
How to submit a Marketing Request on Lytho 

• To begin a new request, select the Requests icon from the global navigation 

menu. Click Add Request in the top right-hand corner of the screen.  

 

• Enter a name for your request and select Create Request. Please note: this 

section is for the name of your job, not your name as the requester.  

 

• Once you select Create Request, you will need to select a form. Each form will 

dictate the fields and information required to submit your request. Choose the 

form most applicable to your request.  

 

 

 

 



 

• Once selected, complete the request form in detail and be sure to fill out any 

required fields, denoted with an asterisk. 

 

• PLEASE HAVE ALL THE BILLING INFORMATION, COPY, AND ATTACHMENTS READY BEFORE 

SUBMITTING A REQUEST.  

• If your request has the option to select a date, various dates within the calendar 

may be grey, indicating they cannot be selected due to required lead times for 

select requests. 

 



• To add attachments to your request, you can drag and drop files from your 

computer into the available field or browse your computer for a file. 

 

 

 

• Click Submit Request to finalize your submission.  

• Once you have submitted your request, you will see the Request Details, where 

you can view the status of the request, modify the request, and collaborate with 

relevant team members. 

 

 

 


