
SUBMISSION FORM INSTRUCTIONS 

 

General Instructions 

 

Residents can submit articles by typing directly into this form or by copying an article they have 

created in an application like Word, Pages, PDF or other format into the fields provided. 

 

Except for the Body Content box, all fields accept mouse-based copy/paste commands.  

 

Mandatory fields are noted with an asterisk (*). 

 

Headline 

• Type or paste directly into this field. Please do not use bolding or all uppercase.  

• For Billboard Ads, please use “Billboard Ad for this field.  

• Likewise, for Reader Photos, use “Reader Photos” for a headline. 
 

Byline 

Enter the full name of the author. (We do not accept pseudonyms). 

 

Body Content 

• If you are copying an article into this field, you can copy in the usual manner allowed by 

the program where your article originates but you must use a “Ctrl V” (for PCs) or “⌘ 

V” (for Macs) to paste into this box.  

• Once copied into the box, formatting options are available in the toolbox above the field. 

These include font formatting (bold, italics, lower case, upper case, sentence case and 

title case). Numeric and bullet list options are also available.  

• You can highlight words or sections you want to modify. 

• If you are submitting a Reader Photo, just type a brief comment or description that may 

not be published. 

 

Upload Logo/Photos 

 

By clicking on the cloud icon in this box, you will be able to upload your photos for the article 

you are submitting. Dragging and dropping files onto this box from your desktop also works. If 

you have a new logo (not one we already have on file), you can upload that as well. 

 

Once you have uploaded images, it will appear under Uploaded Images. Once it appears, you 

can click the uploaded image with your mouse to select it.  Enter a Caption for the photo and 

enter the name of the person who took the photo in the Image Credit box. 

 

If you have more than one image, you can switch between them to reveal the Caption and 

Credit boxes for the currently selected image. 

 

Contact Name, Contact Phone and Contact Email are all required fields and will not appear in 

print. These fields are for the editor to use to contact you in case problems or questions arise. 



 

Contact SaddleBrooke Address is only required if you are submitting a Billboard ad to verify 

that you are eligible for a free ad and will not appear in print. 

 

You can use the Notes field to send additional information or requests to the editor that are not 

intended to be published. 

 

You must accept the terms of use under Legal Agreement to submit your article. 

 

Submit. Upon submitting an article, you should receive a copy of the article via email. 

  



EXAMPLE OF FORM READY FOR SUBMISSION 

 

The following pages display an example. 

 

 

 
 

  



 
 

 



 


