
The following is a set of instructions for the administration user of the Prospects FAQs system.

To login to the administration pages of your Prospects FAQs system access the URL you have been provided and use 
the login details that you have been provided with. Once logged in you will see the admin homepage below. From 
here you can carry out all of the necessary tasks to administer the Prospects FAQs system.

The admin system is broken 
down into menus for each of 
the tasks associated with the 
FAQs system.

The first thing to do once you 
receive the Prospects FAQs 
system is to create users for 
all of the admin staff of the 
system. This is done by 
selecting ‘Create a new user’
the User Management menu

This will bring you to the 
screen below. Fill in the 
necessary fields including 
Name (this is the full name of 
the user) and the username 
and password. Select whether 
the user is admin or not. An 
admin user is able to create, 
edit and delete items in the 
FAQs system.

You can view, edit and delete an existing user by selecting  it 
from the User management menu. You can view and edit the 
details for that user by selecting their name.

You can return to the Main Menu or logout at any point by 
clicking the link at the bottom of the page.

Creating a User



FAQ Category Administration

All FAQs that are added to the system must be 
associated with at least one category, so before 
any FAQs can be created, at least one Category 
must be added to the system. To do this select 
‘Create a new FAQ category’ from the FAQ 
Categories menu. This will bring you to the ‘Add 
Category’ menu below. Enter a suitable category 
name in the box provided and click ‘add 
category’ to save. Categories are used by the 
user to search FAQs by category i.e. everything 
that may be relevant to a particular subject

If you wish to edit or 
delete existing 
categories you can 
do this by selecting 
‘View, edit or delete 
existing category 
from the FAQ 
Categories menu on 
the Main Menu. This 
will bring you to the 
menu below. To edit 
a particular category 
select it from the list.

You can then edit or delete that category.

You can return to the Main Menu or logout at any point by 
clicking the link at the bottom of the page.



FAQ Administration

Once you have created at least one FAQ 
category you can begin to add FAQs. This is 
done by selecting ‘Create a new FAQ’ from the 
Frequently Asked Questions menu. This will 
bring you to the add FAQ screen below.

- Question - type in the full question. This will be 
displayed to the client when they view the full FAQ

-Question summary - either type in the full 
question or summarise the question. This will be 
displayed to the client when they undertake an 
initial search or browse of the catalogue of 
available FAQs.

- Answer - type in a brief answer

- URLs - If you want to refer your client to 
additional information, select which URLs you 
want to display with the FAQ. You may choose 
more than one FAQ.

- Show on website -If you want to display the 
FAQ immediately select ‘yes’. If you just want to 
keep the FAQ in a private archive, then select 
‘no’.

- Categories - choose which category or 
categories you want to group this FAQ into.

- Click ‘Add FAQ’ to save

You can edit and delete existing FAQs by selecting ‘View, edit or 
delete an existing FAQ’ from the Main Menu. Once you delete an 
FAQ in this section it will move to the Deleted FAQs section (*1
above) where it can be viewed or permanently deleted.

*1



FAQ URLs

FAQ URLs is a database of URLs held within the 
FAQs system that can be included in the answer 
to FAQs to provide links to further information or 
useful websites. 

To create FAQ URLs select ‘Create a new URL 
from the FAQ URLs menu on the main menu, 
this will bring you to the add URL Screen below.

To create a new URL enter the 
URL description (this is what the 
URL will appear as to users of the 
system) and the URL address. 
The URL address is not displayed 
to the user

You can edit and delete existing 
URLs by selecting ‘View, edit or 
delete an existing URL’ from the 
Main Menu. Selecting that link will 
bring you to the menu below.

You can edit the URL by clicking the title of that URL, 
this will bring you to the menu on the right.

You can return to the main menu at any time by 
selecting the link from the bottom of the page.



Other Functions Overview
There are a number of other functions 
within the FAQs software. These are 
fairly self explanatory and so not gone 
into in great detail here.

Number of FAQ accesses – Lists all of 
the FAQs on your system and how 
many times they have been accessed

Feedback from Clients – Allows you to 
view all of the feedback collected for 
each of your FAQs. This can be 
viewed for all of the FAQs or 
individually. An example of feedback 
can be seen below.

FAQ Suggestions by Careers Advisers –
This lets you administer suggestions made 
by advisers of your FAQs system.

View FAQ Front End – This lets you view 
the client facing pages of the FAQs system.

Access Advisor Pages – Allows you to 
view the admin pages as viewed by the 
advisers on the FAQs system i.e. those who 
do not have admin rights

View Statistics – Allows you to view a 
comprehensive breakdown of statistics for 
the FAQs on your system. See below for a 
screenshot of available MIS (management 
information statistics).



User Facing Screens

This page shows a number of the 
user facing Screens. To the right 
is the FAQs homepage. You can 
see that FAQs can be searched by 
category, keyword or a 
combination of category and 
keyword for very specific FAQs 
searching 

The screen to the left shows the 
category search results, with all 
the FAQs within that particular 
category returning in the search 
results

The page to the right shows the 
actual FAQ with the answer 
together with the useful links 
(which is taken from the URLs 
database).

Below this you can see the 
feedback section where the user is 
given the opportunity to rate how 
helpful that particular FAQ was


