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Self Service Portal User Guide 
 
Document Version 1.1 
 
Copyright Bottomline Technologies Europe Ltd June 2009 
 
All Rights Reserved 
 
Information in this document is subject to change without notice and does not represent a 
commitment on the part of Bottomline Technologies.  Bottomline Technologies makes no 
warranties with respect to this documentation and disclaims any implied warranties of 
merchantability or fitness for particular purpose. 
 
No images or parts of images within this documentation, may be permanently copied or 
reproduced. Use of the information within this manual, modification, distribution, or republication 
without Bottomline Technologies’ prior written consent is strictly prohibited. 
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The purpose of this document is to guide users through Bottomline’s self service portal. 
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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 

 
 
Click on the link ‘Self Service Portal’  
 
You will be directed to the login page. 
 

 
 
 
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. 
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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 a Case  
 
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. 
 

 

 


