
Step by step instructions for sharing your HEAR documents online 

1. Select 'View my documents'. 

 

 

2. Click on 'Share' for the document you want to share. 

 

 



3. The 'Share' link goes  to a page explaining about sharing. Then click 'Create.' 

 

 

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) 

 



5. Page displays the link. 

 

6. The following screen is shown when the link is clicked (eg, by an employer who you have sent the 

link to) 

 



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. 

 

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

 


