shuffler-Portal Users Guide




shufflerPortal Users Guide

Table of Contents

INTRODUGCTIOMN. ¢ttt e e e et et et e et e b r e e e e e e e et eee et bbb e e e e e e eaeeeeestbbbaneeeeeas 3
OGN, ettt e e e e e et et e e e e b h et e e e e ee et ee e e bR a e e et e e e teeeernnb e e eeeas 3
X FOrgot MY PASSWOIG.......cooiiiiiiiiei e r e e e e e e e e e e e e e aaaaaaaaaeed 4

D ST [T A YU o] oL 4
USER ACCOUNT SETUR.....coi ittt e e e e e e e e e e aaabb e e e e e aeaeeeeeseees 5
NAVIGATINGHE PORTAL PAGE. ... ittt e ettt e e e e e e e e eaeeaanns 7
HOME PAGE.... ettt r e e e e e e e e e et aae b b e e e e e e e eeeeeettbbbanseeeeeeeeeeee 8
MY PROGRANMS. ..ottt e e e e e et e e ettt bbb e e e e e e e e eeeeerabba e e eeeas 8
x  Reconnect Disconnected AfTALIONS........coooviiiiiiiii 8

X Open Files and SAve Dala.............c..oooiiiiiiii i a e e e 9

x Organize and Hide APPHCALIONS.........c.oiiiiiiiiie et 9
FILE MANAGER. ...t e e e e e et ettt r e e e e e e e e e e e e tebb i araeeaeees 10
X File Manager NETtWOIK DIIVES. ......cccoiiiiiiiiiiie ettt 10

b o 1 =Y Ao (o L= g AV F= T F= Vo =T 1 41 o | RSP ER 12

x  Transferring Files and Folders from your Hard Drive to the Rortal..........ccccccccoeee. 12
ANNOUNCEMENT S, i e e e e e e e e e e ea bt a e e e e eeaeeeeeeasrennes 13
X Creating an ANNOUNCEIMENL.........iiiiiiiiiieee e eat ittt e e e e e e e e e s s e e e e e s s anbb e e e e e e e s aansnnneeeeas 13

X Editing @an ANNOUNCEMEIL.......cuiiiiiiiiiiiitee e e eseiite et e e e e e et e e e e e s st e e e e e s s asbbaeeeeeeeesnnnneees 14

x  Deleting an ANNOUNCEMENL. ... ...ciii ittt e e e e e e e e e ee e e e e e aaaaaaaaaaaaaeaaaaaeaaaaaaaans 14
SNAIEA SNOMCULS .....eeiiii i e et e e e e e e e e e e e e s nnrnn e e e e e e aanes 14

x  Create a Shared Shortcut for @ Flle............ooooiiiiiiii e 14

Pagel



shufflerPortal Users Guide

x  Create a Shared Shortcut for a WebSIte............ooviiiiiiii e 15

x  Create a Shared Shortcut for @ FOIAEN............coiiiiiiiiiii e 15

x  Remove, Organize and/or Hide a Shared ShOMCUL............ccvvvieiiieiiiiiiiiiiiceieeeeeeeeee e, 16

Y YRS Lo (ol 1 | =TSP 17

X Create a ShortCut for @ File............uuiiiiiiii e 17

x  Create a Shortcut for 8 WEDSIEE.........cceiiiiiiie e 17

X Create a Shortduor @ FOIUEN..........ooioi et 18

x  Remove, Organize and/or Hide a ShOrtCUL.............ccoooreiiiiiii e 18

MY HELP DESK TAB ...ttt e e e e ettt bbb s e e e e e e e e e eeebenb e e e eeaeas 19
EMPLOYEE DIRECTORY.TAB.... .ottt e e e e e ee e e e e e e e e eeeennnes 20
EMPLOYEE DIRECTORY. ... oottt a e e e e e e ettt n s e e e e e e e e eeeaebennas 20
X SENA 8 MESSAGE ... . eeeeiieeiiiiitii it e ettt e et e e e e s e e e e e e e e e e e e e et r e e e e e e as 21

X ShadoW @NOTNET USEL........eiiiiiiiiiei et e e e et e e e e e 21
PORTAL PAGE OPTIONS . ..ottt e e e ettt e e e e e e e e e e e e e re b b e e e e eeeaens 22
o | = I TP PP URPPPPPPPPPTTN 22

x  Request Spport/Submitting a Trouble TiCKeL.........uuvviiiieiiiiiec, 22

X A @N AtACNIMENL . ....ciiiiiiiii e e e e e e 23

X CONLIOl MY COMPULBE ...ttt e e e e e e e e e e s st e e e e e e e e nnnneeeeas 24

X S HEIP. oo a s 25

MY ACCOUNIT ettt e e e et et ettt et b b e e e e e e eeeeeeebbbna e e e e eeeaananennnes 26

X MY PErsONal INFO.......ccoi i e e e e e e e e e e e e e e e e e e e e e e e e 26

x  Change Bssword/Recovery INFOrMEAaLION.........couiiiiiiiiieeiiiiiieie e 26
CUSTOMIZE. ... e ettt s e e e e e e e e e e e e ettt s e e e e e e e e eeeeaeeneannns 27

x  Add, Move or REMOVE N ODJECL........uuuiiiiiiiiiiiiieieer e e e eannes 27

x  Rename, Delete and/or Change the Column Layout of a.Rage..............ccooiieccciicnnnnnnes 27

DS Yo [0 |1 T = T = o = PSPPSR 27
01 C10 ] U PP UPUUPPUPTPPPTRR 28

L AV I | U PPPPPTPPRT 29

Page?2



shufflerPortal Users Guide

INTRODUCTION

With Shuffler Portal all of your applications and data are deliveraat fully supported fromsecure
state-of-the-art, dual coat data center facilitiesWe completey remove yourdependence on irhouse
servers andsoftware. Shuffler Portalrelieves your ompany of all of the mundane dayo-day
responsibilitiesIn return, you get stability and peace of mind

All applications are delivered throughahnternet and areun from managed Data Centers. Despite this
difference,applications work exactly as if they were running locallill servers, applicationand files

are housed withiradvanced, seae Data CentersLocal computers are no longer critical since nothing
runs or is saved there. You'll benefit from improved reliability, mobility, and security as well as a far
more stable environment.

Because you cdog in from anywhereyou're able to work anywhere from home, from work, or from

the road. With Shuffler Poral, it doesn't matter where or how you access the network, the experience is
exactly the sameThis makes it possible for your team membeia multiple locations to all operate
centrally under one "virtual roof".

[%E

LOGN

From your desktop clicknothe Internet Kplorerlconor your browser icon.
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Once Internet Explorer opens type portal.shuffler.com a login screen wilbpen and ask for the
following information:

1. Username:Yourfirst initial and last name
2. Password:Use your temporary pasvord that was assigned to you.
3. NOTE Your password is case sensitive.
4. Company:Your company*** we will provide this information to you****
Username: || *
Password: I
Company: | *
" Remember Me?
Login |
Forgot My Password | Reguest Support | Control My Computer | Make This My Home Page
5. Remember Me:If checked, thaisername and company will be filled in automatically the next time
you log in; lewever, you will need to enter your password each time.
6. 9" _ ClickLOGINo open theCompany Portal Page.
Login Window Options
x  Forgot My PasswordUsing thisoption will opena window that allowsyouto recoveryour personal
password provided that all acaant information is current (see User Account Setup beloXdu will
receive yourpassword via SMS (text message) and/or to an alternate email addr€XTE This
option will not work if you have never logged in and created your own password.
x Request 8pport: Clicking this opon opens a window for a troubliécket that can be used if you

are having issues witthé system and are unable to ing ALL fieldSor the trouble ticket are
required to be filled in, please remember that contact informatemd best time(s) to be reached
are important in order for your issue to be resolved quickly.

NOTE Shuffler Portaktrives to diagnose albfiware and hardware issues aman help withmost
software andhardware issues with various remote contmthods If we cannot help yotemotely,
we will notify someone tdhelp youlocally.

Control My Computer This option allows our technicians to help you by remotely accessing your
computer and should only be used when contacted by the helpdestesolve an otstanding
trouble ticket(s).

Make this My Home Page This option allows you to make your company login screen your
homepage and if selected will open automaticalhce Internet Explorer opens
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USER ACCOUNT SETUP
Once you login for thdirst time you wil need to s& up your personal user account for ti&huffler
Portal

x  NAME VERIFICATION

o \erify that your first and last names are correct, if not, please make changes as necessary
e (ickSAVE

x  PERSONAL INFO

¢ Unigue Phone NumberA phone number where yoaan be reached during business haurs
e Address Youroffice address, city, stateip codeand country

e Phone Pin (this can be any-digit number).

e Enter a mobile phone number.

e Enter your office phone number.

e Enter your Fax number

e ClickSAVE

x CHANGPASSWORD
This screen is where you will change your password from the temporary password that you were
given to log on for the first time to a password that you create.

e Enter your temporary password.
e Enter a new password that you will easily remember.
e Confrm your password.

NOTE Your password must be a minimum of 8 characters long and contain at least three of the
following four character groups: lowercase English lettet®) (appercase English lettersZ} digits (0

9) and/or nonalphabetic characterée.g. &,!, $, #). The password cannot contain your first or last name,
or your username. Remember your password is case sensitive.

Page5



shufflerPortal Users Guide

Your password must be a minimum of 8 characters.

Current password: I

New password: I *

Confirm password:l *

In the event that you forget your password, the information below will be used to confirm your identity and reset your password.

PIN examples: last 4 digits of your social security number, your ATM PIN, parent's birthday, etc.

4-digit PIN:I = Confirm PIN: *

Mobile phone number:

Non-business email address:

X

PASSWORRECOVERY INFORMATION
Your password recovery information is used as a security measure to verify your idétéase do
not share this information.

e Enter a 4 diiy PIN;this can be any-dligit numberthat youcaneasily remember.
e Confirm thePINnumber.

e Enter your mobile phone number (used to text you your password)

¢ Enter a norbusiness email address (usedamail you your password)

e ClickSAVEafter you have entered all information

In the event that you forget your password the Password Recovery Information will be used to
recover your password from the login screen (Forgot my Password). You wiljuieedeto enter

your 4 digit PINnumber for verification purposebefore your new password is sent to yo®nce
verification is confirmed you will be given the option to receive your password via text message to
your cell phone or by email. If you do not rember your PIN number submit a trouble ticket via
the login screemRequest Suppogtoption.

When the Account Setup process is complete, your Personal Information Summary will be
displayed. If your summary information is incorrect, contact your companyagex or submit a
trouble ticket once you are logged in. CIR®NEand theShuffler Portalvill automatically open.
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NAVIGATINGTHE PORTALPAGE

1. Tab& 2. g\ptions

y Logged in as KKretling.Dyniy ALAG

amic A mA VAN
Home Page | Employee Direc¥ry | Help Desk | Administration ’ @Help v .?‘MyAccountv @'Customize @Logout

esidential Management MANAGED SERVIGES
= My Programs

File Manager

=l S) Announcements =

[«

5007 Pos¥ed a few moments ago by Kathy Kreitling
[® Excel 2007
b« Access2007

2 Outlook 2007

‘ New Announcements (1) Old Announcements (0) ‘

=] £y My Outlook i

You have no new messages in emails

@ ‘\isio 2007

@ SyncToy ‘ My Inbox (0) | My Calendar (0) | My Tasks (0)

B Acrobat Reader 9 =] ‘r‘ My Weather ;
& @ Recently Used ~Dallas, TX: 72.2 °F, Sunny

Monday Tuesday  Wednesday

€ O

77 °F 80 °F 81 °F
S22 56 °F S51°F

+ B, shared shorteuts

[+ $ My Shortcuts

Po r.:-.ﬁed by WeatherBug

N4
4. Collapse/Expand 5. Object Options

TABS Contains Objects and Information regarding the object.

OPTIONS Contain actions that can be performed by the user.

OBJECTSContain links to applications, resources and shortcuts.
COLLAPSE/EXPANOollapses or expands an alije

OBJECT OPTIQNGontain options specific to the object (i.e. refresh, organize, window).

ok owhPRE
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HOME PAGE

TheHome pageh & @2 dzNJ aRSa 1 G2 LIbé . 2dz ¢ RAOT apd@i&tionsach&s G2 I O
2 2NRZ 9EOSt YR hdzAt g2 HSNE 684 DKl &2 8K Srobwll pl&S 2 A Yy R 2
be able toopensharel websites foldersand filesinthe & { K NB R ¢bfe@ NI O dzii & ¢

MY PROGRAMS

Launching Microsoft Office 200@nd other applicationds done by clicking on the name of the
applcationorz y G KS | LILX AOlF GA2y Qa A OoudvillSedt? ghorfptocks@® KA y 3 |
and time it takes to establish@nnection to our Data Centasthe systemloads all of your settings.

Once amapplication launches, it will appear anK S 2 OF £ t kifer a singlé apfllicatioh, BE | &
stacked within the ||@ 5 CitrixICA Client Engi.v| ¢/ AGNRE L/ ! /tASyl 9X¢é

There will be no difference in the applicatiofimctionality;it will feel like it is running locally. However
there is a differenc® S 6 SSy NIKIDANSIRERDY & ¢ yRILHE A OF GA2Y a

x Local Apflications are gplications that ardaunched withinyour laptop orPC.

x Hosted Apptations are pplications that arelaunched within the Portal environment; ALL
applications listedi y Wa & t N#BeIINFlef @drtal @&eyhosted. Working with and using
GK2alhSRE¢ i ddiakt dedicél foaisihg f 2 @pplications. Menus, shortcut commands,
task bars, and other functionality are tisame.

NOTE, 2dz gAff aSS GKS a/ A Comormmal&ygfembtﬁay A0 2 NK 2 2
your computers time clock indicating that you have an application open.

x Reconnect Disconnected Applications

You have disconnected applications (Outlook 2007, Word 2007).
;P(Reconnecz applications ¥

A ¥ 4 A x

2 KSy @&2dz aSS GKS a4, 2dz KIS RAaO0O2yySOGSR | LILX AOF
the Home Pageone or more applications are no longepen on your screen but remaiactive
Disconnecting gplications allows you to log out of the portal withoalosing the application(sgo

you can pick up where you left off earlier in the day (€& OU®n page33 of this user guide).

To reconnect to disconnected applications
e Clickthedownarrol@y SEG (2 awSO2yySOG FLILX AOF(GA2Yy&E D
e | AAKE AIK( dpplidationst tHathedtd e Secoanected.

You have disconnected applications (Outlopk 2007, Word 2007).
v ‘)‘f Reconnect applications = Outlook 2007, Word 2007

Any applications that were temporarily disconted will recoinect and open and thed , 2 dz KI @S
RAAO2YYSUSR FLIX AOF(A2yaé i6rsanelredsSrihasnmetshge i &till £ 2y 3 S
visible click onthe downarrol@A y (G KS dGaé& t NRINIYaég 202S0G | yR Of
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x Open Files and SaveData

e Opening Hes: Click on the Officdutton and select OPEN Once thed h LJS yhdow &
appearsselect a file from the various folders and drivaasilableand clickOPENor double click
on the file name

e Saving your Data Click on the Officdutton andselect SAVEor SAVE A&om the drop down
menu hy OS { K S@ S { !liddé8 odehs type in the file nameppen the driveand/or
folder you want to save it in and cliG§A\E.

x Organize and Hide Applications
You have the option of organizing K 31y Brogramé 2 ol SI@dging and dropping the
applicationsup or down in the list; for example you may want to organize your programs
alphabetically. In addition, you have the option to hide any programs that you do not personally
use.

Organize My Programs

e ClickonthedonEl NNR g Ay GKS dzZLJISNI f STl dbjecy R O2 NY SNJ 2°
e Click orORGANIZE

e Click onff2xlto drag and dropany applicatiorto the desired position on the list.

e ClickSAVE CHANGE&en you are finished

Hide or Unhide Programs

e ClickonthedowElaNNR ¢ Ay (KS dzLILIS NIMy BrdgiamsobjeftR O2 NI SNJ 2 F
e Click orORGANIZE

¢ Click orHIDEo hidean applicatioror UNHIDEO unhide aprogram

e ClickSAVE CHANGRE&en you are finished

—| My Programs
You can now rearrange programs.
O Save changes @ Cancel
% loms) @ word 2007 [Hide]

orac | [ Excel 2007 [Hide]
orac | (2] Outlook 2007 [Hide]

orac | [ PowerPoint 2007 [Hide]

orac | Bl OneMote 2007 [Unhide]

2
b3
@

| #2 Access 2007 [Unhide]

DRAG | File Manager [Hide]

% e ad D 4 G ad

oraG | @& Internet Explorer [Hide]
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FILE MANAGER

TheFile Manager is an application locdtenthe & a &€ t NZRoHj&tl. Yauéwill use the File Manager
to access youdocuments group files and publicfoldersa Ay 3 G KS aCAfS al ykK3aISNE |
using?z A Y R FExprér on your laptop or PC.

- My Programs =
File Manager

¥ wWord 2007
=] Excel 2007

b= Access2007

4 Cutlock 2007

E isio 2007

@ SynclTaoy

B ~crobat Reader 9

There are three (3) root folders Kile Manager:

DESKTQFhisfolderisg KSNB (G KS daé 520dzySydaé¢ FyR dadves/ 2 YLzl
NOTrepresent the desktop on thiaptop orPC you are using to accdle portal Data located inside
GKAA a5Sali2 Lk badedupBshuffeaPoriaing isldRstoled/oR your computer

MY DOCUMENTShisfolder is where you will store your personéiles and folderswithin the portal.

You are the only person that can access this folder with the exceptiteanf members thayou may

be sharing your folders withMy Documents on the portal is used in the same manner that you would

use it on your PC or laptop. Data located insidedtte @ 52 OdzYSy (i &¢ ToAcked Gphy A & & (2
Shuffler Portal NOTEThis folderisami&dZg NJ A Y I B S NER yd  (Seebeb\@ forinsraldetails

MY COMPUTERHhis is where ALL of ttiempany2 & Rfouind. Colnpay data is separated between
four drives: W, X, Y and@epending upon your level of access you may or may not seg\adsil

NOTE When auseclicks2 y @G a& [/ 2 Y Llzit$wW&ECit’x2 NJ 6§ KS FANA G
G/ tASyld CAft S { SOahidy ithe Sessioh gaRaaess dakaffrom tidelldSayREct the
following options:

e Full Access
¢ Never ask me again
e ClickOK

x File Manager Network Drives

Page
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14 My Computer ;lglil
File Edit View Favorites Tools Help | ;,‘
O Back » () ~ Y | /ﬂ‘ Search ||| Folders ‘mv | k% Folder Sync
Address |3 My Computer ~|Bce
Folders X | Network Drives -
[t Desktop
= & My Documents ¢ DS on “Client (Us)

= Archive e
= ¥ My Computer

2 D$ on 'Client' {U: = e

% C$ on "Client’ ((v:)) E C8 on ‘Client: (1)

2 GROUPS (W:)

2 PUBLIC (X))

2 Garrison, Emily (:)
= USERS (Z:)

<¢® GROUPS (W:)
—

g PUBLIC ()
=

@ Garrison, Emily ()
el

P USERS (Z)
el

-

5P hb QU:)pThis drive represents a second dribat may beinstalled on the local PGr laptop
that is currently being usetb accesghe Portal Data located inside this drive is rgibred, managed or
backed up byshuffler Porta(This drive mayot appear for all usejs

/ P hb WY)[¢LKOAbaC CRNA @S NI LINGimabyyididadrivg, Erdyoudidcal PGB Mpiap S
that is currentlybeing used to accedhe Portal Data located inside this drive not sored, managed or

backed up byshuffler Portal Transferrindiles between theShuffler Portafile system and the local PC
or laptopis usuallyachieved via this drive.

GROUPS (W:This drivecontaima & 3 Niaredfilés and folderslf you are a memér of any group(s)
youwill seethe & NRgolipgk T )fthtStdid all of the shared fileand foldersfor the group(s).Data
located in this drive is stored and backed upShyiffler Portal

e NOTE:Accesdi 2 (i K/&groupENPREisR&Ndted 6 authorized users, if yoDONOT see a
& NRglolpk T 2htatiRdbl Bkould have access to contact ysupervisor.

PUBLIC (X:)fhis drive containsharedcompanyfiles and folderghat can be accessed ALL team
members Anyone cardownload and read doumentswithin this drive if you have write access you will
also be able to add, delete and eflles and folders Data located inside this drive is stored and backed
up byShuffler Portal

LastName, FirstName (Yhis dive containghe followingtwo folders:

Page
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e PERSONAL ¢KA& FT2f RSNJ A& I52YOdNMER/NDAX Y ' SEREd REWE) @i KS G a
G5Sa102L¥ TRAMHMRPMAEYSIKR@dZYSY Gaé 3 NOTEAZG | 020S
create, edit or delete any files fmlders from the Persoh&older, changes will reflected in the
Gdaeé 52 0dzyS yaddvis-versa. f RS NA

¢ WINDOWS DONOTuse this folder for any reason

USERS (Z:This drive contains a mirror image wbur personal folders in the¥{) drive. It ALSO lists
(LastName, Firsthiae) folders of anycompany user that is sharing thgdersonal folders with you.
These personal folders also contain mirror images of the specified users (Y:) drive.

e NOTE Use extreme caution when accesp2 (i K S NJoldeisSantis. Any chang¥©U make

grAft 0SS NBFESOUSR Ay (GKS 204KSNJ dzASNR& t SNBR2Y ! f

x File/Folder Management
Onceyou havet 00Saa (2 | ye LI NI &FQ@dARGNEEINOGLE ardl/dbidreadNR 2 3
any shared documg (i ® L¥ @& 2 decesslyaSvill algo N akid edit (cut, copy, paste)
rename ordeleteany document.

x  Transferring Hes and Folders fronyour Hard Drive to the Portal

In File Manager
e dickthe plus sigr= next todMy Computet.
e Select b 2y W/ tbdpényMinBows Exploder on the PC orttgpyou are using
e /£ A0l LBy (KBt RIS NI
e Click onFirst Name, Last Naméolder (a folder titled with your namejo open your
documents.
e Clickon the folder where the filés) you want tdransferare stored(i.e. Documents).
e Navigate to the files yowant to move.
0 Click and Drathe file(s) from your localhard driveto a Shuffler Portadrive:
A ! aS NyDScurdents NI 2 (if yo aré rietdidg to share the file
A ! asS Gréups (W) R iNthedils(s) will be shared with specific group
A UvasS BwwIg (X@if the file(s) will be shared with everyone.
Oncethe files are transferred to the hostefhuffler Portatrive(s) you can file moveandarrange them
according to your needs.

e NOTE[ I NBAS FAES (NI yaTSNE thtiniay takes&gr& MihuleSto tcomplete2 L8 €
@SLISYRAYI 2y (K Sintdr@tbantwidthy. Qa | &1 At ot S

Page
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ANNOUNCEMENTS

When you login you will seeew announcementsisted in red at the top of your screexs well as ithe
G! yy2dzy OSYSyiliaé dne dp&e Annogngemedt® daNJbefsaed as a method to
communicate ompany news oannouncements in a short memo formAnnouncementsan be read by
all team members otargeted tomembers of a specific growpithin the company

= f Anhouncements

(_> You have 1 new system announcements. Welcome Jeff Wilson. ..

[Read] Welcome%20Jeff%20Wilson... Ffozted 3 few moments ago by Kathy Kreltling

New Announcements (1) Old Announcements (0)

Announcementan becreated byany userg A (i K & ¢ NJtoliABriounde®edtS, aisuallypompany
and/or group managersAnnouncementganonly be deleted by the originator of the announcement or
by the Company Manager (all announcements show the date and time that it was posiedl as the
name of the sender).

Click on the Announcement text to open and read the entire message.

Welcome Jeff Wilson

Posted 03/12/2009 9:49 AM by Kathy Kreltling

Please join us in welcoming Jeff Wilson to =]
the Dynamic Residential Management family.

Jeff iz the new Regional Manager for MNorth
Dallas and brings 15 years of Property
Management experience with him.

WELCCME JEFE !

New AnnouncementsTalx This is where newly created announcement digplayed. Announcements
in this area will remain here until they aelLJS y S RMaitk(¢dRas dlé.

To mark an announcement as old click on tt markasoia | MARK AS OLDbutton located at the
bottom of the opened announcement.

Old Announcementdal This is where new announcements tleaed a | NJ 60 $ RE sthradBid
displayed

x Creating an Announcement
Announcement can only be created bsersg A (0 K & 6 NR (irduncen@@sS aa G2 !
e Click on the down arroV=l in the upper right hand amer of the Announcemembject
e Click ooNEW ANNOUNCEMENT
e Select tle group(s) you want to send tl@mnouncemento.
e CIlickNEXT
e Type in the subject of your announcement.
e Type in the announcement you want to send.
e CIlickFINISHo post the announcement.

Page
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x  Editing an Announcement
Only the originator of the announcement or a Company Manager can edit an announcement.

¢ Open theAnnouncement you want to edit.

e CIickEDIT | Edit J

e Select the gfoup(s) you want to edit this announcement for.
e CIlickNEXT

e Edit the announcement.

e ClickFINISHo post the edited announcement.

x  Deleting an Announcement
Only the originator ofhe announcemat or a Company bnager can delete an announcement.

¢ Open the Announcement you want to delete.
o ClickDELETE Delate

Shared Shortcuts

Shared Shortcuts are files, folders and websites thatstuig@red with the entire company and/or with
selected groups within theatnpany.Anyonein the companycanuse,read and/or downloadvebsites,
files and folders that are shared, however, creating and editing can only be done if youwniteg
access to Shared ShortcutdOTE In order to share a file or folder you mstveor copy the file/folder
tothed t dzo féA R INGat€NSa File ManageiMy Computer

x  Create aShared Shortcut for a File
e ClickonthedowfEll NNB ¢ Ay GKS dzLILISNI f S{FK2 Xt dri 02Ny BN @
e Click onCREATE SHORTCUT
e Choose to sharyour shortat with All Users or with apecific groupand clickNEXT
e SelectTO A FILEs the type of shortcut you want to share.
o CIickNEXT.

‘What type of shortcut would you like to create?

€' To a web site
ETo afile
" To afolder

Back | | Mext |

¢ Highlight the file you want to share.
e CIlickNEXT

NOTE! £ f FAfSa Ay (KS disphedinthed{ i SYOwinddR. NFyaisénéoth £ € 0 S
find the file you wantmake sure that it is saved in tiidle Manage t dzo fé@rde 6 - Y 0

e Type in aisplay name for theshortcut or accept the default
e (ick CREAT® post your shortcut.

Page
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Create a Shared Shortcut for a Website
When creating a short cut to a websitgu will have the option of opening thehortcut on either
GKS a1l 2a0SRé¢ 0 NPR g &S Nlis angdrtankiS distiigjuigh Ghe tifferermaNiztees NIp

loak browserl YR | dbfodsarii SOFTE The Website Shortcut browser defaults to the

LOCAL browser.

Hosted BrowserRefers to the Internet Explorer application thieiaunched witin the Portal.
Local BrowserRefers to the web browser application thatnistalled on your locdPCor laptop.

Shortcuts to websites where the user will be uploadiowgdownloading datadrom the Company
Portala K2 dz2f R aSf SO0 GKS al 2aiSRé¢ ONRGASNI 2LIHGA2Y D

SharedShortcutto a Website
Clickonthedow= I NN2 ¢ Ay (KS dzLIJLISNK{t SIBR K lkifeRI OAAIA S NI 2

Click onCREATE SHORTCUT

SeleciTO A WEBSITES the type of shortcut you want to create.

Choase to share your shortcut with All Usenswith a gecific group

Qick NEXT

Type in the websitaddress thayou want to share

Selecth LISY { K2NXIiOdzi Ay | 23d0SR . NRgaSNDe
ClickNEXT

Type the web site address to open with your local
browser.

Ihﬂp:ﬂwww.naahq.org

¥ open shortcut in hosted browser

Cancel | Back | Next |

Type in a display name for the website or accept the defsauite.
ClickCREAT® post your shortcut.

Please type in a name for this shortcut

[naa

Cancel | Back | Create |

Create aShared Shortcut for a Folder

Clickonthedow=ll NN g Ay (KS dzLILIS NShar&i{FKi2 NIk @'dzil 2 2 NI/ B
Click orCREATE SHORTCUT

Choose to sharyour shortcut with All Usersr with a sgecific group.

Qick NEXT

Highlight the folder you want to share

dick NEXT
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NOTE:! £ f F2f RSNA Ay (KS at dzo {SA @B{GHH Y eindRINKFNEE & A €
Otyy2i FAYR GKS F2fRSNJe&2dz ¢lyidx YI1S adiNB (KL
e Typea display name for the shortcut or accept the default

¢ CIickCREAT®® post your shortcut

Please type in a name for this shortcut

Dynamic Management]

Cancel | Back Create

Remove, Organize and/or Hide a Shared Shortcut

Once Shared Shortcuts have been creatatjone has the optionf organizing thenon their home
pageby dragging thenup or down in the list; for example you may want to organize your shared
shortcuts alphabetically. In addition, you have thption to hide any shared shortcuts that you do
not personally use.

You can now rearrange the shortcuts

© save changes €3 cancel

DRAG MNAS  [Remove] [Hide]

& &9

oraG | [ | Gracehill [Remove] [Hide]

|

Organize Shared a Shortcut

e ClickonthedowElk NNB g Ay GKS dzLJISNI £ STl Klohert O2 Ny SNJ 2
e Click orORGANIZE

e Click onf2xlto drag and droa sharedshortcut tothe desired position on the list.

¢ ClickSAVE CHANGRE&en you are finished organizimgharedshortcuts.

Hide or Unhide a Shared Shortcut

e ClickonthedowE | NN g Ay GKS dzLJJISNI f STi KloyeRt O2 Ny SNJ 2°
e Click orORGANIZE

e ClickHIDEto hide ashortcut orUNHIDEO unhide apreviously hiddersharedshortcut.

e ClickSAVE CHANGRE&en you are finished hiding a shared shortcuts.

Remove a Shared Shortcut

hyté |y SYLX28SS gAGK agNAGSe I OO0S
Clickonthedow=F NN ¢ Ay (GKS dzLJLISNJ f ST
Click orORGANIZE

Click orREMOVHEo remove the shared shortcut.

ClickSAVE CHANGES

aa OFly NBY2@S
KlohfeBt O2 N} SNJ 2
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My Shortcuts

My Shortcuts ee personal shortcuts to files, foldeend/or websitesthat can be ceated and displayed

F2NJ 82dzNJ dzaS yR Oly 2yfteé 06S ONBIFGSR AT Thegdz KI @S
shortcutsare not sharedvith other users within the company.

X

Create a Shortcut for a File

e Click on the dowi= arrow in the upperlefK I YR O2 N}y SNJ 2 T oljjetS aa& { K2 NI

e Click onCREATE SHORTCUT

e SelectTO A FILEs thetype of shortcut you want to create.

e (QickNEXT

e Selet the drive where the file can be four(@ublic, Groups, LastName, FirstNanNpTE: If
you select LastNameéjrstNameas the drive alsoetect thePERSONAblder.

¢ Click on the Folder where the file is stored, you may need to click on several folders

¢ Highlight the file you want as a shortcut.

e (QickNEXT

e Typein a display nhame for the shortcut oreept the deéult.

¢ ClickCREAT®® post your shortcut.

Create a Shortcut for a Website

When creating a short cut to a websitgu will have the option of opening thehortcut on either
GKS a1l 2aiGSRé& 0NERgaS NMisimgdrtankiGdistifuigh@ne tiiérende d@weanS NIb
| lodek browserl Y R | dbfodsarii SOFE The Website Shortcut browser defaults to the
LOCAL browser.

Hosted BrowserRefers to the Internet Explorer application that is launched with the Portal.
Local BrowserRefers to the web lowser application that is installed on your local PC or laptop.

Shortcuts to websites where the user will be uploadimgdownloading datarom the Company
Portala K2 dz2f R aSf SO0 G(KS al 2aiSRé¢ ONRGASNI 2LIHGA2Y D

e Click on the dowi arrow in the uppefefthanR O 2 NI/ S NJ{ K2 NidiO8ziga & 20 2SOl
e Click onCREATE SHORTCUT

e SelectTO A WEBSITES the type of shortcut you want to create.

¢ Type in the website address that you want to have as a shortcut.

e {StHEOBYG{K2NIOdzi Ay 1 2aGSR . NRP6aSNWE

o ClickNEXT

e Type ina display name for the website or accept the default name.

e ClickCREAT#® post your shortcut
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Create aShortcut for a Folder
e Click onthe dowi=l arrow intheuppef STl KI yR ONI2NVUdORA aEKS G aeé
e Click onCREATE SHORTCUT
e Select the drig where the file can be found (Public, Groups, LastName, FirstN&OI)E: If
you select LastName, FirstNae®the drive alsoedect thePERSONAbIder.
¢ Navigate to the folder you want as a shortcut.
e Highlght the folder.
e CIlickNEXT
e Type a display namfer the shortcut or accept the default.
e CIickCREAT® post your shortcut.

Remove, Organize and/or Hide a Shortcut

Once Shortcuts have been created, you have the option of organizing them by dragging them up or
down in the list; for example you may walt organize your shortcuts alphabetically. In addition,
you have the option to hider remove any shortcut that you no longer use.

You can now rearrange the shortcuts

© save changes €3 cancel

Siomac| [ Naa  [Remove] [Hide]
<
» 4

oRAG | [ | Gracehill [Remowve] [Hide]

Organize My Shortcut s

e Click onthe dowi= arrow intheuppef STi KFyR O2NYSNJ 2F% G(GKS dae
e Click orORGAIIZE

e Click ont2xlto drag and drop a shared shortcut to the desired position on the list.

¢ ClickSAVE CHANGR&en you are finished organizing a shared shortcuts.

Hide or Unhide My Shortcut s

e Click on the dowi= arrow inthe uppef STi KIF yR O2W¥ SINOb@cEs 61 KS dad
e Click orORGANIZE

e ClickHIDEo hide a shortcut otJNHIDHEo unhide apreviously hiddershortcut.

e ClickSAVE CHANGRS&en you are finished hiding a shared shortcuts.

Remove a Shortcut

e Click on the dowi= arrow in the uppeteft hand cors NJ 2 T {(iKKSNIpGiek] a ¢
e Click orORGANIZE

e Click orREMOVHEO remove theshortcut.

e ClickSAVE CHANGES
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MY HELP DESKIAB

The help desktab contains open and closed trouble tickets and disptéygsnumber of open tickets
case numbeg(s) status,date and time stampopened by ad the technician it is assigned toYou will
alsobe able to open each trouble ticket to view details.

The drop downlistinthe @ a @& | St objeds dlaw$ you to submit drouble ticket by selecting
G wSlj dzS & (i SdéeldBELIIZpAGE2S of thismanual forinstructionsto RequesSuppory.

Telephone support is available

Please complete the form below and press the

SUBMMIT button to request support.
Support Telephone Mumber

562-283-2835

Problem details
E-mail address *
Phone number *

Problem description *

would vou like to attach a file to this support request? *
O Yes
@ Mo
Submit

Notes You can add additional notes to apen ticketby clicking ordiNOTES I-thérR@)”‘"" = ADD
NOTE
Attachments Documents can be attached (i.e. a screenshot of an error mestage)open tickeby
clicking ondAttachments and then @4t ADD FILE

‘What type of attachment would you like to add? Select a file to add. Select a file to add.
JKreitling, Kathy/WINDOWS/
@ 4 file on the network / ot .. ao back to previous directory ..
' A file on my computer PRl @ system
a3 Groups . <
AMG - BH Property List - 06082008.xlsx
@ Kreitling, Kathy inifile.upd
win.ctx
win.ini
Cancel | | Hext Cancolyl laidd Cancel J Add
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EMPLOYEE DIRECTORYAB

EMPLOYEE DIRECTORY
This page contains a lief all users witin the company that are registered witind usinghe Shuffler
Portal

From the Employee Directory, you will be ableetmail, shadow and send essages tmther users in
your @mpany. In addition, you will quicklgee eactdza Ssksiwithin the Portal.

Status
e ACTIVE! ! &SNJ Ydza G f I dzy OK Myf NRLING AYGlE G RDYXBEN G KiRY &K
e DISCONNECTED a User logged out using the optiondtisconnect applicatiods 2 NJ Of 2 A SR
portal without closing applicationgheir status will show aBisconnected
e OFFLINEA User that has logged out of the Rdwill show as Offline.

Searchand Sort
You careasilysort by Name and Status or searfoln an employee within your compamsing the name
of the person you are searching for.

Search
e Inthe Employee Directory click tiE2y SEG (G2 abl YS¢
e Type in the nme or partial name for the employee you are searching for.
e CIlickeNTER
e The name(s) with the criteria you enteradll show at the top of the Employee Directory list.

Sort by Name
e Inthe Employee Directory clickti2y SEG (2 dabl YSé
e Highlight Sort by¥l andselect the method you want to sort by:

s Last name (ascending)
Last name (descending)
First name (ascending)

First name (descending)

Sort by Status
e Inthe Employee Directory click ti2y SEG (2 a{ G (Gdzaé o
e Select the method you want to sort by:
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Status =
Show users that are
s Al
Active
Disconnected
Idle
Offline

Online

x Send aMessage
NOTE In order b send a message to someoneyimur company they must b@Active. Orce a
message is semdt user theywill receive the message a pop up window.

e Click on thé*lnext to the name of the employeyou want to send a message to.

e ClickorSENDAMESSAGER 2 LJSy G(GKS a{SyR aSaal 3S¢ 4AYyR25®
e Type in a message and C._Send Message |

The Mesage will appear as apajzl) Ay R2g 2y (KS NBOSAQPSNDa &ONB
and message.

N

x Shadow another User
In order to shadow another use¢hey musthave a status ofiActivee. Once you select shadow for a
specific user, thewill receive amessagewith a requestto be shadowed. Once permission is
granted, you wilbe able to see and control the othdra Sapflicationsfor this sessiorgthis option
is not alwaysvailable)

e Click on théZlnext to the nameof the useryou want to shadow.
e ClckonSHADOWo relj dzSa i LISNXAaairzy (2 (avkdoRlidappean K S
on the recipients systemequesting acce3s

QX
w»
~

Remote Control &

? MY T Kreitling.amgms is requesting to control wour session remotely.
‘uj Do you accept the request?

Yes | Mo I

e Once permission is granted you will be able to controlNd® O A LsasSioh(i Q &
e ClickSTOP SHADOWING/ (i KS GRAKG | Ri226Ndd eyidl theshado@vingsession.

=10 ]

Currently being shadowed.

Stop shadowing I
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PORTAL PAGEOPTIONS

A Logged in as Kkreitling.DynamicRM AMG
\ Dynamic =

A ma v A s
aidential Management MaNAGED SURVIGES

Home Page | Employee Directory | Help Desk | Administration @ Help » ofy My Account » E Customize @ Logout )
= My Programs = = f)‘«nnouncaments = = =]
File Manager Dallas, TX: 41.3 °F, Drizzle
You do not have any new announcements. K
M word 2007 Friday Saturday Sunday
= Excel 2007 New Announcements (0) | Old Announcements (1) 30%chance

k= Access2007 - =y My Outlook

--°F 55 °F 65 °F
4 Outlook 2007 You have no new messages in emails 40 °F 46 °F 48 °F
@ visio 2007 My Inbox (0} | My Calendar (0) | My Tasks (0) Pawerad by WastherBug
@ SyncToy
= h Shared Shortcuts =]

B Acrobat Reader 9 i
[] AMG Website
- @ Recently Used +] [ NAA

You do not have any recently

- = My Shortcuts
used items. m v =

You do not have any personal shortcuts.

YourShuffler PortaPage will have options located in the upper right hand corner of the page.

HELP

Help is located in the upper right center of the Portal page and has a drop iswthat includes the
following options:

x  Request Support/Submitting a Trouble TickelClickREQUEST SUPPQR®Bpen awindow with a
trouble ticket formused to report issues that arexperiencingwith the system. Once you have
filled in ALLinformation, clickSUBMITo send your request to thbelp desk for resolution.

Please complete the

form below and press - Email address Enter an amail address. This address
the SUBMIT button to

request support e e @™ | will be used to keep you updated on the progress of your
Critical support is 7:00 AM - 11:00 PM EST t bI t k t
available via Request rouple ticket.

Support Telephone Number

Support Help menu, M-F (866) 583-8911

between the hours of 11

PM and 7 AM and all day - Phone number Enter a phone number where you can
Saturday and Sunday . .

Problem detalls be reached if the help desk technician needsctmtactyou.

E-mail address *

Phone numter* ; - Problem description Enter a brief description of the
Problem description * ;I

issue you are having. For example: | receive an error 400
message when | try to use Word.

Would you like to attach a file to this support requst?
Would you like to attach a file to this support request? * . .
’ e e If you would like to add an attachment sele¢ESif not select
NOand clickSUBMIT

Submit
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x  Add an attachmento your trouble ticket by clickingESi 2 (1 KS |j dzS & (i A 2 yattachza2 dzf R

FAES G2 (KA & ClickBUBNE scrliRigwirSoddd & fie.

Attachments [Add a file

show us the problem you are having.

Submit

File attachments can be included to help us troubleshoot your issue. If you are
having a specific problem you may attach that file or take a screen shot to

ClickADD A FIEandthe window below will open

A FILE ON THE NETWGQRK file that is stored in file manager
on the network

A FILE ON MY COMPUTE&R file stored on your computdard
drive.

Selectwhat type of attachmenyou want to add clicNEXT

IF YOU SELEGTFILE ON THE NETWQRWindow will open
with the different folders that are in the File ManageRouble

clickthe folder where your document is store@in most cases it
will be in a file titled with your lasand first namég; you may
need to click on severamore folders before you find your
document.

Highlight the document you want to attach and cliéloDto
attach the document to the trouble ticket.

IF YOU SELESTILE ON MY COMPWRIEwViIndow opens enabing

82dz (2 a. NPoaSé¢ (GKNRBJIAK GKS FAfSa

the document you want to attach. CliBROWSE> open Windows

Explorer.

Page

Double Clickhe folder whereyour file is
stored you may need to click on several
foldersbefore you findyour document.

Doubleclick on the document you want
to attach.
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