
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Parchment Award Digitary Services  
 
Learner Portal User Guide  
 

Doc. Revision: v.2.5.2.1 
Date: 30th  April 2025 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
1 

 

Contents  

1. Introduction  3 

1.1 Purpose of the Parchment Digitary Services Learner Portal  3 

1.2 Definitions, Acronyms, and Abbreviations  3 

2. Getting Started  4 

2.1 Logging in when a Document is Issued to Student IdP  4 

2.2 Registration & Login when a Document is Issued to Student Email  5 

2.3 Students Accessing Parchment Digitary Services From China  8 

͕θ͗Ω+¿ĂϠĤΩxéáĂΩHĂο 8 

2.5 Reset your Password  9 

2.6 Internationalisation -  Language Choice  9 

2.7 Help Pages 10 

2.7.1 Take a Tour 10 

2.7.2 FAQs 10 

3. Document List View  11 
3.1 Grid View 11 

4. Individual Document View  12 

4.1 Information  12 

4.2 Access Control  13 

4.3 Document History  14 

4.4 Rename a Document  15 

4.5 Download a Document  16 

4.6 Paying to Access or Share a Document  17 
4.6.1 Paying to Unlock and Access  17 
4.6.2 Paying to Share  19 

4.6.3 Paying to Verify  22 

5. Document Sharing  23 

5.1 Email Share 24  

5.1.1 Resend Email Share Notification  27 

5.2 Organisation (Network) Share  28  

5.3 Public on the Web Securely Share  28  

5.4 Public on the Web (or Open Access) Share 30 

5.5 Share Multiple Documents 31 

5.6 Help Creating a Share 32 

5.7 Share List View -  Disable a Share 33 

5.8 Individual Share Details 33 

5.9 Edit a Share 35 



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
2 

6. Badges 37 

6.1 Awarded Badges  37 

6.1.1 View List of Awarded Badges  37 

6.1.2 View Badge Information  37 

Verified Status 40 

Linked Badges 41 

6.1.3 Revoked or Expired Badges  41 

6.2 Sharing Badges  43  

6.2.1 Share to LinkedIn Profile or Feed 44 

6.3 Issuer Information  48  

7. Curated Profiles  49 

7.1 Create a Profile 50 

Copy a Curated Profile 54 

7.2 Edit a Profile 55 

7.3 Share Profile 55 

7.4 Edit or Deactivate a Profile Share or Copy the Share URL 56 

7.5 Resend Email Share Notification 58 

7.6 View Profiles 59 

7.7 Deactivate, Delete or Copy Profile 61 

8. Account Management  62 

8.1 Account History 62 

8.2 Edit Account Settings 63 

8.3 Change Password 65 

8.4 Link Account to LinkedIn, Facebook or Google 65 

8.4.1 Unlink Your Account 67 

8.5 Link Account to Another Email Address 67 

8.5.1 Unlink an Email 68 

8.6 Link Account to an Education Provider Account 68 

8.7 Specify a Primary Email 70 

8.8 Merging Accounts 70 

8.9 Signing Out 71 

9. Appendix  71 
9.1 Linking Accounts -  Alternative Emails  72 

9.2 Merging Accounts When a new email is already associated with another Parchment 
Digitary Services account (ie, the email has been registered with Parchment Digitary 
Services previously).  75 

  



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
3 

1. Introduction  

This guide is intended for staff of education providers issuing documents via Parchment Digitary Services 
(formerly Digitary CORE) , to give them an overview of the student experience in accessing and sharing 
their Parchment documents. The content of this document may also assist in the preparation of 
communications to students, graduates and third parties.  
 

1.1 Purpose of the Parchment Digitary Services Learner Portal  

The Parchment Digitary Services Learner Portal connects together all participating Institutions in order to 
facilitate verified digital student record exchange. It gives students their own view into the Learner Portal 
where they may view their documents th at have been issued to them by their Parchment connected 
education providers, and share those credentials with third parties.   
 
*ÖûĉĴΩéĜΩ¿ΩĨĜÖĘϠĜΩáĨéÒÖΩĤĉΩĤæÖΩq¿ĘÌæāÖĂĤΩ1éáéĤ¿ĘĺΩxÖĘĳéÌÖĜΩΩXÖ¿ĘĂÖĘΩĕĉĘĤ¿ûθΩ 
 

1.2 Definitions, Acronyms, and Abbreviations  

Meaning 

Certified document  A digital document that has been digitally signed by a participating 
Institution  

Parchment ecosystem  A list of Institutions issuing documents through Parchment, trusted third 
party organisations, and professional bodies  

Parchment enabled 
Institution  

Institutions that issue digital documents via Parchment  

Document Inbox  A dedicated inbox for Institutions on the Parchment ecosystem to 
receive documents sent to them by students and other Institutions 
issuing documents through Parchment.  

Document Share  ΩÒĉÌĨāÖĂĤΩĜæ¿ĘÖΩĘÖĕĘÖĜÖĂĤĜΩ¿ΩĨĂéėĨÖΩ¤tXΩĤæ¿ĤΩĕĉéĂĤĜΩĤĉΩ¿ΩĜĤĨÒÖĂĤϠĜΩ
documents at a unique location on Parchment. That URL may then be 
shared with a third party by the student.  

Learner Portal / Student 
Portal  

Interchangeable terms referring to the Parchment Digitary Services 
Learner Portal  

Verifier / Share Recipient  The recipient of a share created by the student; the third party who will 
be viewing the document shared  
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2. Getting Started  

 

2.1 Logging in when a Document is Issued to Student IdP  

Go to Parchment Digitary Services  student portal:  

Production Environment:    https://core.digitary.net/r/user/shibboleth  
UAT Environment:    https://core - uat.digitary.net/r/user/shibboleth  

When visiting the Parchment Digitary Services  Learner portal for the first time, you will need to sign in 
ĨĜéĂáΩĺĉĨĘΩÖÒĨÌ¿ĤéĉĂΩĕĘĉĳéÒÖĘϠĜΩûĉáéĂΩÒÖĤ¿éûĜθΩ 

The email you, the student, receives to inform you that you have a new document will contain a link that 
will bring you to the page below. Begin to type the name of your education provider and choose from the 
dropdown list that appears.  

 

From here, you will be re -ÒéĘÖÌĤÖÒΩĤĉΩĺĉĨĘΩÖÒĨÌ¿ĤéĉĂΩĕĘĉĳéÒÖĘϠĜΩ¿ĨĤæÖĂĤéÌ¿ĤéĉĂΩĕ¿áÖθΩxéáĂΩéĂΩĴéĤæΩĺĉĨĘΩ
student login credentials assigned to you by your provider.  

Following a successful login at this point, you will be re - directed back to Parchment Digitary Services : 

ǒ If you do not have an email associated with your education provider login account, you will be 
prompted to enter one.  

ǒ If your education provider has specified that your account with them is an expiring account, you 
will be prompted to link to another personal (non - expiring) email address.  

You have the option here to enter the lifelong email address of your choice, then proceed to enter a 
password. You will be sent a verification code to the email address you have entered in order to verify that 
address. Type in the code when requested. At t his point, you will be directed on to your document 
repository where you can view your documents issued.  

https://core.digitary.net/#/user/shibboleth
https://core-uat.digitary.net/#/user/shibboleth
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On this, your first access to the site, you will be presented with the opportunity to take a tour of the site. 
You can continue on the short tour, or skip the tour for now and return to it later.  

Thereafter, you may sign in with your education provider details directly from the login page:  

Production Environment:   https://core.digitary.net/r/user/shibboleth  
UAT Environment:    https://core - uat.digitary.net/r/user/shibboleth  

Click the Sign in with your Education Provider icon in the login page, and sign in as above:  

 

Or, you can sign in with the email address that you have just associated with your account.  

2.2  Registration & Login when a Document is Issued to Student Email  

Student has no previous account with Parchment Digitary Services  
As a student who does not have an existing account with Parchment Digitary Services, you receive an 
email notifying you that a new document has been issued. The email will contain a link directing you to 
the registration page.  

 
 

https://core.digitary.net/#/user/shibboleth
https://core-uat.digitary.net/#/user/shibboleth
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Enter your first and last name and the email address to which your notification was sent. Click Next . 

 

Enter a password, check the boxes indicated and click Next . 

You will be sent an email to verify your email address. This email will contain a verification code which you 
must enter in the portal.  

 

Once you have entered the code, you will be able to sign in using your email and the password you have 
set up.  
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Student has existing account with Parchment Digitary Services  
In this case, when you receive notification of a new document, the link in the email will direct you to the 
login page where you can sign in using your usual method.  
 
Subsequent Logins  
Multi - Factor Authentication (MFA) will be required for all subsequent logins with email and password. MFA 
significantly enhances platform security by requiring learners to provide multiple forms of verification, 
making it much harder for unauthorised indiv iduals to gain access to accounts.  
 
At the login page, a learner enters their email and password.  
 

 
After clicking Sign in, an email is sent with a time - sensitive verification code. The learner must return to 
the login page to enter the code and log in.  

 
If the learner, at this point, realises they no longer have access to their email address, they can click TRY 
ANOTHER WAY and choose to receive the verification code to another verified email address associated 
with their account.  
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The learner can also opt to resend the verification code if they have not received the email inside of 30 
seconds (countdown clock indicated in image above).  

 
 

 
 

 

2.3  Students Accessing Parchment Digitary Services From China  

For students accessing Parchment Digitary Services from any country where the Google reCaptcha panel 
will not load; we have provided the option to use a non - Google captcha. This is also accessible as audio.  
 

2.4  +¿ĂϠĤΩxéáĂΩHĂοΩ 

On the login page, there is a text icon +¿ĂϠĤΩxéáĂΩéĂο which will bring you to the information page below.  
Entering your email address here will send you either an activation email or an email to reset your 
password -  depending on which is required for you to access your account.  
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2.5  Reset your Password  

If you forget the password for your education provider : you will need to contact your provider directly.  
To reset your Parchment Digitary Services login password : from the login page, click +¿ĂϠĤΩxéáĂΩHĂο 

 
 
Follow the instructions on the +¿ĂϠĤΩxéáĂΩHĂο page and in the email that you subsequently received.  
 

2.6  Internationalisation -  Language Choice  

The learner can choose the language of the site before or after logging in. Currently available are:  
ǒ English  
ǒ French  
ǒ Japanese  
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2.7 Help Pages  

Help for learners can be found from the Help icon at the top of the page, located in the dropdown menu 
ËÖĜéÒÖΩĤæÖΩûÖ¿ĘĂÖĘϠĜΩĂ¿āÖθ 
 

 
Learners can choose to access Document Recipient FAQs for learners or to Take a Tour  
 

2.7.1 Take a Tour  

Choose to Take a Tour for an overview of the flow of the Learner Portal, including how to share a 
document.  
 

2.7.2  FAQs 

FAQ has a section for students with several commonly raised issues addressed.  
The FAQ pages can be reached before and after login.  
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3. Document List View  
3.1 Grid View  

You can choose to see your documents in a list view or in grid view.  

 
 
From either view, you can view or share an individual document.  
View the document by clicking anywhere on a row.  

 
1. Share one document by clicking on the share  button in that row.  
2. Share two or more documents together by first selecting the documents using the checkboxes at 

the end of the rows, then clicking the Share selected  button at the top of the list.  
3. Share all the documents by clicking the one checkbox above the list and click Share selected .  
4. Search for a document.  
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4. Individual Document View  
A scrollable view of your document presents on screen with the additional relevant information above and 
below your document.  

 
 

4.1 Information  

At the top of the screen, you can find the following:  
1. Three tabs to access further document information, see sections below on Access Control  and 

History .  
2. Personalised  ÒĉÌĨāÖĂĤΩĂ¿āÖκΩËĺΩÒÖà¿ĨûĤιΩĤæéĜΩÌ¿ĂΩËÖΩĤæÖΩÒĉÌĨāÖĂĤΩĤĺĕÖκΩϟeààéÌé¿ûΩ Ę¿ĂĜÌĘéĕĤϠλΩËĨĤΩ

by clicking on the pencil icon beside the text, the student can rename their document to a 
personalised name.  

a. Document Status:  
i. Available  indicates that the document is valid and available to share.  
ii. Revoked indicates that the document is revoked by the university and the student 

has to contact the university helpdesk.  
iii. Invalid  indicates the document is invalid and the student should contact 

Parchment Digitary Services support.  
b. Document expiry date; the date when the document validity has been set to expire. In 

certain cases, a document is only required to be valid for a certain period of time, e.g. a 
letter confirming the recipient is a student of the University/Institution for the current 
year.  



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
13 

c. Number of shares created and viewed for this document, where applicable.  
3. Buttons to download, order paper copy (if your institution supports paper copy ordering), and 

share your document. These buttons may not be available depending on the type of payment 
associated with the document.  

4. ϝ*ûĨÖΩ téËËĉĂϞΩ éĂÒéÌ¿ĤÖĜΩ Ĥæ¿ĤΩ ĤæÖΩ ÒĉÌĨāÖĂĤΩ æ¿ĜΩ ËÖÖĂΩ ÒéáéĤ¿ûûĺΩ ĜéáĂÖÒΩ ¿ĂÒΩ éĜΩ ĳ¿ûéÒΩ ¿ĂÒΩ
authenticated.  

 
On the right side of the screen:  

 
 

1. Issuer Information:  Information of an organisation  who issued the document.  
2. Document Information:  This contains a personalised document, document type, date the 

document is issued on, and how many times the document was shared.  
3. Certification Information: This contains details of the Certifying organisation.  

 

4.2  Access Control  

5¿ÌæΩÒĉÌĨāÖĂĤΩÌ¿ĂΩæ¿ĳÖΩā¿ĂĺΩĜæ¿ĘÖĜκΩ¿ΩĨĂéėĨÖΩ¤tXΩĕĉéĂĤĜΩĤĉΩĤæÖΩĜĤĨÒÖĂĤϠĜΩÒĉÌĨāÖĂĤΩ¿ĂÒΩĤæéĜΩ¤tXΩÌ¿ĂΩ
be shared many times with third parties.  
 
The Access Control  page of individual documents details each share created for this document: share 
name, recipient, expiry date, share status and, in the final column, you are also able to disable and re -
enable a share.  
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In addition, from this view, you can also share and print your document.  

 
 
For the share in the first row, above:  

1. The student has not changed the name of this share, however the name of the third share is 
Ìæ¿ĂáÖÒΩΩĤĉΩϟ°ÖĜĤÖĘĂΩEĉË¿ĘĤΩ¤ĂéĳÖĘĜéĤĺ 

2.  æÖΩĜæ¿ĘÖΩĘÖÌéĕéÖĂĤϠĜΩÖā¿éûΩ¿ÒÒĘÖĜĜΩéĜΩÒéĜĕû¿ĺÖÒ 
3. Share expiry date. After this date, the share recipient will no longer have access to the document  
4. This share is enabled. Shares are enabled by default; the student has full control over accessibility 

to their document  
5. A student can disable a share any time from here. With immediate effect, the recipient of the share 

will no longer have access to the document.  
6. The second share has no associated expiry date  

 
In the list of shares, you can view details of an individual share by clicking anywhere on the row of that 
share. Full details of a share can be found in the Individual Share Details  section.  
 

4.3  Document History  

In reverse chronological order, the History page of the document reveals events such as when the 
document was:  
ǒ Issued  
ǒ Superseded (if applicable)  
ǒ Shared  
ǒ Viewed by the recipient of a given share  
ǒ Personalised with a name change  

 
The executed by  column lists the name/email of the person or body action on the event.  
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In the example above, the learner Joan Citizen views the history of her document; the list shows:  

1. James Cook University issued the document  
2. A network share of the document was created by Joan and sent to the University of Melbourne 

via the Parchment Digitary Service network  
3. A URL share created by Joan was sent to an individual email recipient june.carter@email.com  
4. The share sent to June Carter was viewed by June  
5. Joan decides to change the personal name of her document  

 

4.4  Rename a Document  

From the individual document view, in all three tabs: Information , Access Control , and History , the default 
document can be changed. Click on the name to change to something more personal.  
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4.5  Download a Document  

From the individual document view, in all three tabs: Information , Access Control , and History , you will be 
able to download your document.  
 

 
 
The Download  button may not be available depending on the type of payment associated with the 
document.  
 
If it is not available, learners have the option of creating an open share or sharing their document to their 
own email and downloading from there.  
 

4.6  Paying to Access or Share a Document  

Some issuing organisations could require payment to unlock your document, to share your document, or 
require a third party to pay to view the document you have shared.  
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4.6.1 Paying to Unlock and Access  

Some issuing organisations will require payment to access and view your document. If this is the case, 
when you sign in to your Parchment Digitary Services account, you will see that your document requires 
payment. Below is a document issued by the fictiti ous Parchment University.  

You will need to click on Payment required (view)  in order to find details of the document and the amount 
required for access.  
 

 
Click anywhere on the line for details of the document that requires payment.  

 
The above example indicates a payment of 15.00 Australian dollars is required to access the document. 
Click Pay to pay for the document.  
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The charge is visible  and you can then enter your address and card details.  
 
Click Pay.  
 
A pop- up message will tell you if your payment has been successful. You will be returned to the document 
list view where your document status will change to Available  and you will be able to view and share your 
document at no additional cost.  
 

4.6.2  Paying to Share  

Some issuing organisations  require payment to share your document. If this is the case, when you sign in 
to Parchment Digitary Services , you will be able to view your document but the Share button will be grey 
and not functioning until share credits are purchased.  

Below, a purchase of share credits is necessary to be able to share the Interim Transcript document.  
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From the document view page, the learner can see how many share credits are remaining.  
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When the organisation who issued the document takes payment outside  of the Parchment Digitary 
Services portal, the student needs to purchase share credits in addition to their document order from the 
organisation. Then the organisation uploads the share credits with the document.  

When the organisation who issued the document takes payment inside  Parchment Digitary Services (from 
within the portal), the student can purchase share credits by selecting the Add more  link next to the 
statement indicating the number of share credits available.  

 
 
Select the number of share credits and the amount charged will be adjusted accordingly. You can then 
enter your billing information and card details.  
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Click Pay.  

A message will tell you if your payment has been successful. You will then be able to share your document. 
A credit is used up each time a share is created. When a document has used up all its allocated credits, it 
can no longer be shared using the share f unction.  

 

4.6.3  Paying to Verify  

When a student has shared their document with a third party, some issuing organisations will require 
payment from that third party to access the shared document.  
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Payment is requested at the point where the third party clicks to access the document.  

 
 
One payment grants access for as long as the student has the shared enabled.  
Verifier can then download the document.  
 

5. Document Sharing  

ΩÒĉÌĨāÖĂĤΩĜæ¿ĘÖΩĘÖĕĘÖĜÖĂĤĜΩ¿ΩĨĂéėĨÖΩ¤tXΩĤæ¿ĤΩĕĉéĂĤĜΩĤĉΩ¿ΩĜĤĨÒÖĂĤϠĜΩÒĉÌĨāÖĂĤΩ¿ĤΩ¿ΩĨĂéėĨÖΩûĉÌ¿ĤéĉĂΩĉĂΩ
Parchment Digitary Services. That URL may then be shared in any one of two ways; via a simple email 
share or via a network share.  

Note that some issuing organisations could require payment to share your document, see Paying to 
Access or Share a Document .  
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You can share your document from the document list view, or from the individual document view.      
Click Share and the above screen will display where you can choose how you would like to share your 
document. (You can view your document at any stage of the process from the View Document  button):  
ǒ Email share  ϋ share to a specific email address, optionally add a secure PIN and/or a share expiry 

date  
ǒ Organisation (or Network) share ϋ securely share to an organisation on the global Parchment 

network  
ǒ Public on the web Securely share ϋ create a unique URL to your document share with an 

associated PIN to access; anyone in possession of the URL and the PIN will be able to view your 
document.  

ǒ Public on the web (or Open Access) share ϋ create a unique URL to your document share; 
anyone in possession of the URL will be able to view your document  

 

5.1 Email Share  

Click to share with Email. 
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You will be asked to enter:  

Share name Optional  Learner chooses the personal name of their share; this is not 
visible to the recipient  

Purpose of the 
share 

Optional  Learner chooses to add the reason for the share to help categorise 
the share, e.g. internship, job application, etc; again this is not 
visible to the share recipient  

Recipient email  Mandatory  Recipient email address. Recipient will need to enter this address 
to view the document shared with them  

Personal message  Optional  Learner can choose a personal message to appear with the share  

Reference  Optional  Learner can add a reference number or text (e.g. of a job 
application); this will be seen alongside the document when it is 
viewed by the recipient.  

Access PIN Optional  A 4- 6 digit  code, in addition to the email address above, will be 
required to access the share. The learner can choose the PIN or 
click to have one autogenerated. The PIN will be sent to the 
recipient automatically in a separate email (whether you have 
chosen to manu ally enter your PIN or have it autogenerated).  

Expiry Date  Optional  Set an expiry date after which, the share will no longer be 
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accessible. If a date is not entered, the share will not expire. The 
expiry date is visible to the recipient in the notification email.  

Download 
document  

Optional  Allow your share recipient to download your document  

 

If you enter an email address which corresponds to a Registered Organisation  already configured in the 
global Parchment Digitary network, you will be given the option to share directly with that organisation.  
 
xæ¿ĘéĂáΩÒéĘÖÌĤûĺΩéĂĤĉΩĤæÖΩĉĘá¿ĂéĜ¿ĤéĉĂϠĜΩq¿ĘÌæāÖĂĤΩ1éáéĤ¿ĘĺΩéĂËĉĹΩÌ¿ĂΩËÖΩ¿ΩāĉĘÖΩÖààéÌéÖĂĤΩĴ¿ĺΩàĉĘΩĤæÖΩ
organisation to receive your document share and allows you to enter any additional fields that the 
organisation has requested be included with the share.  
 
After entering the email address and clicking out of the field, if a direct share is available, you will see a 
pop-ĨĕΩáéĳéĂáΩĺĉĨΩĤæÖΩĉĕĤéĉĂΩĤĉΩĜæ¿ĘÖΩÒéĘÖÌĤûĺΩéĂĤĉΩĤæ¿ĤΩĉĘá¿ĂéĜ¿ĤéĉĂϠĜΩéĂËĉĹθΩ 
 
 
 

 
You can click to Proceed  and the share will change to an Organisation share, (see Organisation (Network) 
Share, below)  
Click Cancel  to return to the email share you had been creating.  
 
Complete the share information and click Share to send the email to your designated share recipient.  
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Then click Finish  to close the window.  
 

5.1.1 Resend Email Share Notification  

If for any reason you need to resend the notification to your share recipient, you can do so with the Resend 
Email button.  
 
Go to the Sharing  tab on the navigation menu and click into the share for which you wish to resend the 
notification.  

 
 
Both the email notification of the share will be sent and also the email containing the share PIN if you have 
chosen to add a PIN.  
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5.2  Organisation (Network) Share  

This share allows the student to send their document share directly to any institution on the Parchment 
ecosystem.  

Click to share with an Organisation .  

 

Optionally enter Share name  and Purpose of Share  (see Email Share above). 

In the Recipient field, start typing the name of the organisation that you would like to share your document 
ĴéĤæλΩĺĉĨϠûûΩáÖĤΩ¿ΩÒĘĉĕ- down menu from which to choose your organisation.  

You can add a Reference and  choose to include an expiry date.  

The organisation you are sharing to may have specified additional fields for you to fill out here such as 
date of birth, application id, or the course code that you are applying for.  

Click Share and from here you will see notification that your share has been sent.  

The organisation to which you have sent the share will then see the share in their designated inbox on 
their designated portal.  

(Note -  The University you are sending the document to must be registered on the Parchment network)  
 

5.3  Public on the Web Securely Share  

The recipient requires the URL and also the PIN you create in order to view your document.  
Click to share with the Public on the Web Securely . 
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As per the Email Share above, you can optionally enter a Share name, Purpose of share, and expiry date, 
beyond which your document share will no longer be available. Optionally allow the recipient to download 
your document.  
 
For this type of share, you must create a PIN of between 4 - 6 digits. You can choose your own PIN or  click 
Generate one for me. Click Share.  

 
 
You can copy the unique URL and send in an email to whomever you choose. You will also need to make 
sure that you communicate your PIN to your intended document recipients.  
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Whoever is in possession of your share URL and the associated PIN will be able to see your document 
without entering their email details.  
 

5.4 Public on the Web (or Open Access) Share  

Anyone in possession of the URL will be able to view your document.  
Click to share with the Public on the Web . 

 
 
As with the Email Share above, you can optionally enter a Share name, Purpose of share, and expiry date, 
beyond which your document share will no longer be available. Optionally allow the recipient of your share 
to download your document.  
 
Click to Share. 

 
You can copy the unique URL to your clipboard where you can then paste into a private email, or to your 
CV or LinkedIn profile page if you wish.  
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5.5 Share Multiple Documents  

Two or more documents can be shared at the same time to the same recipient.  

 
 

1. Share two or more documents together by first selecting the documents using the checkboxes at 
the end of the rows  

2. Click the Share selected button at the top of the list.  
 
Shari 
ng then continues in the same way as for a single share.  
 
Email share: The verifier will receive one email notification per document shared, each containing a link to 
that document.  
Public on the web  Securely  and Public on the web share:  You will see two links that can be copied to your 
clipboard. These can be copied and pasted one at a time.  
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Network share:  Institutions will receive one notification containing all your shared documents.  
 
Note that when e.g. two documents are selected to be shared at the same time, then they will appear as 
two distinct shares in your share list.  
 

5.6 Help Creating a Share  

After clicking to Share a document, the student can get further help and information in sharing a 
document from the Help link at the bottom left of the Share Document wizard.  

 
eĘΩàĘĉāΩĤæÖΩÒĘĉĕÒĉĴĂΩāÖĂĨΩËÖĜéÒÖΩĤæÖΩĜĤĨÒÖĂĤϠĜΩĂ¿āÖιΩÌûéÌøΩĉĂΩHelp.  
 
 

 
 

Help is also available from the Sharing Documents  page in the Take a Tour  view.   

 



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
32 

5.7 Share List View -  Disable a Share 

From the navigation menu, choose Sharing. The student will see a list of all shares that they have created 
for all their documents.  

 
1. Share Name (the names of the shares on the first and last row have been personalised by the 

student)  
2. xæ¿ĘÖΩĘÖÌéĕéÖĂĤϠĜΩÖā¿éû 
3. Date the share was created  
4. Expiry date of share (set by the student)  
5. Status  
6. Toggle each button to disable/re - enable an individual share  
7. Disable/Enable all buttons to disable/enable all shares / re - enable all  
8. In this case, the share is an open share (See 4.1) and access is not restricted  

 
The shares are fully sortable and searchable. Click on the icon beside each column header to sort.  
 

5.8 Individual Share Details  

From the Share list view, click on any share to view the details.  
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From here you can see:  
Share name, expiry date, date created, status, the PIN you have set for the share (if applicable), recipient 
email, reference (if applicable), the number of views the share has had from the verifier, last viewed to 
date.  
 
You can also:  

1. Edit the share.  
2. Copy the share URL to your clipboard  
3. View details of each of the documents in the share  
4. View share activity, including when and by whom the share was viewed. (Note that if the share is 

Open Access, the recipient email is not available.) Information is also provided if your organisation 
has shared your document with a trusted third party (havi ng first obtained student consent).  
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5.9 Edit a Share  

From Sharing in the navigation menu, click on the share you would like to edit or view details of the share. 
Click Edit  at the top right of the screen and you will be presented with the option to edit: share name, 
purpose, reference, share PIN, and expiry date.  

 
 
If you would like to add a PIN to your share or modify an existing PIN, you can let the system do that for 
you by clicking GENERATE ONE FOR ME. You will be asked if you would like the system to send an email to 
your recipient. Choose yes or no.  



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
35 

 
 
When you are happy with all your changes, click Save.  
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6. Badges 

A digital badge is an indicator of accomplishment or skill that can be displayed, accessed, and verified 
online. Based on the Open Badges standard, badges can be earned in a wide variety of environments, an 
increasing number of which are online. Badges com plement your standard document credentials, allowing 
you to showcase your recognised skills and abilities.  
 

6.1 Awarded Badges  

6.1.1 View List of Awarded Badges  
Once logged in, click the Badges menu tab to view all your awarded badges in your badges view or 
ϟË¿Ìøĕ¿ÌøϠθΩ¶ĉĨΩÌ¿ĂΩĤĉááûÖΩĺĉĨĘΩĳéÖĴΩËÖĤĴÖÖĂΩáĘéÒΩĳéÖĴΩ¿ĂÒΩûéĜĤΩĳéÖĴΩ¿ĂÒΩÌæĉĉĜÖΩĤĉΩÒéĜĕû¿ĺΩéĂ¿ÌĤéĳÖΩ
(revoked) badges.  

 
 

6.1.2 View Badge Information  

Click on any of your badges to view details:  
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You will have information on:  

Item  Description  

Assertion -  Information provided on the left side  

Download  Download your badge, see below*  

Share Share your badge  

Awarded On Date awarded  

Completion Date  Date the badge course or programme was completed  

Expiry Date  Not all badges have a badge expiry date  

Grade Grade achieved on completion of badge course  

  

Badge Class -  Information provided on the right side  

Issued by  Click the link in Issued by  to find out more information about the institution 
that awarded the badge, including other badges that they award  

Badge description  Badge description overview  

Skills Skills associated with this badge  

Earning this badge  The earning criteria fields describe exactly what must be done to earn this 
badge 

Alignment  Badge may align to an educational standard. Alignment information may be 
ĘÖûÖĳ¿ĂĤΩĤĉΩĕÖĉĕûÖΩĳéÖĴéĂáΩ¿ĂÒΩÖ¿ĘĂÖĘϠĜΩ¿Ĵ¿ĘÒÖÒΩË¿ÒáÖĜ 

Extension attributes  Customised  badge attributes that provide greater insight into the badge  

Extension attribute 
examples shown 
above 

Learning outcomes  
Discipline  
Jurisdiction  
Language  
Badge external URL  
Linked badges  

Verified status  Issued badges show a verified status (beside badge name), see below  
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*You can also choose to click to download as a badge image (PNG format) which contains embedded 
metadata that adheres to the Open Badges standard. This gives you an additional way of sharing your 
accomplishment.  
 
You can upload this badge image to any badges backpack that is aligned with the Open Badges standard 
and the badge metadata can be verified through a suitable badge validation tool.  
 
At the bottom left of the public page view of any badge is a link to the Open Badges standard.  

 
Verified Status  

At the top right beside the badge name you will see the green Verified  éÌĉĂΩĴæéÌæΩÌĉĂàéĘāĜΩĤæÖΩË¿ÒáÖϠĜΩ
authenticity and validity. It checks that the badge was issued by a trusted entity, ensuring that the 
metadata -  such as the issuer, recipient, award date, and criteria for earning the badge matches what was 
specified by th ÖΩéĜĜĨÖĘθΩ æéĜΩĕĘĉÌÖĜĜΩ¿ûĜĉΩÖĂĜĨĘÖĜΩĤæ¿ĤΩĤæÖΩË¿ÒáÖΩæ¿ĜĂϠĤΩËÖÖĂΩĤ¿āĕÖĘÖÒΩĴéĤæιΩĕĘĉĳéÒéĂáΩ
confidence that the credentials displayed are genuine and up - to - date.  
 
The badge can also be reverified directly from the badge view page by learners, share recipients, or 
ĳÖĘéàéÖĘĜθΩ æÖΩĳÖĘéàéÌ¿ĤéĉĂΩĜĤÖĕĜΩÒéĜĕû¿ĺÖÒΩÌĉĂàéĘāΩĤæÖΩË¿ÒáÖϠĜΩûÖáéĤéā¿ÌĺΩËĺΩÌæÖÌøéĂáΩéĜĜĨÖĘΩ¿ĨĤæÖĂĤéÌéĤĺιΩ
badge integrity, recipient identity, and expira tion status, supporting trust in the badge and the 
achievements it represents.  
 



 
 
 

 
Date:  30 th  Apr 2025  

Doc. Revision:  v.2.5.2.1  
Parchment  

Learner Portal User Guide:  2.5.2 

 
     

 

Info@parchment.com  
 

6330 South 3000 East, Suite 700, Salt Lake City, UT 84121  
 

www.parchment.com  

© Copyright Parchment. Commercial in Confidence  
40  

 
 

Linked Badges  
When other badges are linked to a  badge that you have been  awarded , a green tick  icon appears beside 
those badges that you have  also earned. This makes it easy for you to recogni se your  achievements within 
a related set of learning outcomes represented by awarded badges.  

 

 
 
 

6.1.3 Revoked or Expired Badges  

If an issuing organisation  needs to revoke a badge that has been issued to you, then you will be notified 
of the revocation and the badge will be clearly marked as revoked.  
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The toggle button at the top of the screen will allow your view to toggle on/off to include the revoked 
badges.

 
 
If the badge has expired, again, this will be clearly visible as a banner on the badge. Both learners and 
verifiers can now easily see if a badge has expired, along with the exact date of expiry.  
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6.2  Sharing Badges  

Badges can be shared with employers, for membership of an organisation, course applications, LinkedIn 
and on other social media, etc.  
 
To share your badge, go to the Badges menu tab, click on Share next to the badge that you wish to share, 
or go into the individual badge details page to click on Share.  
 
Then Copy Link  to copy the unique URL for that badge.  

 
The link can then be included in a private email or social media page such as LinkedIn, when a third party 
clicks on the link, the details of your badge are displayed.  
 

 
6.2.1 Share to LinkedIn Profile or Feed  

You can also share your badge directly to your LinkedIn profile or feed.  
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Choose Share to Profile  
 
Click the Add to Profile  LinkedIn icon. The sharing option will automatically populate the certification form 
on your LinkedIn profile with details such as the badge name, issuer, award dates, and other relevant 
information.  

 
 
Edit details if you choose, and click Save to add to your profile.  
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LinkedIn gives you the option to post news of your award if you choose.  
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Whether you post your news or not, the Licences and Certifications part of your profile will now be updated 
to reflect the new badge.  

 
 
Choose Share to Feed  
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Click the social media icon to click to its feed. For example, for LinkedIn, this allows you to create a post 
¿ĂÒΩÖāËÖÒΩĤæÖΩË¿ÒáÖϠĜΩĜæ¿ĘÖ¿ËûÖΩ¤tXΩÒéĘÖÌĤûĺΩéĂĤĉΩĺĉĨĘΩXéĂøÖÒHĂΩàÖÖÒΩĴéĤæΩ¿ΩĜéĂáûÖΩÌûéÌøθΩ 

 
 
Add your text to the post.  

 
 
Click Post  and your post will appear on your feed.  
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6.3  Issuer Information  

?ĘĉāΩĤæÖΩéĂÒéĳéÒĨ¿ûΩË¿ÒáÖΩéĂàĉĘā¿ĤéĉĂΩĕ¿áÖιΩÌûéÌøΩĉĂΩĤæÖΩéĜĜĨÖĘΩĂ¿āÖΩϑéĂΩĤæÖΩÖĹ¿āĕûÖΩËÖûĉĴΩéĤϠĜΩĤæÖΩ
fictitious Parchment University).  
 

 
 
¶ĉĨϠûûΩĜÖÖΩéĂàĉĘā¿ĤéĉĂΩ¿ËĉĨĤΩĤæÖΩéĜĜĨÖĘιΩËÖûĉĴΩĤæÖΩéĜĜĨÖĘΩĂ¿āÖιΩ¿ĂÒΩĤæÖΩûéĜĤΩĉàΩË¿ÒáÖĜΩĤæ¿ĤΩĤæÖΩéĜĜĨÖĘΩĉààÖĘĜθΩ 
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7. Curated Profiles  

Learners have always been able to easily share their issued academic credentials safely and securely 
through the Parchment Digitary Services. Curated Learner Profiles now allow learners to craft their own 
story and better articulate their academic achievem ents.  
 
Curated Learner Profiles will allow learners to arrange any of their issued documents and badges into a 
single shareable academic profile. Using familiar sharing mechanisms available with their documents, 
learners are able to easily curate and securely sha re their profile towards any goal, e.g. internship, post -
graduate job, summer volunteering post. Curated Learner Profiles increase learner engagement and 
support learner self - promotion by helping learners improve their award and skills articulation.  
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7.1 Create a Profile  

Once logged in to your account, click Profiles  from the menu bar. Click Create . 

 
From here you can:  
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1. Name your profile  
2. Edit your name, clicking edit here will allow you to edit all the below  

You can change the way your name is presented and this can include additional characters such 
as brackets which allows for better presentation of yourself on document shares and profiles.  

3. Include your pronouns  
4. Upload a profile picture  
5. Include a short introduction to your profile  

 
Click Save, then choose to Preview  at any time to see what your share recipient will see when you share 
your profile.  
 

 
 
 
Click +Add Links to add external links to your profile, such as LinkedIn, a GitHub repository, or a personal 
blog, etc. You can add up to 5 URLs.  

 
 
Click +Add Documents and Badges to choose which of your credentials to add to this profile. You can also 
click and drag to move the documents and badges into the order you prefer. Then click Save. You can click 
into any of the documents to expand the view.  
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Click Preview  again and click on any document that you have included in your profile to see more details.  
 
 

 
 
 
 
Once you have added one or more badges to your profile, the capabilities and skills associated with those 
badges will be included as options for you to add to your profile in order to highlight and focus on those 
qualities.  
Click +Add Capabilities and Skills to see the list of capabilities and skills that you can include.  
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Choose the capabilities and skills you would like to highlight.  

 
And click Save to include in your profile.  
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If you would like to remove a badge from your profile, any capabilities or skills that you have chosen to 
highlight from that badge will also be removed. A pop -up warning will alert you. 

 
 

Copy a Curated Profile  
You can also create a copy of an individual Curated Profile. While creating profiles is quick and easy, 
variations between different profiles can be subtle, this feature allows you to select Copy Profile  and 
another complete and new profile is created based on the original. This copy includes all the document 
and badge selections you have made as well as your profile summary and profile picture. The copy 
function is available both from within the profile and from the profile list page.  
 

 

7.2 Edit a Profile  

You can edit a profile at any time. However, if you have created a share of that profile before you make an 
edit, the original share will reflect the new edit.  
 
If you require two different profiles tailored to two different audiences, even if the two profiles are only 
slightly different it is better to create the two profiles than to edit one.  
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7.3 Share Profile  

Sharing a profile can be done in exactly the same way as sharing an individual document. Only 
Organisation Sharing is not supported for sharing a profile.  
 
When you are ready to share, go to your profiles page, click into the individual profile view and  click Share.  
 

 
 

 
 
Choose how to share your profile from:  
ǒ Email share ϋ share to a specific email address, optionally add a secure PIN and/or a share expiry 

date  
ǒ Public on the web securely  ϋ create a unique URL to your profile share with an associated PIN to 

access; anyone in possession of the URL and the PIN will be able to view your profile.  
ǒ Public on the web  (or Open Access) share ϋ create a unique URL to your profile share; anyone in 

possession of the URL will be able to view your profile  
 
Please see the section on Document Sharing  for exact steps.  
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7.4 Edit or Deactivate a Profile Share or Copy the Share URL  

After creating a profile share, you may like to edit the details of your share. These details can be viewed 
and edited in the same way as for a document share.  
 
From the Profiles landing page, choose a profile and go into the Access Control  tab to view the shares of 
that profile.  

 
 
Click on the profile share that you would like to edit.  

 
 
From here you can:  

1. Deactivate the share or  
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2. Copy the Share URL to send separately, e.g. by email (If you do this and have set a PIN, be sure to 
also share the PIN with your recipient).  

 
Click on Edit  to modify the:  

3. Share name  
4. Purpose of share  
5. Access PIN code (you can also remove the PIN code entirely)  
6. Share expiry date  

 
Click Save. 
 

7.5 Resend Email Share Notification  

You can resend the notification to your profile share recipient with the Resend Email button.  
 
Go to the individual view of your profile and click the Access Control tab at the top of the page.  
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Both the email notification of the share will be sent and also the email containing the share PIN if you have 
chosen to add a PIN.  
 

7.6 View Profiles  

From the home page, click Profiles  on the menu tab.  

 
You will see basic information about your profiles including:  

7. Date the profile was created  
8. Number of shares created of that profile  
9. Number of views of the profile  
10. Profile status (Active/Inactive)  

 
Click into one of the profiles. You are in the Information tab for that profile and can edit details if you wish, 
see Edit a Profile , above. 
































