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1 Welcome to Community 
Welcome to the Trapeze UK Support Community, a place where you can easily find solutions 
and ask questions.  
 
Once Trapeze Customer Care have enabled your Community access, you will receive an 
email detailing your user name, and a link asking you to change your password at first login.  
 
Should you experience any issues with any of the functionality listed in this document, this 
could be a browser issue. To achieve the best look and functionality, Google Chrome is 
recommended, so please just do check your browser settings prior to logging a Case in 
terms of the community functionality. 
 
Once you have logged into Community, you will see the following screen. From here, you 
can navigate to all aspects of the Community site. 
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2 How to log a support case 
To log a case, select ‘Contact Trapeze Support’ from the home page. 

 

Complete the form as required. The fields marked with an asterisk are mandatory fields, so 
these must be completed or you will be prompted to complete them. You can add 
attachments to Cases – simply press the ‘Add Attachment’ link and proceed accordingly. 
Once all details are correct, hit the ‘Submit’ button. 

 

 

To cancel, simply select the Home icon. 
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Note – In the first field labelled Product (Community), you need to type the name of the 
product that you wish to raise a case against. The list of products that are enabled for your 
account are shown in the table at the top of the page. For example –  

 

 
You can also submit a Case via the various other tabs through the ‘Create Case’ link, as per 
screenshot below from the My Open Cases page:  
 

 
 
…or even through the ‘Contact Support’ option from your profile. 

 

 

Once you hit ‘Submit’ on a Case, you will be taken to a summary page.  
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You can make additional Case comments by clicking the ‘New’ button in the ‘Case 
Comments’ section of the case.  

 

2.1 How to view your support cases 
 

To view your open support cases, click on the ‘My Cases’ link from the top menu. The 
following screen will display both ‘My Cases’ (cases that are raised against your user 
account) and ‘My Site Cases’ (all cases raised against your business account).  

 

 

From here you can see all currently open and closed cases against your account, and using 
the ‘Contact Trapeze Support’ button at the top of the page, you can raise a new support 
case.  

You can change the column ordering by clicking the ‘view all’ button, at the bottom of each 
list. From there you can click on the header of the column that you wish to order.  
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Once you have decided on an order, you can click back on the ‘My Cases’ button on the top 
navigation bar, and the new case order will have applied.  
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3 Search function 
At the top of the Community portal, you will find the search bar.  

 

Enter key words of your choice to return all available results in the Discussions, Articles 
and Cases sections of Community.  

 

 

 

This is a great way of searching the extensive knowledge base for your Trapeze product.  
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4 Ask the Community 

From the Community homepage, you can post a discussion question by clicking the 'Ask The 
Community' button. Discussion questions are available for all Community users to read and 
comment. They are a great forum for collaboration.   

 

 

 

Note – Trapeze monitor all discussion posts within Community, and hold the right to 
remove any customer comments as required. Please ensure that you do not post any 
sensitive information (usernames/passwords etc) that could potentially compromise your 
system security.  
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5 Resources 
From the top menu, you will find the Resources link -  

 

From here, you can download documentation for your Trapeze product, including user 
manuals, release notes and help guides.  
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6 Webinars 
From the top menu, click on the Webinars link -  

 

Within this area of the Community portal, you will find an archive of our webinar 
presentations, across various product areas.  
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7 Services Catalogue 
From the top menu, click on the Services Catalogue link -  

 

This will open a new tab in your web browser, and direct you to the external Trapeze 
Services website. This catalogue offers a single home for information regarding all the 
services we offer.  
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8 Your profile 

8.1 My Profile 
My Profile presents you with some system data Trapeze UK holds. If any of this 
information is incorrect, please contact Trapeze support via the method show in 
section 2 of this document 

8.2 My Settings 
You can change your Community password by clicking on My Settings. This area 
also allows you to toggle your Community notification settings  

8.3 My Account 
My Account shows your company detail. If any of this information is incorrect, 
please contact Trapeze support via the method show in section 2 of this document 

8.4 Contact Support 
Contact Support directs you through to the support case creation page 

8.5 Logout 
To log out of the Community website 

 


