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Account and Contact Information 
 
Creating a User name and log in 
 
1. Invitation email – Click on here 

 
 

2. Viewing the redeem invitation page.  Click Register  

 
 

3. Complete the registration page by inputting a Username and 
Password. Then Click Register 

 
 

https://shibauracsportal.powerappsportals.com/
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4. Once registered visit please visit the portal website at 
https://shibauracsportal.powerappsportals.com  to confirm 
your email address.  Select your name in the upper right 
corner, then click Profile. Then Click Confirm Email. 

 
 

5. Upon clicking the Confirm Email button, you will receive an 
email containing a link to verify your email address. Please 
Click the Complete Registration link in the email to finalize the 
confirmation process.  

 
 
 
 

https://shibauracsportal.powerappsportals.com/
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How to see your profile information 
 

1. Select your name in the upper right corner, then click Profile 

 
 

2. You can view and change your contact details.  If a change is 
made, click Submit for the new information to be saved.  
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How to change your E-Mail address 
 
1. Select Change E-Mail  

 
 

2. Input new E-Mail address, then click Change and confirm email 
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How to change your password 
 
1. Select Change Password 

 
 

2. Input Old Password, New Password and Confirm Password, 
then click Change password.  
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Sorting and Seach Functionality 
 

Blue column headers provide sorting capabilities 
 

1. Click on blue column headers to change how the data is sorted 

 
 

Blue characters provide a link to additional data  
 

1. Click on the blue link to see the case details 

 
 

How to filter the data using the search windows  
 

1. In the search window input the characters you would like to 
use to filter the data.   Use an * before or after as a wild card, 
then click the magnifying glass to view the results.   
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Navigation Tabs 
 
Navigation tabs at the top of the page direct you to the different 
areas of the portal  
 
1. Click on any of the tabs to be directed to that area. 

 
Home 
Assets (Machines) 
Cases 
Quotes 
Work Orders 
Sales Orders 
Order Tracking 
Invoices/Credits 
Portal Comments 
User Information 
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Assets (Machines) 
 
Asset List - Provides a list of all your assets including; machine 
model, serial number, manufacturing number (if appropriate), 
warranty information, your machine name and plant/building  

 
 
How to input your machine / building naming conventions 
 
1. Click on the appropiate asset to see the Edit Asset page 
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2. Fill in the appropiate Customer Machine Name and 
Plant/Building fields with your naming conventions 

3. Click on Submit and the bottom of the page to save the 
updated data. 
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How to create a case from an asset 
 
1. From the edit asset page, Click on the Create button. 
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2. From the Open a New Case form; Input a Case Title, select a 
Cast Type, Priority, Complete the description, the asset will 
automatically be selected, however you can change the 
Contact if necessary.  Once all the information is completed, 
click on the Sumit button at the bottom of the page.  
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Cases 
 
How to see Active, All and Resolved case views 
 
1. Select between the different views to see Active, All and 

Resolved cases  

 
 
How to create a new case 
 
1. Click on the Create a Case button to open the New Case form 
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2. From the Open a New Case form; Input a Case Title, select a 
Cast Type, Priority, Complete the description, select the asset if 
necessary and change the Contact if necessary.  Once all the 
information is completed, click on the Submit button at the 
bottom of the page.  
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How to reopen a resolved case 
 
1. If a case has been resolved (closed) it can be reopened by, 

clicking  on the Reopen Case button 

 
 
How to make a Portal Comment  
 
1. If you would like to ask a question or make a comment 

regarding the case, click the Create button next to the Portal 
Comments section, input your message in the window, then 
click Submit 
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Quotations 
 
How to see active or recently expired quote views 
 
1. Select between the different views to see Active, Accepted and 

Quotations which have expired in the Last 30 days.  

 
 
How to see the Quote details 
 
1. To see more information related to the quote, click on the blue 

Case Title link.   

 
 

2. In the Quote Details page you can find more information 
related to the quote, click on the blue Case Title link.   
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Work Order 
 

How to see active or completed Work Order views 
 

1. Select between the different views to see Active, Completed, 
Canceled or All Work Orders.   

 
 

When is a field service tech is scheduled to be onsite 
 

2. By selecting a work order number you can see the details. Here 
you can see when a field service tech is scheduled to be onsite.  
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Sales Orders 
 

How to see active or Delivered Sales Order views 
 

1. Select between the different views to see Active and Delivered 
Sales Orders 

 
 

How to see the Sales Order details  
 

1. To see more information related to the quote, click on the blue 
Sales Order ID # link.  

 
 

2. In the Order Details page you can find more information 
related to the quote, click on the blue Case Title link.   
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Order Tracking 
 
How to look up Tracking Information of a part 
 
1. Each item sold is an individual line item.  This allows you to 

utilize the search function to look up by part number, 
description, Sales Order #, your PO # (Customer Reference).   

 

 
 

  



    21 

 

Invoice/Credits 
 

How to see invoice information 
 

1. Select between the different views to see Open, All, Processed 
(Settled) Invoices 

 
 

2. To see more information related to the Invoice , click on the 
blue Customer Reference (PO) link.  

 
 



    22 

 

Portal Comments 
 

Portal comment notifications 
 

1. If there is an unread message, you will see the notification 
number listed in the header next to Portal Comments tab. It 
will also inform you of how many comments are waiting for 
your review.  

 

 
 

2. When opening the Portal Comment tab, all unread comments 
will be listed and provide you the ability to go directly to the 
case by clicking on the link.  Only after viewing the comment in 
the case will the notification be removed. 

 


