
How to share multiple documents at the 

same time 

You can share multiple documents at the same time with the same recipient. 

Go to learner.mycreds.ca 

 01  From the document list view 

From the document list view of your MyCreds™ portal you will see that some documents have a 
box on the far, right side that is available to check. Documents with this check box may be available 
to be included in a multiple document share. 

https://learner.mycreds.ca/


 02  Select the documents 

Click to checkmark the boxes to the right of the documents you wish to share. 
If the check box is visible but not active to check, the document cannot be used in a multiple 
share. 
If there is no check box and the document has a Pay to View charge method, go to the document 
view and pay to view the document first. Return to the list view and checkmark the box on the 
right of the document. 
Pay to Share documents, those that need share credits, are not available to be used in multiple 
shares. 

 03  Share selected 

Once you have clicked to check the boxes, click the share selected button at the top of the column. 



 04  Number of items 

The share document page will appear and will indicate the number of items being shared. 

 05  View documents 

You can review the selected documents by clicking on the 'View Documents' button. 



 

   

 

 
 06  Select the sharing option and Click "Continue" 

You are now ready to select the sharing option you prefer. 
 

 

 07  Complete the required fields 

Complete the form as you normally would to share a document. Then, click share. 

 



 

   

 

 
 08  Email share 

If you choose the email share option, the verifier will receive one email notification per document 
shared, each containing a link to that document. When you are done, click Finish. 

 

 

 09  Share to a Receiver organization 

Complete the form as you normally would to share a document to a receiver organization. Then, 
click share. When you are done, click Finish. 

 
 



 

   

 

 
 10  Share with a link (open share) 

If you choose an open share, you will see a link for each document you have selected. Copy these 
individual links to your clipboard. When you are done, click Finish.  

 

 

 11  Share credits 

Documents that need share credits are not available for use in a multiple share. 

 
 



12  Documents issued from different organizations 

If you want to send multiple documents issued from different organizations, you must first link 
your MyCreds™ accounts to share these documents. 

 13  Further questions 

Please contact your education provider or the organization that issued your document if you have 
any further questions. 
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