
 

How to Create a Custom Page with Tabs 

 

In order to create a Custom Page, make sure you are logged in with your Super Admin 

login and that you are on your Homepage. 

 

How to Create a Custom Page 

 

●​ While on your Homepage, scroll down and on the bottom left side, click Add Menu. 

 

 

 

●​ Once you click on Add Menu, you will see this screen: 

 



 

 

●​ Add your title, and if you would like to choose the Display order, you can do that as 

well.   

●​ Click Save! 

●​ You will see the Custom Page you created along with the Pen icon (to make changes 

to title or display order) and the Delete icon.   

●​ Click on the Title of the Custom Page. 

●​ You will see this: 

 

 

 

●​ Click Add a Page. 

●​ You will see this: 



 

 

●​ This is where you can add your first page, and what you can do when creating a 

Custom Page:  

○​ Add text with different fonts, colors and highlighted text. 

○​ Add mages. 

○​ Embed videos from YouTube. 

○​ Create hyperlinks with display text. 

 

●​ Here is an example of a Custom Page for Newsletters, with a few features 

highlighted which are explained below: 

 



 

 

 

●​ Explanation of highlighted items: 

○​ Navy Arrow - You can choose the Display Order with letters, like a, b, c, d 

etc. 

○​ Red Circle - You can keep your Custom Page in Draft Mode while you are 

working on it.  You can also keep a Custom Page in Draft Mode as long as you 

want without making it public. 

○​ Purple Box - Source is where you can Embed Videos.   

○​ Pink box - This is where you can upload pictures or images, like Canva 

images. 

○​ Green Arrow - You can add a Table by clicking on this icon. 

○​ Turquoise Circle - You can create a hyperlink here, as well as unlink the 

hyperlink.  See instructions here on how to create a hyperlink. 

 

●​ Make sure you click Save at the bottom of your page! 

 

 

 

 



How to Create a Tab on a Custom Page 

 

●​ Once you have saved your first “tab,” click Add Page again to create a new “tab.” 

●​ Your “tab” will be created.  Follow the instructions above, and don’t forget to click 

Save! 

●​ You can add as many tabs as you would like. 

●​ Here is an example of what your Custom Page and “tabs” will look like: 
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