
 
 
CMS User Guide 
Managing students & content on the website 

 

Introduction 
 
This document is for LLSOM staff members who would like to understand how the website 
application process works and how to carry out common tasks in the CMS. 
 
If you still need assistance, please contact Robbie via email: robbielewis@me.com  
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Application process 
All students must sign up via the website: 
https://www.lisalashesschoolofmusic.com/apply-now/ 
 
When a student completed the application form, three things happen: 
 

1. The student receives an email asking them to fill out more information using the 
following form: 
https://docs.google.com/forms/d/e/1FAIpQLSf0tNCyy2sLwpEucqrkCEzYDls5xKSGB
KiZ-2_OTVrMcYQ0Qg/viewform?c=0&w=1 
 

2. LLSOM admin team and management receive an email notification with all of the 
information entered into the form by the applicant. 
 

3. The student’s details are saved in Wordpress ready for processing. 
 

Processing students 
To view students in Wordpress, log into the CMS: 
https://www.lisalashesschoolofmusic.com/wp-admin 
 
Students can be found in Students > All Students  on the menu. 
 

 
 
When new students are added, their status is “Waiting to be processed”. 



Updating student records 
 
Click on a student’s name to edit the record. To update any information, change the contents 
of the field and click the blue “Update” button. 
 
Once a student has been confirmed as eligible and has completed all of the paperwork, the 
status should be updated to “Signed in house” and the student assigned to a cohort. 
 
To update the status, click the “Pre-qualification” tab and update the drop down box. To 
assign a student to a cohort, tick the relevant box in the “Groups” panel on the right column. 
 

 
 
If the cohort you are looking for is not in the list you will need to create it. 

  



Adding new cohorts 
 
As new cohorts are created in the school, they will need to be added to the CMS (Cohort 12, 
Cohort 13, etc). To do this, go to Students > Groups on the menu. 
 

 
 
Use the form on the left to add new Cohorts, be careful to name them correctly so that the 
names are not confusing. You must also set which days of the week the Cohort will 
attend the school. This information is important because it is used to drive the 
attendance system. 
 
The table on the right shows all the existing cohorts. The numbers in the last column tell you 
how many students are assigned to each cohort. 
 

  



Creating student logins 
 
The website can automatically create logins and email details to the students using their 
initial application. Student logins can be created in bulk. 
 

 
 
To create logins for students: 
 

1. Use the “Show All Groups” drop down to filter by Cohort 
2. Tick the box next to each student that you would like to create a login for 
3. Use the “Bulk Actions” drop down and select “Create student login” 
4. Click apply 
5. It may take 10-20 seconds and then the page will reload. There is no success 

message. As long as you don’t see an error then it worked. 
 
Students will receive an email to the address they provided on their application. Sometimes 
the email might go into the spam or junk folder. If the student can’t find the email then you 
can either change their email address and create a new login (same process above) or you 
can manually their password in the Users  section on the menu. 
  



Manually reset a password 
 
If someone cannot find the email with their login details, you can manually set the password 
for any user of the website. 
 

1. Go to Users > All users 
2. Use the search field top right to search for the email address 
3. Edit the user and scroll down half way to “Account Management” 
4. Click “Generate password”, set the password 
5. Scroll to the bottom and click Update Profile 

 

 
 
The user will not be notified by email, you’ll need to email them yourself. 
 
 

  



Sending text messages to students 
 
You can send bulk text messages to students using the CMS. Messages will be sent to the 
phone number they provided during the application process. 
 

1. Go to Students > All Students 
2. Filter by cohort 
3. Tick in all students that should receive the text message 
4. Use the “Bulk Actions” drop down and choose “Send Bulk SMS” 
5. You’ll be taken to a screen where you can enter a message to the students. 

 

 
  



Adding content to the Student Showcase 
 
The student showcase is a page in the CMS that can be edited easily using the 
drag-and-drop editor. 
 

1. Go to Pages > All Pages 
2. Find “Student Showcase” and click it to edit 
3. The large section on the left is the drag-and-drop-editor. You can use this to create 

multi column layouts on pages. 
 

 
 

4. Pages are split into rows and rows are split into columns. Above is a single row with 
two columns. The tabs on the right can be used to edit, delete or duplicate the row. 

 
 

5. Each column contains a “Video Lightbox” element and a “Text Block” element. Each 
time you add a new video, you need to duplicate the row and edit these elements. 

6. When editing the “Video Lightbox” element, you need to paste in the Vimeo URL and 
upload a screenshot from the video. 
 

 
 

7. When you’ve finished, click the blue “Update” button to apply your changes to the 
website. 


