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INTRODUCTION 
With Shuffler Portal, all of your applications and data are delivered and fully supported from secure, 

state-of-the-art, dual coast data center facilities.  We completely remove your dependence on in-house 

servers and software. Shuffler Portal relieves your company of all of the mundane day-to-day 

responsibilities. In return, you get stability and peace of mind. 

All applications are delivered through the Internet and are run from managed Data Centers. Despite this 

difference, applications work exactly as if they were running locally. All servers, applications, and files 

are housed within advanced, secure Data Centers. Local 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 can log in from anywhere, you're able to work anywhere - from home, from work, or from 

the road. With Shuffler Portal, it doesn't matter where or how you access the network, the experience is 

exactly the same. This makes it possible for your team members, in multiple locations, to all operate 

centrally under one "virtual roof". 

 

 

 

 

 

 

 

 

 

LOGIN 
From your desktop click on the Internet Explorer Icon or your browser icon..     
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Once Internet Explorer opens type in portal.shuffler.com, a login screen will open and ask for the 
following information: 

1. Username:  Your first initial and last name. 

2. Password:  Use your temporary password that was assigned to you. 

3. NOTE:  Your password is case sensitive. 

4. Company:  Your company **** we will provide this information to you**** 

 

5. Remember Me:  If checked, the username and company will be filled in automatically the next time 
you log in; however, you will need to enter your password each time. 

6.   Click LOGIN to open the Company Portal Page. 

Login Window Options  

× Forgot My Password:  Using this option will open a window that allows you to recover your personal 

password, provided that all account information is current (see User Account Setup below).  You will 

receive your password via SMS (text message) and/or to an alternate email address.   NOTE:  This 

option will not work if you have never logged in and created your own password.  

× Request Support:  Clicking this option opens a window for a trouble ticket that can be used if you 

are having issues with the system and are unable to login.   ALL fields for the trouble ticket are 

required to be filled in, please remember that contact information and best time(s) to be reached 

are important in order for your issue to be resolved quickly. 

NOTE:  Shuffler Portal strives to diagnose all software and hardware issues and can help with most 
software and hardware issues with various remote control methods.  If we cannot help you remotely, 
we will notify someone to help you locally.  

 
× 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 helpdesk to resolve an outstanding 

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 automatically once Internet Explorer opens. 
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USER ACCOUNT SETUP 
Once you login for the first time you will need to set up your personal user account for the Shuffler 

Portal. 

× NAME VERIFICATION  

 Verify that your first and last names are correct, if not, please make changes as necessary. 

 Click SAVE. 

× PERSONAL INFO    

 Unique Phone Number: A phone number where you can be reached during business hours. 

 Address:  Your office address, city, state, zip code and country. 

 Phone Pin:   (this can be any 4-digit number). 

 Enter a mobile phone number. 

 Enter your office phone number. 

 Enter your Fax number. 

 Click SAVE. 

  

× CHANGE PASSWORD 

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.  

 Enter your temporary password. 

 Enter a new password that you will easily remember. 

 Confirm 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 letters (a-z), uppercase English letters (A-Z), digits (0-

9) and/or non-alphabetic characters (e.g. &,!, $, #). The password cannot contain your first or last name, 

or your username.  Remember your password is case sensitive.   
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× PASSWORD RECOVERY INFORMATION 

Your password recovery information is used as a security measure to verify your identity.  Please do 

not share this information. 
 

 Enter a 4 digit PIN; this can be any 4-digit number that you can easily remember. 

 Confirm the PIN number. 

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

 Enter a non-business email address (used to email you your password). 

 Click SAVE after 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 will be required to enter 
your 4 digit PIN number for verification purposes before your new password is sent to you.  Once  
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 remember your PIN number submit a trouble ticket via 
the login screen άRequest Supportέ option. 
 
When the Account Setup process is complete, your Personal Information Summary will be 
displayed. If your summary information is incorrect, contact your company manager or submit a 
trouble ticket once you are logged in.  Click DONE and the Shuffler Portal will automatically open. 
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NAVIGATING THE PORTAL PAGE 
 

      1.  Tabs           2.  Options 

 

 

 

3. Objects 

 

 

 

 

 

 

 

 

 4. Collapse/Expand                5.  Object Options  

 

1. TABS:  Contains Objects and Information regarding the object. 

2. OPTIONS:  Contain actions that can be performed by the user.  

3. OBJECTS:  Contain links to applications, resources and shortcuts. 

4. COLLAPSE/EXPAND:  Collapses or expands an object. 

5. OBJECT OPTIONS:  Contain options specific to the object (i.e. refresh, organize, window). 
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HOME PAGE 

The Home page ƛǎ ȅƻǳǊ άŘŜǎƪǘƻǇΦέ  ¸ƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ 2007 applications such as 

²ƻǊŘΣ 9ȄŎŜƭ ŀƴŘ hǳǘƭƻƻƪ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ άCƛƭŜ aŀƴŀƎŜǊέ ǿƘƛŎƘ ǿƻǊƪǎ ƭƛƪŜ ²ƛƴŘƻǿǎ 9ȄǇƭƻǊŜǊΦ  You will also 

be able to open shared websites, folders and files in the ά{ƘŀǊŜŘ {ƘƻǊǘŎǳǘǎέ object. 

MY PROGRAMS 
Launching Microsoft Office 2007 and other applications is done by clicking on the name of the 

application or ƻƴ ǘƘŜ ŀǇǇƭƛŎŀǘƛƻƴΩǎ ƛŎƻƴΦ ²ƘŜƴ ƭŀǳƴŎƘƛƴƎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ you will see the short processes 

and time it takes to establish a connection to our Data Center as the system loads all of your settings. 
   

Once an application launches, it will appear on ǘƘŜ ƭƻŎŀƭ t/Ωǎ άǘŀǎƪ ōŀǊέ ŀǎ either a single application, or 

stacked within the ά/ƛǘǊƛȄ L/! /ƭƛŜƴǘ 9Χέ 
 

There will be no difference in the applications functionality; it will feel like it is running locally. However 

there is a difference ōŜǘǿŜŜƴ άƘƻǎǘŜŘέ ŀǇǇƭƛŎŀǘƛƻƴǎ ŀƴŘ άƭƻŎŀƭέ ŀǇǇƭƛŎŀǘƛƻƴǎ: 

× Local Applications are applications that are launched within your laptop or PC. 

× Hosted Applications are applications that are launched within the Portal environment; ALL 

applications listed ƛƴ Ψaȅ tǊƻƎǊŀƳǎέ ƻƴ the Shuffler Portal are hosted. Working with and using a 

άƘƻǎǘŜŘέ ŀǇǇƭƛŎŀǘƛƻƴ is almost identical to using άƭƻŎŀƭέ applications.  Menus, short-cut commands, 

task bars, and other functionality are the same.   

NOTE: ¸ƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ά/ƛǘǊƛȄ tǊƻƎǊŀƳ bŜƛƎƘōƻǊƘƻƻŘέ ƛŎon  or  in the systems tray near 

your computers time clock indicating that you have an application open.  

× Reconnect Disconnected Applications  

  

²ƘŜƴ ȅƻǳ ǎŜŜ ǘƘŜ ά¸ƻǳ ƘŀǾŜ ŘƛǎŎƻƴƴŜŎǘŜŘ ŀǇǇƭƛŎŀǘƛƻƴǎέ ƳŜǎǎŀƎŜ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ 
the Home Page, one or more applications are no longer open on your screen but remain active. 
Disconnecting applications allows you to log out of the portal without closing the application(s) so 
you can pick up where you left off earlier in the day (see LOG OUT on page 33 of this user guide). 

To reconnect to disconnected applications 

 Click the down arrow  ƴŜȄǘ ǘƻ άwŜŎƻƴƴŜŎǘ ŀǇǇƭƛŎŀǘƛƻƴǎέΦ 

 IƛƎƘƭƛƎƘǘ ŀƴŘ /ƭƛŎƪ ǘƘŜ άapplicationsέ  that need to be reconnected. 

  

Any applications that were temporarily disconnected will reconnect and open and the  ά¸ƻǳ ƘŀǾŜ 

ŘƛǎŎƻƴƴŜǘŜŘ ŀǇǇƭƛŎŀǘƛƻƴǎέ ƳŜǎǎŀƎŜ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ōŜ ǾƛǎƛōƭŜΦ  LŦ for some reason the message is still 

visible, click on the down arrow  ƛƴ ǘƘŜ άaȅ tǊƻƎǊŀƳǎέ ƻōƧŜŎǘ ŀƴŘ ŎƭƛŎƪέ ǊŜŦǊŜǎƘέΦ 
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× Open Files and Save Data  

 Opening Files:  Click on the Office button  and select OPEN.  Once the άhǇŜƴέ ǿindow 

appears, select a file from the various folders and drives available and click OPEN or double click 

on the file name. 

 Saving your Data:  Click on the Office button and select SAVE or SAVE AS from the drop down 

menu.  hƴŎŜ ǘƘŜ ά{ŀǾŜκ{ŀǾŜ !ǎέ ǿindow opens, type in the file name; open the drive and/or 

folder you want to save it in and click SAVE. 

× Organize and Hide  Applications  
You have the option of organizing ǘƘŜ άMy Programsέ ƻōƧŜŎǘ by dragging and dropping the 

applications up 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  

 Click on the down  ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άaȅ tǊƻƎǊŀƳǎέ object. 

 Click on ORGANIZE. 

 Click on to drag and drop any application to the desired position on the list. 

 Click SAVE CHANGES when you are finished. 

Hide or Unhide Programs  

 Click on the down  aǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άMy Programsέ object. 

 Click on ORGANIZE. 

 Click on HIDE to hide an application or UNHIDE to unhide a program. 

 Click SAVE CHANGES when you are finished. 
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FILE MANAGER  
The File Manager is an application located in the άaȅ tǊƻƎǊŀƳǎέ object.  You will use the File Manager 

to access your documents, group files and public folders. UǎƛƴƎ ǘƘŜ άCƛƭŜ aŀƴŀƎŜǊέ ŀǇǇƭƛŎŀǘƛƻƴ ƛǎ ǎƛƳƛƭŀǊ t 

using ²ƛƴŘƻǿΩǎ Explorer on your laptop or PC. 

 
 
There are three (3) root folders in File Manager: 

DESKTOP: This folder is ǿƘŜǊŜ ǘƘŜ άaȅ 5ƻŎǳƳŜƴǘǎέ ŀƴŘ άaȅ /ƻƳǇǳǘŜǊέ Ǌƻƻǘ ŦƻƭŘŜǊǎ ŀǊŜ ǎǘƻǊŜŘΤ ƛǘ does 

NOT represent the desktop on the laptop or PC you are using to access the portal.  Data located inside 

ǘƘƛǎ ά5ŜǎƪǘƻǇέ ŦƻƭŘŜǊ ƛǎ ǎǘƻǊŜŘ ŀƴŘ backed up by Shuffler Portal and is not stored on your computer. 

MY DOCUMENTS: This folder is where you will store your personal files and folders within the portal.  

You are the only person that can access this folder with the exception of team members that you may 

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

use it on your PC or laptop.  Data located inside the άaȅ 5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊ ƛǎ ǎǘƻǊŜŘ ŀƴŘ backed up by 

Shuffler Portal.  NOTE: This folder is a mirrƻǊ ƛƳŀƎŜ ƻŦ ά¸Υ\tŜǊǎƻƴŀƭέ ŦƻƭŘŜǊΦ όSee below for more details).   

MY COMPUTER: This is where ALL of the companyΩǎ Řŀǘŀ ƛǎ found. Company data is separated between 

four drives:  W, X, Y and Z (depending upon your level of access you may or may not see all drives). 
 

NOTE:  When a user clicks ƻƴ άaȅ /ƻƳǇǳǘŜǊέ ŦƻǊ ǘƘŜ ŦƛǊǎǘ time a Citrix 

ά/ƭƛŜƴǘ CƛƭŜ {ŜŎǳǊƛǘȅέ ǿƛƴŘƻǿ ǿƛƭƭ ƻǇŜƴ asking if the session can access data from the local PC.  Select the 

following options: 

 Full Access 

 Never ask me again 

 Click OK 

 

 

 

 

× File Manager Network Drives  
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5Ϸ hb Ψ/[L9b¢Ω όU:): This drive represents a second drive that may be installed on the local PC  or laptop 

that is currently being used to access the Portal. Data located inside this drive is not stored, managed or 

backed up by Shuffler Portal (This drive may not appear for all users). 

/Ϸ hb Ψ/[L9b¢Ω (V:): ¢Ƙƛǎ ŘǊƛǾŜ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ ά/έ ŘǊƛǾŜ όprimary hard drive), on your local PC or laptop 

that is currently being used to access the Portal. Data located inside this drive is not stored, managed or 

backed up by Shuffler Portal.   Transferring files between the Shuffler Portal file system and the local PC 

or laptop is usually achieved via this drive. 

GROUPS (W:): This drive containǎ άƎǊƻǳǇέ shared files and folders. If you are a member of any group(s) 

you will see the άǊƻƻǘκgroupέ ŦƻƭŘŜǊ(s) that store all of the shared files and folders for the group(s).  Data 

located in this drive is stored and backed up by Shuffler Portal.  

 NOTE:  Access ǘƻ ǘƘŜ άǊƻƻǘ/groupέ ŦƻƭŘŜǊ(s) is restricted to authorized users, if you DO NOT see a 

άǊƻƻǘκgroupέ ŦƻƭŘŜǊ that you should have access to contact your supervisor. 

PUBLIC (X:): This drive contains shared company files and folders that can be accessed by ALL team 

members.  Anyone can download and read documents within this drive; if you have write access you will 

also be able to add, delete and edit files and folders.  Data located inside this drive is stored and backed 

up by Shuffler Portal. 

 

 

 

 

LastName, FirstName (Y:): This drive contains the following two folders: 
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 PERSONALΥ ¢Ƙƛǎ ŦƻƭŘŜǊ ƛǎ ŀ ƳƛǊǊƻǊ ƛƳŀƎŜ ƻŦ ǘƘŜ άaȅ 5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊ ǘƘŀǘ ƛǎ stored in the 

ά5ŜǎƪǘƻǇέ ŦƻƭŘŜǊ ƻƴ ǘƘŜ Shuffler Portal. ({ŜŜ άaȅ 5ƻŎǳƳŜƴǘǎέ ǎŜŎǘƛƻƴ ŀōƻǾŜ.)  NOTE: If you 

create, edit or delete any files or folders from the Personal Folder, changes will be reflected in the 

άaȅ 5ƻŎǳƳŜƴǘǎέ ŦƻƭŘŜǊǎ, and visa-versa. 

 WINDOWS:  DO NOT use this folder for any reason.  

USERS (Z:): This drive contains a mirror image of your personal folders in the (Y:) drive. It ALSO lists 

(LastName, FirstName) folders of any company user that is sharing their personal folders with you.  

These personal folders also contain mirror images of the specified users (Y:) drive.   

 NOTE:  Use extreme caution when accessing ƻǘƘŜǊ ǳǎŜǊΩǎ folders and files.  Any changes YOU make 

ǿƛƭƭ ōŜ ǊŜŦƭŜŎǘŜŘ ƛƴ ǘƘŜ ƻǘƘŜǊ ǳǎŜǊΩǎ tŜǊǎƻƴŀƭ ŦƻƭŘŜǊǎΦ 

× File/Folder Management  
Once you have ŀŎŎŜǎǎ ǘƻ ŀƴȅ ǇŀǊǘƛŎǳƭŀǊ ŘǊƛǾŜ ƻǊ άǊƻƻǘ ƎǊƻǳǇ ŦƻƭŘŜǊΣέ you can download and/or read 

any shared documeƴǘΦ  LŦ ȅƻǳ ƘŀǾŜ ά²ǊƛǘŜέ access you will also be able to edit (cut, copy, paste) 

rename or delete any document. 

× Transferring Files and Folders from your Hard Drive to the Portal 

In File Manager: 

 Click the plus sign  next to άMy Computerέ. 

 Select /Ϸ ƻƴ Ψ/ƭƛŜƴǘΩ ό±Υύ, to open Windows Explorer on the PC or laptop you are using. 

 /ƭƛŎƪ ƻƴ ǘƘŜ άUsersέ ŦƻƭŘŜǊ. 

 Click on First Name, Last Name folder (a folder titled with your name) to open your 

documents. 

 Click on the folder where the file(s) you want to transfer are stored (i.e. Documents). 

 Navigate to the files you want to move.  

o Click and Drag the file(s) from your local hard drive to a Shuffler Portal drive:  

Á ¦ǎŜ ǘƘŜ άMy Documentsέ Ǌƻƻǘ ŦƻƭŘŜǊ if you are not going to share the file. 

Á ¦ǎŜ ǘƘŜ άGroups (W:)έ ŘǊƛǾŜ if the file(s) will be shared with a specific group. 

Á UǎŜ ǘƘŜ άPublic (X:)έ if the file(s) will be shared with everyone. 

Once the files are transferred to the hosted Shuffler Portal drive(s) you can file, move and arrange them 

according to your needs.  

 NOTE:  [ŀǊƎŜ ŦƛƭŜ ǘǊŀƴǎŦŜǊǎ ǿƛƭƭ ƎŜƴŜǊŀǘŜ ŀ ά/ƻǇȅέ ǿƛƴŘƻǿ that may take several minutes to complete 

(dŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƭƻŎŀƭ t/Ωǎ ŀǾŀƛƭŀōƭŜ internet bandwidth). 
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ANNOUNCEMENTS  
When you login you will see new announcements listed in red at the top of your screen as well as in the 
ά!ƴƴƻǳƴŎŜƳŜƴǘǎέ ƻōƧŜŎǘ ƻƴ ȅƻǳǊ Ƙome page. Announcements can be used as a method to 
communicate company news or announcements in a short memo form.  Announcements can be read by 
all team members or targeted to members of a specific group within the company.  
 

 
 
 

 

Announcements can be created by any user ǿƛǘƘ άǿǊƛǘŜέ ŀŎŎŜǎǎ to Announcements, usually company 

and/or group managers. Announcements can only be deleted by the originator of the announcement or 

by the Company Manager (all announcements show the date and time that it was posted as well as the 

name of the sender). 
 

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

 

New Announcements Tab: This is where newly created announcement are displayed. Announcements 

in this area will remain here until they are ƻǇŜƴŜŘ ŀƴŘ άMark(ed) as Oldέ.   

To mark an announcement as old click on the MARK AS OLD button located at the 

bottom of the opened announcement.  

Old Announcements Tab: This is where new announcements that are άaŀǊƪόŜŘύ ŀǎ hƭŘέ ŀǊŜ stored and 

displayed. 

× Creating an Announcement  
Announcement can only be created by users ǿƛǘƘ άǿǊƛǘŜέ ŀŎŎŜǎǎ ǘƻ !nnouncements. 

 Click on the down arrow  in the upper right hand corner of the Announcement object. 

 Click on NEW ANNOUNCEMENT.  

 Select the group(s) you want to send the announcement to. 

 Click NEXT. 

 Type in the subject of your announcement. 

 Type in the announcement you want to send. 

 Click FINISH to post the announcement. 
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× Editing an Announcement  

Only the originator of the announcement or a Company Manager can edit an announcement. 

 Open the Announcement you want to edit. 

 Click EDIT.  

 Select the group(s) you want to edit this announcement for. 

 Click NEXT. 

 Edit the announcement. 

 Click FINISH to post the edited announcement. 

× Deleting an Announcement  

Only the originator of the announcement or a Company Manager can delete an announcement. 

 Open the Announcement you want to delete. 

 Click DELETE.  

Shared Shortcuts  
Shared Shortcuts are files, folders and websites that are shared with the entire company and/or with 

selected groups within the company. Anyone in the company can use, read and/or download websites, 

files and folders that are shared, however, creating and editing can only be done if you have άwriteέ 

access to Shared Shortcuts.  NOTE:  In order to share a file or folder you must save or copy the file/folder 

to the άtǳōƭƛŎ ό·Υύέ ŘǊƛǾŜ located in File Manager>My Computer. 

× Create a Shared Shortcut for a File   

 Click on the down  ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ά{ƘŀǊŜŘ {ƘƻǊǘŎǳǘǎ άƻōƧŜŎǘ. 

 Click on CREATE SHORTCUT. 

 Choose to share your shortcut with All Users or with a specific group and click NEXT. 

 Select TO A FILE as the type of shortcut you want to share. 

 Click NEXT. 

 

 Highlight the file you want to share. 

 Click NEXT.   

NOTE: !ƭƭ ŦƛƭŜǎ ƛƴ ǘƘŜ άtǳōƭƛŎ ό·Υύέ ŘǊƛǾŜ ǿƛƭƭ ōŜ displayed in the ά{ŜƭŜŎǘ ŀ ŦƛƭŜέ window.  If you cannot 

find the file you want, make sure that it is saved in the File Manager άtǳōƭƛŎ ό·Υύέ drive. 

 Type in a display name for the shortcut or accept the default. 

 Click CREATE to post your shortcut. 
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× Create a Shared Shortcut for a Website  

When creating a short cut to a website, you will have the option of opening the shortcut on either 

ǘƘŜ άIƻǎǘŜŘέ ōǊƻǿǎŜǊ ƻǊ ǘƘŜ ά[ƻŎŀƭέ ōǊƻǿǎŜǊΦ  It is important to distinguish the difference between 

ŀ άlocalέ browser ŀƴŘ ŀ άƘƻǎǘŜŘέ browser.  NOTE:  The Website Shortcut browser defaults to the 

LOCAL browser. 

Hosted Browser: Refers to the Internet Explorer application that is launched within the Portal. 

Local Browser: Refers to the web browser application that is installed on your local PC or laptop. 

Shortcuts to websites where the user will be uploading or downloading data from the Company 

Portal ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ άIƻǎǘŜŘέ ōǊƻǿǎŜǊ ƻǇǘƛƻƴΦ    

Shared Shortcut to a Website  

 Click on the down   ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ά{ƘŀǊŜŘ {ƘƻǊǘŎǳǘǎέ object. 

 Click on CREATE SHORTCUT. 

 Select TO A WEBSITE as the type of shortcut you want to create. 

 Choose to share your shortcut with All Users or with a specific group. 

 Click NEXT. 

 Type in the website address that you want to share. 

 Select άhǇŜƴ {ƘƻǊǘŎǳǘ ƛƴ IƻǎǘŜŘ .ǊƻǿǎŜǊΦέ 

 Click NEXT. 

 
 Type in a display name for the website or accept the default name. 

 Click CREATE to post your shortcut. 

 

× Create a Shared Shortcut for a Folder  

 Click on the down  ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άShared {ƘƻǊǘŎǳǘǎ άƻōƧŜŎǘ. 

 Click on CREATE SHORTCUT. 

 Choose to share your shortcut with All Users or with a specific group. 

 Click NEXT. 

 Highlight the folder you want to share. 

 Click NEXT. 
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NOTE:  !ƭƭ ŦƻƭŘŜǊǎ ƛƴ ǘƘŜ άtǳōƭƛŎ ό·Υύέ ŘǊƛǾŜ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ǘƘŜ ά{ŜƭŜŎǘ ŀ ŦƻƭŘŜǊέ window.  If you 

Ŏŀƴƴƻǘ ŦƛƴŘ ǘƘŜ ŦƻƭŘŜǊ ȅƻǳ ǿŀƴǘΣ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ƛǘ ƛǎ ǎŀǾŜŘ ƛƴ ǘƘŜ άtǳōƭƛŎ ό·Υύέ ŘǊƛǾŜΦ 

 Type a display name for the shortcut or accept the default. 

 Click CREATE to post your shortcut 

  

 

× Remove, Organize and/or Hide a  Shared Shortcut  

Once Shared Shortcuts have been created, anyone has the option of organizing them on their home 

page by dragging them up or down in the list; for example you may want to organize your shared 

shortcuts alphabetically.  In addition, you have the option to hide any shared shortcuts that you do 

not personally use. 

 

Organize Shared a Shortcut  

 Click on the down  ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ά{ƘŀǊŜŘ {ƘƻǊǘŎǳǘǎέ object. 

 Click on ORGANIZE. 

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

 Click SAVE CHANGES when you are finished organizing a shared shortcuts. 

Hide or Unhide a Shared Shortcut 

 Click on the down  ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ά{ƘŀǊŜŘ {ƘƻǊǘŎǳǘǎέ object. 

 Click on ORGANIZE. 

 Click HIDE to hide a shortcut or UNHIDE to unhide a previously hidden shared shortcut. 

 Click SAVE CHANGES when you are finished hiding a shared shortcuts. 

Remove a Shared Shortcut 

hƴƭȅ ŀƴ ŜƳǇƭƻȅŜŜ ǿƛǘƘ άǿǊƛǘŜέ ŀŎŎŜǎǎ Ŏŀƴ ǊŜƳƻǾŜ ŀ ǎƘŀǊŜŘ ǎƘƻǊǘŎǳǘΦ 

 Click on the down  ŀǊǊƻǿ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ά{ƘŀǊŜŘ {ƘƻǊǘŎǳǘǎέ object. 

 Click on ORGANIZE. 

 Click on REMOVE to remove the shared shortcut. 

 Click SAVE CHANGES. 
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My Shortcuts  
My Shortcuts are personal shortcuts to files, folders and/or websites that can be created and displayed 
ŦƻǊ ȅƻǳǊ ǳǎŜ ŀƴŘ Ŏŀƴ ƻƴƭȅ ōŜ ŎǊŜŀǘŜŘ ƛŦ ȅƻǳ ƘŀǾŜ άǿǊƛǘŜέ ŀŎŎŜǎǎ ǘƻ ǘƘŜ άaȅ {ƘƻǊǘŎǳǘǎέ ƻōƧŜŎǘΦ  These 
shortcuts are not shared with other users within the company. 

× Create a Shortcut for a File  

 Click on the down  arrow in the upper left ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άaȅ {ƘƻǊǘŎǳǘǎέ object. 

 Click on CREATE SHORTCUT. 

 Select TO A FILE as the type of shortcut you want to create. 

 Click NEXT. 

 Select the drive where the file can be found (Public, Groups, LastName, FirstName). NOTE:  If 

you select LastName, FirstName as the drive also select the PERSONAL folder. 

 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. 

 Click NEXT. 

 Type in a display name for the shortcut or accept the default. 

 Click CREATE to post your shortcut. 

× Create a Shortcut for a Website  

When creating a short cut to a website, you will have the option of opening the shortcut on either 

ǘƘŜ άIƻǎǘŜŘέ ōǊƻǿǎŜǊ ƻǊ ǘƘŜ ά[ƻŎŀƭέ ōǊƻǿǎŜǊΦ  It is important to distinguish the difference between 

ŀ άlocalέ browser ŀƴŘ ŀ άƘƻǎǘŜŘέ browser.  NOTE:  The Website Shortcut browser defaults to the 

LOCAL browser. 

Hosted Browser: Refers to the Internet Explorer application that is launched with the Portal. 

Local Browser: Refers to the web browser application that is installed on your local PC or laptop. 

Shortcuts to websites where the user will be uploading or downloading data from the Company 

Portal ǎƘƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ άIƻǎǘŜŘέ ōǊƻǿǎŜǊ ƻǇǘƛƻƴΦ    

 Click on the down  arrow in the upper left hanŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άaȅ {ƘƻǊǘŎǳǘǎ άƻōƧŜŎǘ. 

 Click on CREATE SHORTCUT. 

 Select TO A WEBSITE as the type of shortcut you want to create. 

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

 {ŜƭŜŎǘ άhǇŜƴ {ƘƻǊǘŎǳǘ ƛƴ IƻǎǘŜŘ .ǊƻǿǎŜǊΦέ 

 Click NEXT. 

 Type in a display name for the website or accept the default name. 

 Click CREATE to post your shortcut. 
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× Create a Shortcut  for a Folder  

 Click on the down  arrow in the upper ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άaȅ {ƘƻǊǘŎǳǘǎέ object. 

 Click on CREATE SHORTCUT. 

 Select the drive where the file can be found (Public, Groups, LastName, FirstName). NOTE:  If 

you select LastName, FirstName as the drive also select the PERSONAL folder. 

 Navigate to the folder you want as a shortcut. 

 Highlight the folder. 

 Click NEXT. 

 Type a display name for the shortcut or accept the default. 

 Click CREATE to 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 want to organize your shortcuts alphabetically.  In addition, 

you have the option to hide or remove any shortcut that you no longer use.. 

 

Organize My Shortcut s 

 Click on the down  arrow in the upper ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άaȅ {ƘƻǊǘŎǳǘǎ άƻōƧŜŎǘ. 

 Click on ORGANIZE. 

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

 Click SAVE CHANGES when you are finished organizing a shared shortcuts. 

Hide or Unhide My Shortcut s 

 Click on the down  arrow in the upper ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ άaȅ SƘƻǊǘŎǳǘǎέ object. 

 Click on ORGANIZE. 

 Click HIDE to hide a shortcut or UNHIDE to unhide a previously hidden shortcut. 

 Click SAVE CHANGES when you are finished hiding a shared shortcuts. 

Remove a Shortcut 

 Click on the down  arrow in the upper left hand cornŜǊ ƻŦ ǘƘŜ άaȅ {ƘƻǊǘŎǳǘǎέ object. 

 Click on ORGANIZE. 

 Click on REMOVE to remove the shortcut. 

 Click SAVE CHANGES. 
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MY HELP DESK TAB 

The help desk tab contains open and closed trouble tickets and displays the number of open tickets, 

case number(s), status, date and time stamp, opened by and the technician it is assigned to.  You will 

also be able to open each trouble ticket to view details. 

The drop down list in the άaȅ IŜƭǇ 5Ŝǎƪέ object allows you to submit a trouble ticket by selecting 

άwŜǉǳŜǎǘ {ǳǇǇƻǊǘέ όSee HELP on page 25 of this manual for instructions to Request Support). 

 

Notes:  You can add additional notes to an open ticket by clicking on άNOTESέ ŀƴŘ then  ADD 

NOTE. 

Attachments:   Documents can be attached (i.e. a screenshot of an error message) to an open ticket by 

clicking on  άAttachmentsέ and then ADD FILE.   
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EMPLOYEE DIRECTORY TAB 

EMPLOYEE DIRECTORY 
This page contains a list of all users within the company that are registered with and using the Shuffler 

Portal.   

From the Employee Directory, you will be able to e-mail, shadow and send messages to other users in 
your company.  In addition, you will quickly see each ǳǎŜǊΩǎ status within the Portal. 
 

Status 

 ACTIVE:  ! ¦ǎŜǊ Ƴǳǎǘ ƭŀǳƴŎƘ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ άMy tǊƻƎǊŀƳǎέ ƻōƧŜŎǘ ǘƻ ǎƘƻǿ ŀǎ !ctive. 

 DISCONNECTED:  If a User logged out using the option to άdisconnect applicationsέ ƻǊ ŎƭƻǎŜŘ ǘƘŜ 

portal without closing applications, their status will show as Disconnected. 

 OFFLINE:  A User that has logged out of the Portal will show as Offline. 

Search and Sort 

You can easily sort by Name and Status or search for an employee within your company using the name 

of the person you are searching for.   

Search 

 In the Employee Directory click the  ƴŜȄǘ ǘƻ άbŀƳŜέ. 

 Type in the name or partial name for the employee you are searching for. 

 Click ENTER 

 The name(s) with the criteria you entered will show at the top of the Employee Directory list. 

Sort by Name 

 In the Employee Directory click the  ƴŜȄǘ ǘƻ άbŀƳŜέΦ 

 Highlight Sort by  and select the method you want to sort by: 

 

Sort by Status 

 In the Employee Directory click the  ƴŜȄǘ ǘƻ ά{ǘŀǘǳǎέΦ 

 Select the method you want to sort by: 
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× Send a Message  
NOTE:  In order to send a message to someone in your company they must be άActiveέ. Once a 

message is sent a user they will receive the message in a pop up window..   

 Click on the next to the name of the employee you want to send a message to. 

 Click on SEND A MESSAGE ǘƻ ƻǇŜƴ ǘƘŜ ά{ŜƴŘ aŜǎǎŀƎŜέ ǿƛƴŘƻǿΦ 

 Type in a message and Click  . 

The Message will appear as a pop-ǳǇ ǿƛƴŘƻǿ ƻƴ ǘƘŜ ǊŜŎŜƛǾŜǊΩǎ ǎŎǊŜŜƴ ŀƴŘ ǿƛƭƭ ŘƛǎǇƭŀȅ ȅƻǳǊ ƴŀƳŜ 

and message.  

× Shadow another User   
In order to shadow another user they must have a status of άActiveέ. Once you select shadow for a 

specific user, they will receive a message with a request to be shadowed.  Once permission is 

granted, you will be able to see and control the other ǳǎŜǊΩǎ applications for this session (this option 

is not always available). 

 Click on the next to the name of the user you want to shadow. 

 Click on SHADOW to reǉǳŜǎǘ ǇŜǊƳƛǎǎƛƻƴ ǘƻ άǎƘŀŘƻǿέ ǘƘŜ ǎŜƭŜŎǘŜŘ ¦ǎŜǊ (a window will appear 

on the recipients system requesting access).  

 

 

 

 Once permission is granted you will be able to control the ǊŜŎƛǇƛŜƴǘΩǎ session.  

 Click STOP SHADOWING ƻƴ ǘƘŜ ά{ƘŀŘƻǿ LƴŘƛŎŀǘƻǊέ ǿƛƴŘƻǿ to end the shadowing session. 
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PORTAL PAGE OPTIONS 
 

 

Your Shuffler Portal Page 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 down list that includes the 

following options: 

× Request Support/Submitting a Trouble Ticket:  Click REQUEST SUPPORT to open a window with a 

trouble ticket form used to report issues that are experiencing with the system.  Once you have 

filled in ALL information, click SUBMIT to send your request to the help desk for resolution. 

 

· E-mail address:  Enter an e-mail address.  This address 

will be used to keep you updated on the progress of your 

trouble ticket. 

· Phone number:  Enter a phone number where you can 

be reached if the help desk technician needs to contact you. 

· Problem description:  Enter a brief description of the 

issue you are having.  For example:  I receive an error 400 

message when I try to use Word. 

· Would you like to attach a file to this support request?  

If you would like to add an attachment select YES, if not select 

NO and click SUBMIT. 
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× Add an attachment to your trouble ticket by clicking YES ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴ ά²ƻǳƭŘ ȅƻǳ ƭƛƪŜ ǘƻ attach a 

ŦƛƭŜ ǘƻ ǘƘƛǎ ǎǳǇǇƻǊǘ ǊŜǉǳŜǎǘΚέ  Click SUBMIT and scroll down to άAdd a fileέ. 

 

Click ADD A FILE and the window below will open. 

 

 

 
 

 

 
A FILE ON THE NETWORK is a file that is stored in file manager 
on the network. 
  
A FILE ON MY COMPUTER is a file stored on your computer hard 

drive.  

Select what type of attachment you want to add click NEXT.  

 

 

 

IF YOU SELECT A FILE ON THE NETWORK a window will open 

with the different folders that are in the File Manager.  Double 

click the folder where your document is stored (in most cases it 

will be in a file titled with your last and first name); you may 

need to click on several more folders before you find your 

document. 

Highlight the document you want to attach and click ADD to 

attach the document to the trouble ticket. 

 

IF YOU SELECT A FILE ON MY COMPUTER a window opens enabling 
ȅƻǳ ǘƻ ά.ǊƻǿǎŜέ ǘƘǊƻǳƎƘ ǘƘŜ ŦƛƭŜǎ ŀƴŘ ŦƻƭŘŜǊǎ ƻƴ ȅƻǳǊ ƘŀǊŘ ŘǊƛǾŜ ŦƻǊ 
the document you want to attach.  Click BROWSE to open Windows 
Explorer. 

 
Double Click the folder where your file is 
stored; you may need to click on several 
folders before you find your document. 
 
Double click on the document you want 
to attach.  

 
 
 














