
 
 
The Villager Online - How to Submit an Article 
Step-by-Step Instructions 

This step-by-step guide walks content contributors through The Villager Online article submission 
process on https://member.thevillagesgcc.com/. 

Step 1: Logging In to The Member Portal 

Please log in to the Member Portal and go to The Villager tab (far right on the Nav bar).  

  

 

 

 

 

 

 

 

 

 

 

 

 

 
Step 2: Accessing The Villager Article Submission Form 
Navigate to The Villager tab and scroll to Article Submission, hover over it and click. 
 

 

 

 

 

 

 

 

 

 

 

 

 
 



 
 
Step 3: Filling Out the Article Submission Form 
Scroll down past the banner image and begin filling out the requested information. Required 

information is indicated by the red asterisk *.  
 
 

 

 

 

 

 

 

 

 

 

 

 

After the Publication Information, you are asked to provide necessary article details, such as 
Article Type (a scroll down menu), and Start Date (date you wish the article to be published). 
Depending on your article type, you will be asked to provide more pertinent details. In the 
example, the article falls under Boards & Committees, and Other was chosen. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
Filling Out the Article Submission Form (cont.) 
In the above image, under Article, place your article contents in the box provided. You can use 
the formatting tools: B=Bold; I=Italicized; Bulleted List; Numbered List; Blockquotes; Alignment; 
Link Text; etc. (see below) 
 
Note: By hovering over the icons, the description will appear with its shortcut. 
 

Step 4: Finishing the Article Submission Form & Submitting 
If you have special instructions for the Editorial staff, please place them in the Special 
Instructions box. Once all is completed, click Submit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Questions? 

If you need immediate assistance, email webmaster@the-villages.com. If not urgent, please 
attend the next WOW session. 

More information 

To view more Step-by-Step guides, go to help.the-villages.com. 
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