Sharing of Digital Documents

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

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

Share from Document List view

This method allows the sharing of multiple documents at once.

= MU eOUals @ Documents 23, Profiles < Sharing _v

Documents

@ Currently signed in as: _.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

= | SHARE SELECTED

Q, Filter x
Organisation Document Type lssued | = Status Actions
Official Academic .
Official Academic Transcript 29 May 2026 Available SHARE
Transcript
Certificate of Completion Certificate of Completion 9 Apr 2026 Available SHARE

Share from Individual Document View

This method allows the sharing of each document individually.

1. MU eauals @ Documents 83, Profiles < Sharing v

{ BACK O INFORMATION ©® ACCESS CONTROL 49 HISTORY

SWIN ULV Official Testamur
| I UNIVERSITY OF
TECHNOLOGY
X Expires: N/A

- N E » @ Available

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

& DOWNLOAD PDF < SHARE
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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

® g Email

Share to a specific email and include an optional personal message

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

&ﬂ 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 (& CANCEL CONTINUE

Share via Email
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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) >

E Email

Share to & specific emsil and include &n optionl personsl 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

Inchu
email with PIN will be sent to the sha

4-6 digit code 1o help secun

nly recipients who have this cede will sble 0 access your documents. A separste

Allow recipient to downlead your document

Notify me when this share is viewed

HELP (2 BACK SHARE
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If Learner needs to resend the notification to a shared recipient, click the Resend Email button. TECHNOLOGY

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~ Edit

‘ ’ You shared your document with [ com on 29 May 2026. B RESEND EMAIL

@

! iew and change the details of your share. Learn more () DEAC v
BACK | V d ch he details of hare. L ') DEACTIVATE # EDIT

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) >

gl Organisation
Share to a registered organisation across our giobal network

* indicates mandstory field

Share name <
The name you choose will be visible only to yaursef and will not be seen by the recigient of your share

5 by giving them & simple descriptian fonly visible 10 you
Recipient * 2
Reference (==}
The reference will be visible 1o the recipient of the share
Expiry date o]

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
EEEsIcTona . 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 (8

Share Fail Notifications
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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.

TR e

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

I vas 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.

[« j Parchment

By Instructure

W

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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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
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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 Securely

Anyone will be able to access your shared decuments using a unique web address and four to six digit code
“ indicates mandatory field

Share name

The name you choose will be visible anly to yourself and will not be seen by the recipient of your share

Purpose of share

ise your shares by giving them & simple description (only visible to youl

Access PIN * GENERATE ONE FOR ME Expiry date

clutle 5 4-6 St code to help secure your share. Only recipients who have This code will sbie 5 your

Allow recipient to download your doecument

Notify me when this share is viewed

HELE 4 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) >
(‘-/J ‘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.

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-%a0f-631b2a1b16e0/c32a9b47-eaa3-4876-8441-ec263%9e1fd56

FINISH

COPY
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This option allows Learner to share documents via a unique web address. The Learner has the

option to 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

@ 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 =3
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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https://myequals.org/blog/how-to-receive-and-verify-academic-records-credentials-documents-and-more-with-my-equals/
https://myequals.org/blog/how-to-share-academic-credentials-with-my-equals/
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Sharing two (2) or more documents can be done from the Document Repository page.
= Mg eOUals @ Documents 2%, Profles e Sharing _v
Documents

@ Currently signed in as:| @ | [ EBBl-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
: - O
Organisation Document Type Issued | = Status Actions
Official Academic Transcript D'ﬁgz‘n‘:::;fm‘( 29 May 2026 Available 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

Organisation Share all shared documents.

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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To monitor and control shares created for all documents, select Sharing from the navigation

panel.

= Mg eOUalS @ Documents 2% Profiles _ v

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 (U DEACTIVATE
Company D Open Access 23 Jun 2026 24 Jun 2026 Inactive () ACTIVATE
Company A I o 23 Jun 2026 24 Jun 2026 Active (U 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 » &

¢ BACK  View and change the details of your share. Learn more (O DEACTIVATE # EDIT
Share name Official Testamur - Degree Award Recipient N/A
Purpose of share Employability Reference N/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

Allow recipient to
Access PIN code None P Yes
download your document

Inform me when share is

Yes
viewed

A Note: Learner can only deactivate the share but not delete the share created.
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To view the details of individual shares, click on the row with the share name.
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{ BACK  View and change the detsils of your share. Learn more ) ACTIVATE # EDIT

Share name Company B Recipient | BN
Purpose of share Job Application Reference N/A

Expiry dste N/A Number of visws o

Created date 29 May 2026 Last viewed date N/A

Status Inactive Shara URL

Allow recipisnt to
Access PIN code 4767 Yes
download your document

Inform me when share is

viewed Yes
~ Documents
Organisation Document Issued Status
Dificial Testamur 14 May 2026 Available
Showing sll of 1 document share
~ View activity
@ Filter activities X
Date | = Description Executor Recipient
29 May 2026, 12:08 Share deactivated by cwner | " | B
29 May 2026, 12:08 Created URL share as downloadsble with _.:am | SRS | _.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

Shere nar

Company B <

Recipient Ema

I =
o Applcaton =
Reference 2
;7;.;' ) GENERATE ONE FORME [  Expiry dats =]

Allow recipient to download your document

Inform me when share is viewsd

CANCEL SAVE

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.

My eQuals User Guide | Swinburne University of Technology Sarawak
Last Update: July 2026





