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Introduction. 
 
The “FAQ” (Frequently Asked Questions) module allows you to place an FAQ list onto 
your website and update it quickly and easily. 
 
 
 
Adding An FAQ 
 
Login to your account as usual and click on Pages. 
 

 
 
 
Enter a Title: FAQ 
 
In the Type drop down menu select FAQ Baker 
 
Click on the Add button 
 
The Modify Page window opens. 
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Click on Settings 
 

 
Header:  Enter here the text you would like to see at the top of the page.  We 
suggest “Frequently Asked Questions” 
 
Footer:  Insert here the text that you would like to see at the foot of the page.  We 
suggest “Please contact us if you cannot find the answer to your question” 
 
Do not change anything in the other two boxes. 
 
Click on the Save button. 
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Click on New Category 
 

 
 
Enter the name of a category. 
 
We suggest that you create a category for each area in which the Council is involved 
AND where it’s not involved and then it will be easier for people to search and for 
you to administer. 
 
Obvious categories are “General”, “Planning”, “Burial Ground”, “Village Hall”, 
“Allotments”, “Playgrounds”, “Commons/Open Spaces”, “Report Problems” etc. 
 
A good FAQ can save a clerk many hours answering telephone calls from people who 
want basic information. 
 
If you don’t manage the Village Hall create an FAQ category which directs people to 
the appropriate person.  If you don’t have any allotments create an FAQ which states 
just that! 
 
This is how your category list will appear. 
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To add an FAQ click on Add Question & Answer. 
 

 
 
Click on the Category drop down menu and select Burial Ground” 
 
Now insert the question in the Question Text Box “Can I be buried in your burial 
ground” 
 
Enter the answer in the main text box and if required you can add a picture, table or 
hyperlink.  If the answer already appears elsewhere on the website, perhaps in the 
Burial Ground Regulations, create a link to the document. 
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When you’re happy with your FAQ click on the Save button. 
 
 

 


