How to Create FAQs

1. Log into LibApps. A link is available at the bottom right of all FAQ pages. 
a. [bookmark: _GoBack]https://illinois.libapps.com/libapps/login.php?site_id=5977&target= 
[image: ]
2. Select Answers from the top of the menu, then select Create.
[image: ]

3. Change the content tab from Ticket to FAQ.
[image: ]

4. Select the group you would like the question to be in. The dropdown menu for RIS has General Information and Internal Staff FAQs. 
a. General Information – public 
b. Internal Staff FAQs – private and only visible when logged in
[image: ]

5. On this page you only put in the question. Do not write anything in the “Details” box below. To add the answer you must click Save Question and Continue. 
[image: ]
(Note: Ignore the “Helpful Tools” on the right side of the page. It’s available in case you would like to search LibAnswers for an existing question while you are writing a new one.)

6. On the next page, type in the answer. Assign keywords (they work like tags) if you feel there are any additional words that aren’t in the question or answer text that would help people find this entry. Assign only 1 topic.
[image: ]

7. To publish or unpublish an FAQ, click on Change Status at the bottom of the page. Only publish questions you are ready for patrons to see!
[image: ]

Questions? Contact Jody Ford (jlford3@illinois.edu) 
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