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Frequently Asked Questions (FAQs)

With the FAQ Module You Can:

 Organize FAQs by category

 Provide necessary information, links and documents to reduce phone calls and foot traffic

 Change the order and placement of FAQs on a page

 Set FAQs to auto publish/unpublish

 Place the same FAQs Categories on one or more related pages

Section 1:  Creating/Adding a Category
Note: Only System Administrators and Owners can add FAQ Categories

Feature Column
View

Module View
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Access the FAQ Module

1. Log in to the Admin side of the website.

2. Select Modules > Modules > FAQs (Fig. 1-1).

3. Select the Add Category . (Fig. 1-2)

(Fig. 1-2)
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Fig. 1-3

4. Category Name  – A red asterisk indicates this is a mandatory field.

5. Start Display  – The default is blank and indicates the FAQ will be available immediately upon publication. Enter 

a display date to auto-publish the category.

6. End Display  – The default is blank and indicates the FAQ will remain published until unpublished manually. 

Enter an end display date to auto-unpublish. 

7. Number to Display – The default is three and indicates the maximum number of FAQs allowed to display on a 

related pages.

8. Show Archives – Leave as default.

9. Permissions – Setting permissions at the category level is suggested.

 View – May view the live side only

 Author – Submit new items, modify/delete unpublished items

 Publisher – Publish new items, modify/delete unpublished items, modify/unpublish published items and 

publish/reject submitted items

 Owner – Publish new items, modify/delete unpublished items, modify/unpublish published items, 

publish/reject submitted items, create/modify categories and assign category permissions

 System Administrator – Automatically has rights to all of the above.

10. Select from the following options to complete adding/creating category:

 Cancel  – Will delete what you’ve done

 Save – Will save the work as an unpublished draft

 Save & Submit  – Will save the work as an unpublished draft and notify a publisher that it is ready for review 

(option is viewable by authors only)
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 Save & Publish  – Will save the work and publish it for viewing
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Section 2: Publishing a Category

Access the FAQ Module

1. Log in to the Admin side of the website.

2. Select Modules > Modules > FAQs .

3. Find a category under Unpublished  Categories.

4. Select Choose an Action > Publish  (Fig. 2-1).

Fig. 2-1

Note: A category must be published and have at least one published question to show on the live side. If it still doesn’t show, check that it has 

been related to the proper page(s) and that the feature column is turned on.
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Section 3: Adding a FAQ

Access the FAQs Module

1. Log in the Admin side of the website.

2. Select Modules  > Modules > FAQs

3. Find the category you want to add the FAQs to.

4. Select Choose an Action  > Add Item . (Fig. 3-1)

Fig. 3-1

Question  – Enter in the question for that category

Answer  – Enter in the answer for the question. Remember to answer your question as completely as possible. 

Include a phone number, email address or website address if possible. 

Show Additional Details – Click on the Show Additional Details to display the options below. (Fig. 3-2)

Link – Web Address  is the website you would like to include with your answer. Display Text  is the word that will

be clickable to go to the website you entered in for the Web Address field.

Display – Starting On  is the date you would like this FAQ to display on the public side. Stopping On  is the date 

you would this FAQ to come off and unpublish itself from the public side. 

Show Archives – Leave this set to the default setting.

Fig. 3-2
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5. Select options to complete adding/creating a FAQ

Cancel  – Will delete what you have done

Save – Will save the work as an unpublished draft

Save & Submit  – Will save the work as an unpublished draft and notify a publisher that it is ready for review 

(option is viewable by Authors only)

Save & Publish  – Will save the work and publish it for viewing

Section 4: Modifying a Category

Access the FAQ Module

1. Log in to the Admin side of the website.

2. Select Modules > Modules > FAQs.

3.  Find the category you want to modify.

4. Select Choose an Action > Properties .

5. Refer to Section 1, steps 3-12 to complete modifying a category.

Section 5: Deleting a FAQ

Access the FAQs Module

1. Log in to the Admin side of the website.

2. Select Modules > Modules > FAQs.

3. Find the category that contains the FAQ you want to delete.

4. Select Choose an Action  > View List .

5. Find the link that you want to delete.

6. Select Choose an Action >  Delete .
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Section 6:  Deleting a Category
Note: All questions in a category must be unpublished and deleted before you can delete the category.

Access the FAQ Module

1. Log in to the Admin side of the website.

2. Select Modules > Modules > FAQs .

3. Choose a category.

4. Select Choose an Action > View List . This will take you to the list of questions in the category.

5. Unpublish, then delete each question in the category (Fig. 6-1).

Fig. 6-1

6. Select “OK” on the dialog box that says, “Are you sure you want to delete this question?”

7. Select the button labeled “Back” next to the “Add Question” button (not the Internet browser Back button) to 

return to the category.

8. Find the category.

9. Select Choose an Action > Unpublish .

10. Once the category is unpublished select Choose an Action > Delete .

11. Select “OK” on the dialog box that says, “Are you sure you want to delete this topic?”
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Section 7: Live Edit

Access Live Edit

1. Log in to the Admin side of the website.

2. Select the Modules by selecting Modules  > Live Edit >  FAQs icon.

3. By selecting the FAQs via the Live Edit button, this will flip you to the public side of the FAQ Module. At the 

top of the page you will see a menu called Live Edit . This will allow you to Enable the Live Edit via the Enable 

Live Edit  option.

Section 8: Adding a FAQ Using Live Edit

Access Live Edit  (See Section 7 for steps )

1. Find the category you want to add your FAQ.

2. Select the KAM icon and select the Add Item button (Fig. 8-1).

3. Follow steps 4 to 5 in Section 3 for information about the fields.

Fig. 8-1
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Section 9: Editing a FAQ Using Live Edit

Access Live Edit  (See Section 7 for steps )

1. Find the FAQ you want to edit.

2. Select the KAM icon to display your editing options (Fig. 9-1).

Modify  –Change the text in the questions and/or answer, change the link information and/or change the display 

dates.

Move – Click the arrows up or down to change the order of the questions.

Copy Link  – Will copy the URL of this question to use to make hyperlinks in other areas.

Copy – Will allow you to copy and make changes, if necessary, and put it in another category.

New Item  – Will allow you to create another FAQ item below the FAQ you clicked on.

Unpublish  – Will put the FAQ in a draft status on the Admin side and not display it on the public side.

Archive  – Will archive your FAQ.

Fig. 9-1




