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How to Edit or Deactivate a
Document Share

Instructions for Learners

As a learner you always have full control over access to your documents.

Go to your list of shares in Sharing.
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@ From here, you can monitor and control who currently has access to your documents. Learn more
Q Search shares X O ACTIVATEALL
Share name Recipient Date shared |= Expiry date Status Actions
My Share 2 admission@parchment- 14 Nov 2024 Does not espire Active
university.edu
My Share 1 Open Access 8 Nov 2024 Does not expire Active
Showing all of 2 shares,

and click on the individual share that you would like to edit.

From here you can disable [ re-enable a recipient’s access to your document. You
can also copy the URL of your share.
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My Share # Edi

LN @ View and change the details of your share. Learn more ¢y DEACTIVATE # EDIT

Share name My Share Recipient N/A
Purpose of share None Reference N/A
Expiry date N/A Number of views o

Created date 10 Jun 2026 Last viewed date N/A

Status Active Share URL COPY LINK

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

Inform me when share is
viewed

~ Documents

Organisation Document Issued Status

University of

Western Hobart Grademailer 17 Oct 2025 Available

Showing all of 1 document share.

Click edit to:

add, remove, or edit a PIN

add, remove, or edit an expiry date for your share

add a reference for your share

personalise the name of your share

optionally add a reason for your share

Change the recipient email: you can edit the recipient email only for shares
that have not yet been viewed by the recipient.



