Step by step instructions for sharing your HEAR documents online

1. Select 'View my documents'.
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2. Click on 'Share' for the document you want to share.
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3. The 'Share' link goes to a page explaining about sharing. Then click ‘Create.'
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You are here > Home > My Documents > Sharing (3470)

Sharing for document id 3470 (HEAR)

m

‘ You are not currently sharing this document
)

Document Sharing
Document sharing allows you to provide recruiters and
other third parties with secure online access to your
documents. This page can be used to create and
manage your document shares.

Document sharing works by generating a secure and
unique URL on this site. You can control the level of
access control associated with the URL, and you can
choose how the URL is delivered to the person you
wish to share your document(s) with

To create a new share for this document, click on this
button:
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4. Choose type of Share (in this case, an open access link which expires after a set time, and can also
be expired or extended as required)
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You are here > Home > Sharing > Create New Share > Create Share (3470)

Create Share for document id 3470 (HEAR)

Setting Access Control Access Control: ® Openaccess
There are three access control settings for a document share: L
‘ . Open access - anybody who is in possession of the Registered users
generated URL can access your shared document P
Registered users - anybody who is in possession of the f - Specific email (recommended)
® generated URL and registers with this system can access -/‘ Recipleit sl

your shared document
Specific email - Only the registered user who controls the
emai address shown opposte can access your shared
document.

i i Share expliy: Please select when this document share will
Configuring Expiry Date automatically expire
Document shares can be configured to automatically expire after

hoose: (default 90 -
a defined period of time. After that time, the document wil not be Ctwoee | o)
accessible via the generated URL
Selecting Delivery Method
There are two choices of delivery method: Delivery method: ® Manual delivery
, Manual delivery - You can copy and paste the generated & S i Sy e
URL and distribute it yoursel, '
Secure email delivery - This site wil send the URL via >
* certiied electronic emailto the email address of your choice ——

(specified in the next page)




5. Page displays the link.
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” Document share successfully created

Create Share for document id 3470 (HEAR)
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Share Created - Manual Delivery

You have successfully created an oniine document share. In
order to share your document manually, you will need to provide
the URL shown opposite to the person who those who wish to
verify your document. You can do this by posting the URL on your
blog or personal webpage, or by copying the URL into your
electronic CV. The following access control rules that you
specified in the previous page will apply to this URL

You may edit this share by clicking on the edit button below

You may view all shares for this document by clicking on the list
button below

List

6. The following screen is shown when the link is clicked (eg, by an employer who you have sent the
link to)
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Verify Document ~  Forgot Password How it Wor

Verification Passed

Verification PASSED. This means that the document shown below has passed a number of strict security checks.
Note: If you would like to obtain printable copies of the document for your own records, you will need to Register with the system. By
registering with the system you will also be able to avail of an account history.

Click on the link if you would like to see additional verification information:

v / Hide

Is this your first time here? Find out more

Digital Signature on this Document
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7. You can disable or extend the link on the 'Edit Share' page (reached by by choosing 'Edit' on the
‘My Documents' page.) To disable the link, you should click the 'Offline' selection under Share Status
and then the 'Save' button.
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“ Share settings were successfully updated

Edit Share

Document Sharing Document reference: 3470
The current configuration for this document share is shown

opposite. This page can be used to make changes to the

Share URL: https:/fverify.dmu.ac.ukiverifier/serviet/Document =
ducurrTent share. You can enable or d.lsab\e the share, and VerffierAppitemplate/VerifyDAT vm?
reconfigure access control and expiry settings. datid=GyAcFICHFICTLIKAKBh2us

There are three access control settings for a document share:

Open access - anybody who is in possession of the

generated URL can access your shared document. Access Control:
Registered users - anybody who is in possession of the @ Openaccess

generated URL and registers with this system can access

your shared document Registered users

Specific email - Only the registered user who controls the — .
* email address shown opposite can access your shared /L © Specific emall (recommended)

document. ‘ )
Share status This share is offline. The access control settings
When a document share is first created, it is placed online so that have no effect |
it is available to third parties that you have given access to. If you 3
wish to discontinue access before the share expires, you can set Share Status: Online

I it to offline and your document will no longer be accessible online
using this share's URL.
@ Offline

Configuring Expiry Date
You can change the expiry date of your share here. A share

cannot have an expiry date beyond the expiry of the document it N This share cannot be accessed online

refers to.
Share Expiry: 90 day(s) from now M
Share URL Delivery

You can deliver the URL for this share in one of two ways:

This share is offline. The expiry settings have no
. Manual Delivery - by copying and pasting the URL opposite effect

and distributing it yourself
Certified Email Delivery (recommended) - By clicking on the

o Email button below, you can have the URL delivered by m
certified email from the institution to an email address of your

choice

8. If the shared link is clicked now, the following message is displayed.
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ACCESS DENIED

The system was unable to verify the requested document. This could be because:
. you have used an incorrect or incomplete URL

. you have not been properly authorised to access the document

. your authorisation to view the document has expired

the document is no longer available on the system

your permission has been removed to verify this document
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