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KNOWLEDGEBASE 
 
 

01 Log In 
To make changes to the website, you will need to log in to the WordPress Installation (henceforth 
called ‘backend’).  

1. To log in, go to https://www.villedemarieacademy.org/wp-admin 
2. Enter your login credentials. 

U: villedemarie  P: eDx$e4xI8ZfY 

Login Page 
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02 Adding New Article 

 
You may need to add posts regularly. Six most recent posts or articles will automatically appear on 
the front page. To add new posts, follow the following steps: 

1. Once you are logged in, navigate to Posts on the sidebar. 

 
2. Click Add New. 
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3. Here, you will first need to fill out the Title. 
4. Then, you can either type the Content, or paste it from elsewhere. There are tools whereby 

you can style and format the text. However, ensure that you are on Visual tab and not Text 
tab (which is for HTML editor). 

5. Next, you may specify a Category.  
6. Next, please Set a Featured Image. This is important visually, so please ensure that image 

is in good quality and prepared for web (see another article for preparing web images). 
7. Finally, you may Preview the post or Publish it.
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03 Add Events 
In order to add a new event, please follow these steps: 

• Once you are logged in, hover over M.E. Calendar on the sidebar, and click Add Events. 
• Similar to adding a post, fill out the Title. 
• If more text information is needed, you may fill out the Content as well.  
• Then, define the Event Details, such as time, venue, etc. 
• Specify the Category of the event. You may select more than one category. 
• If possible, Set a Featured Image, too. 
• Finally, once you are happy, you may Publish the event. 
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04 Edit Page 
In WordPress, Pages are distinguished from Posts in that Pages are static contents of the website, 
whereas Posts are dynamic, i.e. new “blog posts” or “articles” are constantly added. To edit the 
content of any page, please follow these steps: 

• Once you are logged in, click Pages on the sidebar. 

 
• Here, you will see the list of all pages on the website. Navigate to the page which you 

would like to edit, hover over it, and click Edit with Cornerstone. Please do not try to edit 
using the native editing software (i.e. by clicking just Edit), as the entire website has been 
built using Cornerstone, which is easier to use for those without experience with codes. 
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• Next, you will be able to edit (as if directly) the pages. Simply click the object you would like 
to edit and make the change on the left panel. 

• Once you are finished, click save on the bottom-left corner. 
 

 

05 Footer 
Footer is the static section on the bottom of each page of the website. To edit the Footer, please 
follow these steps: 

 
• Once you are logged in, hover over Appearance on the sidebar, and click Widgets. 

 
• Here, you will see all widgets available on the website. For Footer, you will see widgets 

called Footer 1 – 4. The four widgets correspond to the four columns on the footer, 
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respectively. 

 
• Click the arrow beside the widget title of the column you would like to edit, and the 

elements of the column will appear. Image may indicate either the logo or the icons, while 
Custom HTML indicates the text underneath the images. Please note that the texts here 
are written in HTML codes, but do not worry. To change a text, you simply need to find the 
exact text, typically with black font, on the code block. Please try not to change other than 
the black texts, unless you are comfortable with HTML codes. Please contact Kevin if you 
need assistance. 

• Once you are finished, do not forget to click Save. 

 

 


