr 2026 Expired
Degree 1 _ 20 Apr 2026 21 Apr 2026 Expired
Degree [T ocu.my 20 Apr 2026 Does not expire Active () DEACTIVATE

Showing all of 5 profle shares

To activate or deactivate the profile share, click on the Activate / Deactivate buttons.

If the profile share status is Review, it indicates that it contains an academic achievement that has either
expired or is ho longer set to public sharing.

To edit the profile share, click on the row with the profile share name.

< BACK (@ INFORMATION ~ ¢® ACCESSCONTROL 4D HISTORY

Student Name - Degree ~ &t

‘ . You shared your Student Name - Degree profile with [N com on 24 Jun 2026. k]| = RESEND EMAIL
@

View and change the details of your share. | earn more | ) DEACTIVATE | | 7 €I |
1 2
Share name Student Name - Degree Status Active
Share type Invitation Purpose of share Student Name - Degree
Recipient i ama). - Access PIN code 9999
Personalised message Nens Expiry date Doss not xpirs
Created date 24 Jun 2026 Number of views 0

Last viewed date N/A Share URL

Allow recipient to

Notif hen this sh
download your No otify me when this share

documents is viewed

The profile share can also be activated or deactivated from the individual profile share page.
To modify the profile share, click on Edit.
Click on the Resend Email button to resend the notification to the profile share recipient.

The Share URL can be copied and sent separately to the recipient. (If a PIN is set, please ensure to
also share the PIN with the recipient.)

Pobd-=
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History tab provides the audit trail of the profile.

< BACK (D INFORMATION @ ACCESS CONTROL
Student Name - Degree > History
@ The information below gives you an overview of all activity for this profile including any changes you have made as well as shares created and viewed.
Date |= Event description Executed by Recipient
29 Jun 2026, 12:53 Profile status changed by owner " | N/A
29 Jun 2026, 12:52 Profile share updated by owner s s |
29 Jun 2026, 12:23 Profile status changed by owner B N/A
25 Jun 2026, 09:33 Profile status changed by owner _ N/A
24 Jun 2026, 17:20 Profile status changed by owner S | N/A
24 Jun 2026, 15:30 Profile shared via email ]  ——E—
24 Jun 2026, 12:46 Profile Information s updated | e EETES | N/A
24 Jun 2026, 12:19 Profile name updated to Student Name - Degree _ N/A
24 Jun 2026, 12:15 Profile share viewed by recipient _ N/A
24 Jun 2026, 12:15 Profile shared on web | EmETEEEmEsTEn | N/A
Showing 1 - 10 of 33 profile history events
¢ 1 2 3 4 > 10 25 50 100 200

For a visual walkthrough on Profile, click How to Curate Your Learner Profile with My eQuals.
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6 Account Management

The Learner can view details of their account, reset their password and link accounts.

6.1 Account History

Account History can be accessed from the dropdown menu beside the Learner's name.

= My eQuals

@ Documents

23, Profiles

< Sharing

Documents

issued to shyli -om are visible here (Learn more).

@ Currently signed in as: _com Only d

Account settings page. To share your document with a third party, click the SHARE button

A

Account settings

Account history

Help

I you have documents issued to another email address and/or University sign in, you must sign in to thase accounts separately To merge multiple My eQuals accounts, use t  SIEN out

Account history

Q, Filter events X

Date |=

30 Jun 2026, 15:19:20
30 Jun 2026, 15:08:25
30 Jun 2026, 15:08:21
30 Jun 2026, 15:08:14
30 Jun 2026, 15:08:03
30 Jun 2026, 15:06:49
30 Jun 2026, 15:06:32
30 Jun 2026, 12:53:42
30 Jun 2026, 12:49:37
30 Jun 2026, 12:49:17

Showing 41 - 50 of 177 history events.

<1,55,,1a>

Event description

Email ****@gmail com added

Email ****@gmail com removed

Email ****@gmail com added

Email ****@gmail com removed

Email ****@gmail com added

Signed in via Digitary

Signed in via Digitary

User details updated

Signed in via Digitary

Signed in via Digitary

IP address

z z
= >

Provider

Digitary

Digitary

Digitary

Digitary

Digitary

Digitary

Digitary

Digitary

Digitary

Digitary

25 50

100

The Account History home page shows details of various events in the history of Learner’s account:

e DateandTime

e Event Description

e Associated IP address
e Login provider

All columns support search and sort functions. Click on the column headers to search or sort the data.
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6.2 Account Settings

Account Settings can be accessed from the dropdown menu beside the Learner's name.

= Mu eOUals @ Documents 2% Profiles n< Sharing _ v
IActauntssmngs I N

Documents Py

Help

@ Currently signed in as: _.com Only issued to sh Il -om are visible here (Learn more).

If you have documents issued to another email address and/or University sign in, you must sign in to thase accounts separately To merge multiple My eQuals accounts, use t  SIEN Out

Account settings page. To share your document with a third party, click the SHARE button

Personal details 1 I 2 EDITDETAILS I

Pronouns  She/her

Mobile +60111111111

Cookies # MANAGE COOKIES

Our site uses cookies to enable you 10 use our service and to analyse how our site is performing to improve your online experience

Email accounts

vided that they have been verified. The same My eQuals password can be used with each email.

2 3

‘You can sign in to your My eQuals it using any of the following email addresses,

Q_ Filter emails X I + LINK ANOTHER EMAIL II O CHANGE EMAIL PASSWORD I
Email account | = Status Actions
_—“C”ﬂ Primary Primary email cannot be remaved.

- Verified # MAKEPRIMARY [IGRILIEIr )

Showing all of 2 email addresses.

Education provider accounts a

< LINKACCOUNT

Account Actions
You have not linked any education providers

Ne education providers to show.

Social network accounts

Network Status Actions

Google Not linked @ LINK
m Linkedin Not linked @ LINK

From the Account Settings home page, Learner can:

Edit the personal details, add a pronoun, change the phone number and add a profile picture.

Link another email to the account.

Change the password of the account.

Link account via an education provider login (Only available for institutions registered on the
Parchment Digitary Network.)

5. Link accountto a social network account.

PoObd=
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6.2.1 Link Account to Another Email Address

By default, the account will be linked to the email address provided when completing the Application for
Award / Graduation form.

To Link another email to the account, click on the + Link Another Email, type in the email address and
click Add.

Add email address X

Please add your personal email here. Many institutions disable email addresses
when their students graduate and some of these emails can be reused.

Ernail

EIENESEEaN com

CANCEL ADD

The Learner will receive an email containing the verification code to verify the new account.

The status of the email address will remain Not Verified until Learner have entered the verification code
to verify their email address and it will continue to provide the option to enter the verification code.

Email accounts

You can sign in ta your My eQuals account using any of the follwing email addresses, provided that they have been verified. The same My eQuals password can be used with each email

Q, Filter emails ) + LINK ANOTHER EMAIL O CHANGE EMAIL PASSWORD
Email account | = Status Actions
[P Not verified - RSN X
EIENEETERANE <o Primary Primary email cannot be removed
EEETIER R <d u. Y Verified Cannot remove (3)

A Note: The same password can be used with each email. However, the Login Verification Code will

be sent to the primary email.

A primary email is the main email address to which system notifications via My eQuals are sent. To make
the linked email as primary email, click on Make Primary.
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To unlink email from the account, click Remove button.

Email accounts

You can sign in o your My eQuals account using any of the following email addresses, provided that they have been verified. The same My eQuals password can be used with each email
Q, Filter emails x + LINK ANOTHER EMAIL O CHANGE EMAIL PASSWORD
Email account | = Status Actions

e Verified ¢ MAKE PRIMARY B REMOVE

6.2.2 Link Accountto LinkedIn or Google
To Link account to a social network, click on the Link button at the Social Network Status section.

The Learner will be prompted to sign in to their Google or Linkedln account before email verification
begins.

Once linked, Learner will be able to sign in with Google or LinkedIn.

Sign in

STUDENTS 5 PROFESSIONALS

Email

Do

Welcome to My eQuals
. . Password ®
First-time user?

Follow the instructions issued by your education provider

i

If you have signed in previously and linked your account to your preferred social
sign in or personal email address, you can sign in using these.
Otherwise, follow your provider's instruction (AU / NZ)

Can't signin?

OR
E Sign in with your Education Provider

a Sign in with Google
° S
II‘I Sign in with Linkedin

To unlink Google / LinkedIn account, click Unlink.

Social network accounts

Network Status Actions

G ‘ Google Linked 29 UNLINK

m LinkedIn Not linked @ LINK

A Note: Learner cannot unlink the account which was currently signed in. To unlink the account,

please log out and log back in using email and password or a different linked account.
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6.3 Merging of Accounts

Merging accounts are applicable when Learner has two (2) different My eQuals account created (e.g.,
Email Address Account A & Email Address Account B).

To merge accounts:

Step 1: Sign in to My eQuals account < emailaddressA@gmail.com > and click on Account Settings
from the dropdown menu beside the Learner’s name.

Step 2: Click + Link Another Email. Enter the email address that was previously registered on My
eQuals < emailaddressB@yahoo.com > and click Add.

Step 3: Learner will be redirected to the sign-in page and prompted to sign in using the password
associated with < emailaddressB@yahoo.com > account.

Email already registered

STUDENTS

is already registered to another
My eQuals account. If you own the other account, you may
merge that account with this one. If you wish to merge the
accounts, please sign in to the other account using one of
the following methods.

Welcome to My eQuals
Sign in using the form below:

First-time user?

Follow the instructions issued by your education provider

o
Returning user? =
If you have signed in previously and linked your account to your preferred social
sign in or personal email address, you can sign in using these.
Otherwise, follow your provider's instruction (AU / NZ) Password ®

CANCEL SIGN IN

Step 4: Upon signing in, a verification code will be sent to < emailaddressB@yahoo.com >. Enter the
verification code to verify the account and click Merge to successfully merge the accounts.

o & olopme

Merge account?
Merge N into this account?

Merging the accounts will transfer all details from

I o this account. These details

include sign-in methods, documents, and shares. Merging

Welcome to My eQuals accounts is a permanent action.
First-time user? To continue, you will need to enter a 6-digit verification
. o ; ” code which has been sent to your email
Follow the instructions issued by your education provider i 4

Returning user? . 3 2 3
8 This code is valid for 5 minutes.

If you have signed in previously and linked your account to your preferred social

sign in or personal email address, you can sign in using these. Please enter the code sent to you to complete the merging
Otherwise, follow your provider's instruction (AU / NZ) process.
Verification Code *
RESEND CODE

CANCEL MERGE
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After the accounts have been successfully merged, < emailaddressB@yahoo.com > will inherit the
account password of < emailaddressA@gmail.com >. Learner can then sign in to their My eQuals
account using either < emailaddressA@gmail.com > or < emailaddressB@yahoo.com >, with the
password associated with the < emailaddressA@gmail.com >.

Email accounts

You can sign in to your My eQuals account using any of the following email addresses, provided that they have been verified. The same My eQuals password can be used with each email

Q_ Filter emails X + LINK ANOTHER EMAIL QO CHANGE EMAIL PASSWORD
Email account | = Status Actions

(Originally logged in) Primary Primary email cannot be removed.

(Merged account) Verified Cannot remove (2)

Showing all of 2 email addresses.

As the linked email addresses share the same account, resetting the password using either email
address will update the password for the entire account.

Once accounts are merged, all documents issued to both emails will be accessible via current account.

For a visual walkthrough on Merging Accounts, click How to Link My eQuals Accounts.

A Note: Merging accounts is a permanent action.

6.4 Signing Out

To securely close the session, click Sign Out from the dropdown menu beside the Learner’s name. This
is highly recommended when accessing the Learner Portal from a public or shared computer or when
connected to a public Wi-Fi network.

= M':.l eouals @ Documents 22 Profiles < Sharing _ v
Account settings ]
Documents pccount o
Help
@ Currently signed in as: [@ | S com. Only documents issued to j om are visible here (Leam more).

If you have documents issued to another email address and/or University sign in, you must sign in to those accounts separately. To merge multiple My eQuals accounts, use t

Account settings page. To share your document with a third party. click the SHARE button.
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7 My eQuals Help Center

The Help Center can be accessed from the dropdown menu beside the Learner’s name, where Learner
canview the Take a Tour section and FAQS page.

= Mu eouals @ Documents 2% Profiles (: Sharing _
Account settings
Hel D Account history
Hel
Welcome to the My eQuals help center. | - I

Here you will find links to FAQs, articles and tour guides that will help you understand how best to access and share your issued academic Sign out

©) ®

FAQS TAKE ATOUR

The Learner is encouraged to choose Take a Tour for an overview of the Learner Portal workflow.
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8 Appendix —Help Articles

For more information, please visit:
[Register of My eQuals Account]

How to Register on My eQuals with An Email

[Sharing of Documents]

How to Create a Share Link to Your Document That Anyone Can Access

How to Share Your Documents to An Email Address

How to Share Your Documents with A Registered Organisation

How to Share Your Documents by Creating a Share Link with Pin

How a Share Recipient Will See Your Document

How to Edit, Deactivate and Resend Your Share

[Account Management]

How to Reset the Password on Your My eQuals Account

How to Link an Email to Your Account

How to Link a Social Network Account to Your My eQuals Account

How to Merge Your Two My eQuals Email Accounts
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