Lincoln University My eQuals Guide

First time registration and log in
Lincoln University will issue a document after you have ordered it; or, for those students who
graduate after June 2018, a digitally certified pdf of your transcript and parchment will be uploaded
for you free of charge.
You cannot create an account for My eQuals before your document has been issued to you; please
wait for the registration email.


If you have ordered a document the email notification will go to the email address you
specify on your order form.



If your transcript and parchment are uploaded after you graduate, Lincoln will send your
registration email to the personal ‘other’ email address you have nominated in LUCAS.

Register with My eQuals
When your document is
issued, either by request or
after graduation, you will
receive an email from My
eQuals.

Click or tap on the Register
button in the email to go to
the My eQuals sign up page.
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Enter your details to register
your My eQuals account in the
browser window that opens.
As a first time user you will
need to sign up and assign your
own password.
Please use the same email
address that the notification
email was sent to.
You can change your email
address after your account is
created.
Passwords must be at least 8
characters long and must
contain at least one digit, one
upper and one lower case
letter and one of the following
characters ( ! @ # $ & * ^ . , : ;

Please save your login details carefully – Lincoln University uploads documents into My eQuals but
does not administer the system.
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Once you’ve submitted your
details, a success message
displays onscreen and a
verification email is sent to your
registered email address.
When the email arrives, open it
and click on the link Activate
my Account.

The My eQuals website will
open in a browser window and
you can now log in and access
your document/s.
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Accessing your documents
Once you’ve logged into the My eQuals website, click on the Documents link on the left hand menu
to view your available documents.

Sharing your documents
You can choose to have My eQuals send an email to a person, specify for how long they can access
the document, and set a PIN (optional) they must use in order to access the document. Alternatively
you can simply copy/paste the share link into a private email that you yourself send to the recipient.
You can also send your document to a registered organisation. Click the Take a Tour link on the left
hand menu and visit the “Sharing Documents” page for more information.
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Start the sharing process by
clicking the SHARE button on the
row of the document you wish to
share.
This will bring up the document
sharing options box. If you select
Generate a link to my documents
you then have two choices:
(1) generate a link to the
document and send the email
through My eQuals; or,
(2) send the link directly by email
to another person or organisation.

(1) generate a link to the
document and send the email
through My eQuals
You can set an expiry date on the
link, or set a PIN number for
access.
Remember: if you set a PIN
make sure you share it with the
recipient.
If you do not set a PIN number
the receiver can access your
document using their email
address.
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You can set an expiry date on the
link, or set a PIN number for
access. If you set a PIN please
make sure you share it with the
recipient.
If you do not set a PIN number
the receiver can access your
document simply by using their
email address.

(2) send the link directly by email
yourself to another person or
organisation
If you do not enter an email
address and click on SHARE, you
will see this screen:
The URL is a direct link to your
document in the My eQuals
system.
Managing your shared documents.
To view information about the documents you have shared and who has viewed them, click on the
Sharing link on the left hand menu.
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Unshare your document
Once you have clicked into the Sharing tab, you can disable the link on any document as required:

Managing your account
If you have qualifications from more than one participating university, you can combine them into
one account. You can also share to social media.
To manage your My eQuals account, once logged in, go to the
button next to your name on
the top menu bar, and follow the instructions given for account linking:

Help and issues – who to contact
Login problems with the My eQuals portal:
Lincoln University does not administer My eQuals and cannot reset login details. Please click
on the CAN’T LOG IN link on the login page and follow the prompts to resolve your access
issues.
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For help and guidance on use of the portal:
There are FAQs about My eQuals on the homepage. Please refer to the Help section within
the site once you have logged in. You can browse the Take a tour tab to familiarise yourself
with the functionality.

Technical problems with the My eQuals portal:
If the application is inaccessible, please contact support@digitary.net and provide a full
description of the problem, including a screenshot.
If your documents are incorrect or not up to date:
Please email: records@lincoln.ac.nz and provide your student ID and an outline of the issue.
If you have issues with acceptance of My eQuals documents:
Please email: records@lincoln.ac.nz and provide your student ID and the contact details of
the recipient and any information you have from them regarding the matter and we will
work with them to ensure a solution is reached.
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