
1- Open the section that you want to add the page in; such as: About, Services, etc. 

a. Note: If the page was added in the homepage then it will not be accessible for the visitors; no visible link to open the page. 

 

2- Click on the άSettingέ icon on top of the page, then choose άAdd a pageέ. 

 



3-  Name the URL. 

a. The name should be in English 

b. No spacing. 

c. When adding the Arabic version of the page, the name of the URL must be the same as in the English version. 

 

4- Next: Fill the page content. 

5- To add a page image, click on the link inside the άPage Imageέ box.  

a. Page image size: 425x275 

 



6- Click on άBrowseΧέ  

 

7- Browse Share point folders from the left side and choose the image from the right side, then click άInsertέ. To upload a new image, go to step #9. 

 



8- The URL of the image will then be placed in the άSelected Imageέ box. If you already have the URL of the image, then you donΩt need to click on 

άInsertέ and follow the steps #6 and #7, you can just put the URL (without the domain name) instead.  

 

9- To upload a new image, click on άaddέ. 

 



10- Click on άChoose Fileέ, choose an image from your PC, then click άOKέ. 

 
11- Make sure the name of the image is in English and without spacing, then click άSaveέ. 

 



12- Click on the image to choose it, then click on άInsertέ. 

 
  



13- To edit the page content, you can find the editing tools on top of the page under άFORMAT TEXTέ. 

a. If the content is copied from another website or document, make sure to copy it as a plain text. 

 

 



14- To insert a table, URL, image, video or Audio, and document, you can find the inserting tools on top of the page under άINSERTέ. 

 

15- To upload an image click on άPictureέ, then choose the source of the image: 

a. From Computer: to upload it to Share Point: Follow steps #10, #11 and #12. 

b. From Address: if the image is uploaded to Share Point and you have URL. OR from another website, which is not recommended; because 

Share Point will lose it if the other website deleted the image or changed its name or URL.  

c. From Share Point: To choose the image from Share Point: Follow steps #6 and #7. 

 


