
Legal Notices Ordering Portal



First Steps
• Click on “Start Here” 

• The next page will show you a map of the North Shore and our publications. 

Choose the Newspaper that you need to use and click “Continue”



Choose Package Type

• Choose the type of Notice you need to print.

• If this is for a municipal notice (NOI, RDA, Licensing, etc.) then select “All Other 

Public Notices”

• If you do not see a template that fits your notice, use “All Other Public Notices”

• For probate notices, pick the type. If you don’t see your specific type there, use 

“General Probate”



In the “Header” section you can 

place the title  or header of the 

notice. 

The “Notice Copy” box is for the body 

of the text. 

Type the text into the box or copy and paste the 

text from whatever document you’re working 

with. 

You can make parts of the text bold, underlined, 

italicized, by clicking the corresponding button 

here. You can also change the text orientation to 

centered, right or left justified.

You can either type in the boxes or copy the text 

from another document and paste it into the 

fields.



As you put the notice 

together, a preview will 

appear here showing you 

what the notice will look 

like. You can make 

modifications. Once you’re 

satisfied with the preview, 

press “Continue.”



Choose the date to 

publish. The cost will 

display above. Once the 

date is selected, choose 

“Continue”

You can select multiple 

dates if your notice needs 

to run more than once.

If you’re not ready to complete 

the order you can choose to 

save it and come back later.



If you have an account, enter

Username and Password

If you do not have an account, 

you can create one by filling 

out the form with your contact 

information. 



Choose a Username and 

Password and then enter your 

contact information.

A username can be anything, 

often it’s easiest to use your 

first initial and last name or 

your email address, something 

easy to remember.

When entering your phone 

number, please use this format: 

000-000-0000

Any field with a * indicates 

that field is required. The 

others are optional.



Be sure to click the 

Captcha box.

Once the form is 

complete, choose 

“Create Account” which 

will take you to the 

Payment page

On the Payment 

page be sure that 

the date and 

publication 

shown here are 

correct.



Enter credit card information here. 

Be sure that the billing 

information matches the address 

and name you’ve already entered 

to create the account. If it differs, 

you can change it on this page.

Be sure to check the tick box here

To purchase the notice and receive a confirmation, click “Purchase Notice”

If you’re not ready to confirm, select “Save Notice For Later” and saved copy 

will appear under your account and you can confirm at a later time.



For customers on account, an option to “Bill to client account” will appear. Check 

this tick box if you would like to receive an invoice instead of paying by credit card. 

The notice will appear on your monthly invoice per usual. 



Clicking here 

will show a 

preview copy of 

the ad that you 

can download to 

review.

Be sure to review the date and 

publication to be sure it’s correct.



When you log into your account, you’ll see the main page 

with saved notices, current notices, and future notices. 

To purchase a saved 

notice or make a change 

to a future notice click on 

Modify/Submit

To modify a pending notice, click on 

Modify/Submit

You can cancel or 

reschedule a 

future-dated 

notice here as 

well.



FAQs
• If the date you need to publish is not available on the calendar it’s either a date we 

don’t print a paper or it’s past deadline. We need at least 2 business days notice. 

• If your notice date is past deadline, please contact us for options.

• If your payment declines, before trying it again, be sure your address matches the 
bill-to information on the card. If you try it multiple times, the order will lock and 
you will need to contact us to complete the purchase.

• If you are placing a probate ad and the template you need to use doesn’t exactly 
match your citation, please use the General Probate option. This will allow greater 
customization.

• For notices needing a specific format that you don’t see offered here, please 
contact us and we can create a custom ad.

• If you need the notice to appear in multiple publications, please create an order 
for each publication. You can do this by clicking the “Reorder” option on the first 
ad created. It will use the same text, but allow you to pick a different paper.

• To send a copy of the notice to another party you can either download a copy and 
email it, or have the email sent from the order using “Email Confirmation.”


