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Welcome @www.community.exchange.se.com

Schneider Electric Exchange Community was

created to find solutions, share knowledge and

engage with your peers and Schneider Electric

experts!

Today we count more than 30 000 members in

the community. Here, you can ask questions

through the forum, find technical information and

exchange with other experts.

With the Search Bar, access to all the

contents of the community through keywords.

You can choose the scope : all the posts of

the community, only articles from “Knowledge

Base” or find a registered user.

You can also refine your results by choosing

an advanced filter (location, labels, author,

date, type of post).
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Welcome @www.community.exchange.se.com

You can post a topic to ask a question or to get a 

piece of advice from the community members 

about a Schneider Electric product or service.

If you find a solution you can inform others about it 

by clicking « accept as solution ».

You can have information about an upgrade or read 

the latest news about a product or service of 

Schneider Electric. In general, articles are written by 

Schneider Electric Employees. You can give feedback 

through comments.

A collection of articles that

captures and organizes helpful community 

information. Each article contains lists of contributors 

and related links. Contributors could be community 

members who’s posts or comments are used in the 

article, authors who put the article together, or editors 

who reviewed or refined it. Your remarks can be 

chosen to complete an article.

Forum Blog / Stream Knowledge Base
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Getting Started

• Why should I register with the community?

• How do I register?

• How do I login?

• How do I join the Community?

• What if I Forget My Password?

• Get help
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Why should I register with the community?

What if you don’t register?

Your access will be limited! You will only be able to browse, search for information and read

posts. You won't be able to give likes, vote on ideas, interact with other community members, or

set customization preferences.

Post new 

messages and 

reply to other 

members' 

posts

Receive email 

when 

someone 

responds to a 

specific post 

or topic

Exchange 

private 

messages 

with other 

members

Personalize 

your 

community 

experience

Post 

comments on 

streams that 

don't allow 

anonymous 

comments
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How do I register?

Fill the registration forms2On Exchange.se.com home page, click on “Register now”1
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How do I login?

Enter your “Email” & “Password”2Click on “Log in”1

xx.xx@xx.com
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How do I join the Community? 

Access to the community1

Complete your profile2

Note: Some Communities require Advanced Access. In order to request access to those 

communities, please send email request to : exchange.support@se.com

More info in next slide 

Most people create

anonymous names for the

sake of privacy and to

help them feel more

comfortable participating.

Be creative, have fun with

it. No worries, you can still

change your username if

you feel like it.

Access to the Community/ Forum you want to participate3

mailto:exchange.support@se.com
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How to access the different communities?

Open communities

Closed communities

Visible and accessible to all users 

Visible to all users but the access is 

restricted until the access request is 

approved by the community owner
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What if I Forget My Password?

Click Having trouble logging in? at the bottom of the page
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Get help

Click on your Avatar at the top right, then 

click on Help to access the Help section
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My Settings

• How do I change the image (avatar) Next to My Name?

• How do I create a signature for my posts?

• How do I tell other community members about me?

• What is a Profile Card and how do I create one?

• What is my Friends List and how do I add people?

• How do I set my viewing preferences?
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How do I change the image (avatar) next to my name?

Changing your avatar is an easy way to personalize and humanize your digital identity

1. Sign into your community account

2. Go to My Settings > Avatars

3. Create a new avatar in one of these ways:

• Choose an avatar from the Community collection.

• Or use an image from your Image Gallery. You can 

only use this option if you have uploaded images that 

have been approved.
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How do I create a signature for my posts?

Your signature will appear at the bottom of your posts: you can use it for your daily quote, to promote your success story etc. 

To create your personal signature:

1. Sign in to your community account.

2. Go to My Settings > Personal Profile > Personal 

Information.

3. Enter your signature text in the Signature box.

Some communities let you use HTML in your 

signature. Check with a moderator if you have 

questions.

4. Click Save.
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How do I tell other community members about me?

You can tell other community members as much or as little about yourself as you want

To tell other community members about yourself:

1. Sign in to your community account.

2. Go to My Settings > Personal Profile > Personal Information.

3. Enter information about yourself in the Biography field. You can also 

enter your name, location, company info, and any other information 

you want to share.

4. Click Save.

By default, all community users can see this information.

To display your info only to people on your Friends List:

1. Click Preferences > Privacy notes.

2. Set show private information in profile to friends only.

3. Click Save.
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What is my Friends List and how do I add people?

Your Friends List is a way to create your own

community within a community.

Depending on your privacy settings, the

people on your Friends List can see your

biography, other personal information, or

online status. If you send private messages,

you can choose friends from a list instead of

typing their user names.

Note: You can remove a person from your

Friend's List by clicking "Remove from

Friends". Additionally, you can click

"Ignore" to prevent specific users from

contacting you.

1

2

3

4

The “Follow” feature was replaced by the Friends list 
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What is my Friends List and how do I add people?

The “Follow” feature was replaced by the Friends list 

You can easily view the activities of your friends and

anyone on se.exchange.com by going on their profile.

You can see their number of posts, likes and

solutions. You have also more details on the posts liked

by clicking on the arrow.

You can sort the topics by participation or latest

contribution.
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How do I set my viewing preferences?

Easily modify the default configuration

You can customize the look and behavior of the 

community in many ways, including time zone and 

language preference, text size, menu behavior, 

message order, and privacy settings.

To set your viewing preferences:

1. Sign in to the community.

2. Go to My Settings > Preferences.

3. Click through the various preference tabs and 

make the changes you want.

4. Click Save on each tab where you make 

changes.
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Searching

• How do I search for information?

• How do I filter search results?

• How can I search for post, people, knowledge articles?
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How do I search for information?

To search the Community, enter your search

in the search field and click Search. A page

of search results is displayed. Browse the

search results in the same manner you would

a message board.

To perform a more in-depth search, click the

Advanced link next to the Search button.

Here, you can limit your query to a specific

board, specific parts of the message (subject

vs. body), and other advanced parameters.
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How do I filter search results?

You can refine your search using one or more filters

(location, author, date).

Want to limit your search results to accepted solutions?

Click the Solved check box under the Metadata filter.

Want only the most recent results? Use one for the date

filters to see results for a day or a week ago.

You can also filter your results by individual authors or

members who have the same rank.

Most search filters work together to narrow the possible

results. For example, you can search for accepted

solutions in the last month. However, the filters for the

type of post work a little differently. If you choose

Forums and Streams, you see results from either

forums or streams (not results that are both

forum and stream posts).

Active filters appear at the top of the results list. To turn

off a filter, click the X to the right of the filter.
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How do I search for post, people, knowledge articles

You can search for posts, people and knowledge base articles at

any level of the community. When you type a search term, the

system automatically searches at the current level. For example, if

you're on the community front page, the system searches the

entire community. If you're looking at a forum or stream page, the

system searches that forum (and the associated knowledge base,

if any) or stream.

To search for posts:

1. Choose the scope of the search in the drop-down list to the 

left of the Search button.

Tip: You can enter the full search term, or use an asterisk as 

a wildcard in your search.

2. If you don't see the term you're looking for in the auto-suggest 

list, click Search to see the full search results.

When you get your search results, use the filters on the left side of 

the page to refine your results.
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Posts & Topics

• How do I start the topic / post a message in a Forum?

• How do I reply to a message in a Forum?

• How do I mention people in my posts / replies?

• How do I email content to a friend? 

• How do I recognize a new post or new replies?

• Where do I find unanswered topics?
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How do I start the topic / post a message in a Forum?

1. To to the board where you want to post.

2. Click the Start a Topic link.

3. In the Subject field, enter your message title.      

Tip: Make your subject clear and concise, as it's 

the only part of the message that shows up on the 

message-listing page.

4. In the Body field, type your message. Be sure to 

include all necessary details, especially for 

technical topics.

5. Format and spell check your message, as 

needed.

6. Click Submit Post



Page 26Confidential Property of Schneider Electric |

How do I reply to a topic / message a Forum?

Click Reply to respond to a particular post.

The Reply Message screen is similar to the Post Message screen, 

with these differences:

• When you reply to a post, the subject line is filled in 

automatically. You can change it if you want.

• You can paste the message to which you are replying into 

the body of your reply by clicking Quote Message.

Your reply is added to the existing thread. It won't create a new 

thread.
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How do I mention people in my posts / replies?

While writing your post or replying to a message, you 

can mention people directly in the body of the 

message. 

Tap @ and then start writing the username of the 

person you want to add to your post. 

Select the right person ; you have now mentionned a 

member. 
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How do I email content to a friend? 

If an article or a post may be interesting for your colleagues or friends,

you can share it by email directly from SE Exchange. 

1. Open the article or post desired, click on the 3 dots & select 

« Email to a Friend »

2. Enter the email of the person of your choice & personalize the 

email message if needed, 

3. Hit Send Email
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How do I recognize a new post or new replies?

New posts or replies can be easily identified with the red line on the left of the post & the bold text

When a topic is updated with replies, the red line appears next to the replies you didn’t read yet
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Where do I find unanswered topics?

To find the list of the unanswered topics of your 

preferred forum, just enter it and on the right column 

of the page, you will find the list at the bottom after 

the labels & top solution authors. 
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Bookmarks & Subscriptions

• How do I use bookmarks?

• How do I use subscriptions?

• How do I manage my email notifications? 
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How do I use bookmarks?

Bookmarks enable you to list community content (boards, articles, 

ideas, topics, or individual posts) on a special page so you can 

easily find it again.

To bookmark a piece of content:

1. Go to the item you want to bookmark.

2. To bookmark a location, choose (Location) Options > 

Bookmark.

3. To bookmark a specific post, go to the post and 

choose (Post) Options > Bookmark.

To view and manage your bookmarks:

1. Go to My Settings > Subscriptions & Notifications.

2. Click My Bookmarks.

You can click a bookmark to go to the item.

3. To delete a bookmark, click the check box for the bookmark 

and click Bookmark Options > Delete Selected 

Bookmarks.
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How do I use subscriptions?

Subscriptions let you get email updates whenever new content

appears in an area of the community that you're interested in.

You can subscribe to a board, a blog article, an idea exchange,

or any other location in the community. You can also subscribe

to a specific post.

To subscribe a piece of content:

1. Go to the item you want to subscribe to.

2. To subscribe to a location, click (Location) Options > 

Subscribe.

3. To subscribe to a specific post, go to the post and 

click (Post) Options > Subscribe

To view and manage your subscriptions:

1. Go to My Settings > Subscriptions & Notifications.

2. Click My Subscriptions to see a list of the items you've 

subscribed to.

You can click a subscription to go to the item.

3. To delete a subscription, click the check box for the 

subscription and click Email Subscription Options > 

Delete Selected Subscriptions.
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How do I manage my email notifications? 

Are you an email notifications person or do you prefer to keep your

notifications limited? Either ways, you can personlize your notifications

in your settings:

1. Go to your settings

2. Click on Subscriptions & Notifications > Notification Settings.

3. In the email notifications section, select for each action the type of 

notification to receive from the pick list 
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Knowledge Base

• What about the knowledge base?
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What is a Knowledge base?

A knowledge base is a collection of articles that captures

and organizes helpful community information. Knowledge

bases are great community resources for several reasons:

You can search for knowledge base articles or use special

navigation links that let you browse through the

community's knowledge bases.

After you find an article, you can add your comments and

maybe even edit the article (if you have the right

permission). If the article's publisher incorporates your

comment into a later version of the article, you'll get credit

as a contributor.

Each article contains lists of contributors and related links.

In Exchange, knowledge base will be populated trough 2 main sources:

• Knowledge base from SE.com available through a federative search 

and API (should be available in Q2)

• Posts / articles from community members leveraged as knowledge 

base articles (will need approbation)
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Blog

• What’s a Blog?
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What’s a Blog?

A Blog is an online journal written by one or

more authors. Blog articles usually appear in

reverse-chronological order, so you see the

most recent article first, followed by earlier

articles.

Some blogs have comments from readers,

which you can read by clicking the Comments

link at the bottom of the article.

Articles can today be posted only by a limited

group of publishers.

To become a publisher, please contact

support.exchange@se.com

mailto:support.exchange@se.com
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Image

• How do I insert an image in a post?
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How do I insert an image in a post?

You can insert images from your computer (this uploads the image to your gallery), from 

your image gallery (if the image has been approved), or from another location on the web.

Start a new post1 Click Photo in the editorial toolbar2

Choose one of the image source options and follow the on-screen instructions.3
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Accepted Solutions

• What is an Accepted Solution?

• How do I mark a message as a solution or revoke it?
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What is an Accepted Solution?

An Accepted Solutions is a way for you

to choose the reply that best answers a

question that you've posted.

When you accept a solution, both the

question and the solution get special

icons and links that take you directly

from the question to the answer.

An Accepted Solutions icon also

appears on boards and in search

results so you can see which

messages have solutions.

You can mark a solution as accepted

only for questions that you've

posted (you started the thread).

Community moderators can also

mark one of the replies to a message

as an accepted solution.
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How do I mark a message as a solution?

To mark a message as a solution,

click Accept as Solution on the reply.

To revoke an accepted solution, 

click Options > Not the Solution. 

You can choose another solution or leave the question unsolved
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Likes

• What are Likes? How do I give Likes or revoke them?

• How can I see who's given me Likes?
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What are Likes? How do I give likes or revoke them?

Likes is a content rating system that lets you vote for the messages you think are the most useful or important.

When you give likes to a message, you are giving a thumbs-up for good content and a pat on the back to its 

author.

Your likes help to boost the value of certain messages and enhance the reputation of their authors.

Giving likes is as easy as a single click, but the impact of likes ripples across the community.

You can give Likes to any posts in the community except 

your own.

To give likes to a message and its author, click Likes on 

the message.

If you change your mind about the quality of the 

message, you can revoke your likes.

To revoke likes you've given, click the Likes button 

again.
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How can I see who's given me Likes?

Want to know who thinks a message is good?  If you click on the number of likes on a post, you can see who liked it. 
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Tagging

• What is a tag? How do I tag?
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What is a tag? How do I tag?

A tag is a single keyword or phrase that describes the topic, theme, or subject of a

post. You can add as many tags as you want and so can other community members.

For example, in a post about a mouse, you might add these tags: mouse, USB mouse,

optical mouse, wireless, DPI.

Be sure to use commas between tags.

Tagging is a way to help other users

discover interesting posts. It's also a way to

organize content in the community that you

think is related.

When you apply tags to a post, you add to

the value by providing another way for

people to find it.

1

2
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Labelling

• What are labels?

• How do I add a label to my post?

• Who can create labels?

• How do I subscribe to a label?
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What are labels?

Labels are used within a community to help categorize articles in a variety of discussion styles; forums, blogs, Q&A, ideas, TKBs. 

Labels enable you to categorize the content you write based on the themes or content in the article. 

For example, for Industry Automation and Control Community, following labels are available:

Unlike tags, labels are created by the Community Admin and typically 

controlled for consistency and need. 

Authors must choose/apply labels from a pre-defined list for the node 

in which the article appears. 

Tags are more freeform and can be created by authors.
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How do I add a label to my post?

In the Labels field, start typing the label or choose one from the list. 

If you add multiple labels, you must separate them with commas.
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How do I subscribe to a label?

From a particular post with a label, click on the label to filter by that label. 

(You can also do this from the labels component.) → Click Subscribe.

Note: The community users can configure their own subscription settings under My Settings > Subscriptions and 

Notifications > My Subscriptions and My Settings > Subscriptions and Notifications > Notification Settings.
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Private messenger

• What is the Private Messenger?

• How do I send a private message?
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What is the Private Messenger?

Private Messenger enables you to send private notes to other community members. Private Messenger has two big advantages over

email:

• You don't have to know the other member's email address to send the note. (Also, you don't have to reveal yours.)

• You can read and send private messages without leaving the community, making it easy to a quick conversation with another 

community member.

To use the Private Messenger, you must be registered and signed in. 

You'll see a Private Message icon at the top of your page. 

If you have any new messages, you'll see the number of unread 

messages next to the envelope icon.
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How do I send a private message?

Click New Message

Enter the recipient's name in the Send to area

Enter the subject for the message in the Message Subject area 

Type the reply in the Message Body editor

Click Send Message




