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The purpose of this document is to guide users through Bottomline’s self service portal.

Contents

1. o] o<1 SR 3
001 O U PRSPPI 3
2 o T |1 == o = PSR 3
R T o [0 = = Vo = PSP 4
P2 1o IS 11T o PRSP 5
R F 10T - T 5> T 6
A, VW CBSES it iitiii e itieee e ettt e e ettt e e ekttt e e e ettt e e e ettt ee e e etbe e e e e ek be e e e e abbeee e ek be e e e e b be e e e e anbeeeeeanaeeeenan 7
5. Interacting with Bottomling SUPPOIt.........coiieiiiiiie e 8
5.1. Add comments / attaChmeENtS.........ccoooiiiiiiieee e 8

Bottomline Technologies Europe

115 Chatham Street, Reading, Berkshire RG1 7JX UK
tel +44 118 925 8250 fax +44 118 956 9990 web www.bottomline.co.uk 2 of 8 pages

Registered in England No: 1911956



% ottomline Technical Documentation
»# lechnologies.

1. Access

1.1. URL
The Bottomline self service portal is accessed at the following location
www.bottomline.co.uk > Support > Self-Service Portal

1.2.Login Page

Customer Success | Products | Professional Services | Support | Mews & Ewents | Partners | Inwestars § About | Contact

-
‘% BO“'OI'I'IIII'IE Support Ovendew = = _ T
EV IE'C}J?EOJO .t,’.f Document Bacs Payments; Banking & Financial
gres. Management Bacs Software [JERIEEIUENERE] e MEER .

Froduct Updates

Knowmledge Basze
Training

Formscape Self
senvice Partal

ne thinking.

* Helping the world's leading
Banks and corporations transform
their financial operations.

Wihich Bottomline Solution is right for you? | Please Select =1 | P2P Automation Latest Events Blobal Sites: [ (Flease select) 2]
Click on the link ‘Self Service Portal

You will be directed to the login page.

%, Bottomline Self Service Portal
N4

Botfomline
Technologies

Welcome to the Bottomling Self Service Login Page. Pleaze enter your user name and password below. To request a new user name or password, please call 0870 081 8250

User Hame: Iandrews

Password: ||

Enter your user name and password that has been issued to you by Bottomline Technologies.
Click ‘Login’.
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1.3.Home Page

You will now enter the Self Service Portal Home page. On the home page you can see both your open
cases and the top five solutions provided by Bottomline Technologies.

The following sections describe each of the features available through the portal.

Bottomline Self Service Portal

Botfomline
Technologies

[Tl Find Solution View Cases | Logout
Hi Andrew

Thank you for visiting the Bottomline Technologies Self Service Portal. Use this portal to browse our knowledge base or to log and monitor the progress of your support incidents. All priority 182 cases will be
responzed to within one hour of the case being logged

Logged in: Andrew Scarborough from Bottomline Technologies Europe Lid.

Title
1 Contact information for BACSIP Banks:
2 What are the connectivity options for BACS (voca)
Problems loqqing in to WS3. [E opens another window closes
Number Subject Created Date
00216759 Printer don't work 1711112005 10:18
00215131 Password Reset 20/10/2005 17:35

PRSIl @1]1:\: TCE

Bottomline Technologies Europe

115 Chatham Street, Reading, Berkshire RG1 7JX UK
tel +44 118 925 8250 fax +44 118 956 9990 web www.bottomline.co.uk 4 of 8 pages
Registered in England No: 1911956



Technical Documentation

2. Find Solution

Use this feature to search through Bottomline’s knowledge base. You maybe able to find the solution
to your problem / question without even having to contact Bottomline.

There are two ways to search for solutions

1. Enter the key words relating to your problem / case into the ‘Search for’ box. To refine the search,
select a product category and then press ‘Find Solution’.

2. Browse the solution categories by pressing the links that are displayed on the screen.

Once you have found the solution you are looking for this can be printed in a hard copy format by
pressing Related attachments can also be downloaded.
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3. Log acCase

If you need to log a support incident, press the tab ‘Log a case’ at the top of the screen. The screen
below will appear.

Enter the fields displayed on the screen and then press ‘submit’.
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4. View Cases

When a case has been submitted, the case number and details will appear on the screen. The case
number should be used in all communication with Bottomline.

By pressing the ‘View Cases’ tab, you can see a complete list of all open cases raised by yourself and
Bottomline. The Closed Cases button also gives you the ability to see a history of all closed cases in
the same format.
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5. Interacting with Bottomline Support

The self service portal is designed to allow you not only to log cases but also monitor the progress of
them and interact with Bottomline’s support department. There are three basic features that you can

use to facilitate this:

Bottomline support can attach recommended solutions to your case
Adding comments (both yourself and Bottomline can do this)
Adding attachments (both yourself and Bottomline can do this)

5.1. Add comments / attachments

To add comments, or attachments to help resolve the case, press the ‘Add comment’ or ‘Add
Attachment’ buttons and then follow the instructions displayed on the screen.
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