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Submitting a New Request

Published on 01/27/2022

Your browser does not support HTMLS5 video.

Creating a Request

To begin a new Request, select the Requests icon from the global navigation menu. ClickAdd Request in
the top right-hand corner of the screen.

Requests Submitted By Me

e = List v £l Sort v = Filters v

Shared With Me Geh n N '

All Requests

Archived “ .

Priority Submitted Reque...

Summer Campaign Requ..

+ Add View & B
True Soap Email Blast e -

Enter a name for your request and selectCreate Request.
Create Request x

Request Name *

Sunflower Social Media Ad |

Cancel Create Request

U

Depending on your permissions, you may have multiple Request forms to choose from. Each form will
dictate the fields and information required in order to submit your Request. Choose the form most
applicable to your Request. If you do not see a form as expected, contact your account administrator.
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B sunflower Social Media Ad Back to Requests

Request Overview

Request Form *

Select request form..

Select raquest form...

Internal Marketing Team Form

True Soap Social Media Request

Once selected, the form will populate. Complete the Request form in detail and be sure to fill out any
required fields, denoted with an asterisk.

B sunflower Social Media Ad Back to Requests
Request Overview

Request Form *

Internal Marketing Team Form

Asset Type

short video

Specs

1280 x 720, 120 pixels

Content

Sunflower social ad/ truesoagj

Design Direction & Inspiration
Describe how you would like the final asset to look. Use the file attachment below to attach any files that are relevant to the project,

including similar past work or other design inspiration

Due Date

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.

B sunflower Social Media Ad

Due Date X
< December2020 >
Sun Mon Tue Wed Thu Fri Sat

30 01234

708910 1

14 wsﬂ 17| 18

21 22 23 24| 25
282930 31| 1

456|738

o look. U

% sspiratior

£] Set Due Date v
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If your form has the ability to add attachments to your Request, you can drag and drop files from your
computer into the available field. If you would like to browse your computer file menu instead, start by
clicking on the drag and drop field.

To remove or download Request attachments, click the actions menu to the right of the relevant file.

Please attach any files that are relevant to this idea

Drag and drop to attach files.

-l

3 4 Flower_Image jpg
(%

Download File

Delete This File

Your Request data is automatically saved as you fill out the form. Any forms that are not yet submitted will
appear in Draft status.

Requests Submitted By Me Add Request
Submitted By Me ‘ Q search n Slstv  fsortv ¥ Filters v Save as New View
Shared With Me
All Requests R Requester Name (1) v | | Archived Status: Not Archived v | | Request Status (2) v Clear >
1-30f3
MY ViEws
True Soap Fall Ad Flyer @ B -
Archived =

Priority Submitted Reque... D augn 2zaws0pm  CUSTOMERC..  SOCALMEDA

Summer Campaign Requ.

Spring Scent Video @ B -
+ Add View

Sunflower Social Media Ad ® o -

@ °

Dan

Click Submit Request to finalize your submission.

[ sunflower Social Media Ad SaveasDraft -

Instagram

Social Campaign Dates

Start Date End Date
8 Augi7 v 8 Aug2s v

Scent Name

Sunflower

Requesting Department

Submit :(hequm

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.

Duplicating a Request
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Duplicating Requests is a great way to cut down on repetitive work if you are requesting similar
deliverables.

If the request form has updated or deleted since the original Request was submitted, the user will be
prompted to start a new request using the updated form template.

Duplicate Request x Duplicate Request x

This request can no longer be duplicated. The original form has
been deleted by the owner and cannot be used.

This request form can no longer be duplicated. The original form
has been changed.

To continue, create a new request with a different form.

To continue, create a new request using the updated form.

*
Request Name * Request Name

Cancel Create Request Cancel Create Request

From your Requests list view, click the actions menu to the right of the Request you would like to duplicate
and select Duplicate.

COMPLETED

True Soap ad & E -
>

Duplicate
%] Feb 12, 2021 5t 5:00 pm P
Delete

1-8of 8 < n > L el pagys v

You will be prompted to create a new Request name. SelectDuplicate Request when complete.

Duplicate Request X

Request Name *

Copy of True Soap ad ‘

Cancel Duplicate Request

U

© 2019 inMotionNow, Inc. - All Rights Reserved


https://dyzz9obi78pm5.cloudfront.net/app/image/id/66325288ce52fe7aa7011a9a/n/changed-request.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/663250b5678af013c406bfa1/n/deleted-form-notice.png

w® ® e
@motion

ignite

Your new Request will be located in your Draft section where you can update any information and submit
when ready. If the request form has not changed, information entered in the previous request will be
duplicated.

Modifying a Request

You can only modify a Request in a status of Draft or Submitted. Once the Request is
Accepted, you will have to submit a Change Request (https://guide.lytho.com/help/change-requests). YOU
can collaborate with your creative team via the comment box at any time.

To modify an existing Request, select your Request name from theMy Requests list. From the Request
details page, click Modify Request near the bottom of the page.

Requests B Sunflower Social Media Ad Q Submitted

Submitted By Me DETAILS
Request Progress
Shared With Me
Created Submitted Accepted Complete Members
All Requests ~— L) ‘
Aug 17 Aug 17 sep8

Due Date

) DueSep 8
MY VIEWS, Request Details
Archived Requester Name
Priorty Submitted Reque... True Soap Social Media Request @ emiy sanchez
Summer Campaign Requ.. 1s this a new concept? * Request Form

Brand New Concept True Soap Social Media Request

+ Add View Tags
Unsure if this is a new concept? Take a look at our asset collection. You may
find exactly what you're needing or a similar asset that we can quickly adjust SOCALMEDIA  CUSTOMERC.
o fit your needs.

Modify Request
COMMENTS  ACTIVITY

Make any applicable changes to your Request and clickDone Editing.

[ Sunflower Social Media Ad Back to Requests

Request Overview <

Request Form

Internal Marketing Team Form

Asset Type

short video

Specs

1280 x 720, 120 pixels

Content

Sunflower social ad truesoap.com/promotion

Design Direction & Inspiration

Done Editing“

Any edits made to the Request will be captured in the Request activity feed Select Activity to view any
relevant changes.
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COMMENTS  ACTIVITY

Emily Sanchez changed this request's What is
the call to action for the post? Please provide
any relevant URL(s). to Sunflower promotional
page, truesoap.com/promotion

ﬂ Emily Sanchez submitted this request
18 minuts

Emily Sanchez changed this request's due date
to Jun 22, 2018

10 minutes ago

Emily Sanchez created this request Sunflower
Social Media Video

Deleting a Request

Depending on your permissions, you may only have the ability to delete Requests in Draft
state.

To permanently delete an existing Request, navigate to the My Requests list. Click the action menu to the
right-hand side of the Request and select Delete. You can also delete a Request from the action menu
found in the top right of the Request details page.

f Requests Submitted By Me
Submitted By Me True Soap Fall Ad Flyer ®

Shared With Me Submiied

All Requests 21 Aig31 A 50pn  CUSTOMERC...  SOCALMEDIA

MY VIEWS

Archived

Priority Submitted Reque...

Campaign Requ...

Sur
+ Add View

1-80f8 n 20 per page v

Declined Requests
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Request acceptors have the option to decline a Request and a reason must be given. If your Request is

declined, you will receive an email notification including who declined the Request and the reason
provided.

Lytfo

Tyler Biehl declined your request:

B True Soap Ad

Request Number: 22

Tyler Biehl

Please provide additional information regarding the audience of this request.

Request Form
Flag Design

Go to request

You will also receive an in-app notification.

0] Motifications b4

ALL  UNREAD MARK ALL AS READ

_ﬁ\ Christy Drucker declined the request True Soap Fall Ad @
Elyer

a minute ago

Your declined Request will be in the Draft section of your Requests, with a badge indicating it was
declined.

Requests Submitted By Me Add Request
A Requester Name (1) v || Archived Status: Not Archived v | | Request Status (3) v
Submitted By Me
Shared With Me 1-30f3
All Requests
True Soap Fall Ad Flyer [ = e
Deined &y
MY VIEWS D g3t s as0pm  CUSTOMERC..  SOCALMEDIA
Archived
Sunflower Social Media Ad e -
Priority Submitted Reque...

Summer Campaign Requ...
paion fed D septe 023u5t0pm  CUSTOMERC..  SOCIALMEDIA

+ Add View

Spring Scent Video e -

Click into the Request to see the reason your Request was declined and edit your Request.
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[ True Soap ad Back to Requests  +

Request Declined

Declined by Christy Drucker on November 24th at 12:23 pm

@) christy Drucker

Please provide the specs for the ad and re-submit

Request Overview

Request Form *

Intemal Marketing Team Form v

Asset Type

Newspaper ad

Once you have made the appropriate edits, clickSubmit Request to re-submit.

B True Soap ad Back to Requests

Request Overview

Request Form *

Intemnal Marketing Team Form v

Asset Type

Newspaper ad

Spees

Half page. 16x52 cm|

Content

Sunflower scent

Design Direction & Inspiration

model photography with sunflower field in background

iubmil Request

Request Collaboration

Collaborate with Team Members in the Request by commenting, @mentioning, replying, and attaching files
directly in the comment section located in the bottom right of your Request.

If you would like to @mention another user, begin by typing the "@" symbol and the first name of the
person you would like to address. A user list will populate as you begin typing and you can click to select
the appropriate user. The user's email address will display while composing the comment, and once
posted, your comment will reflect their full name.

COMMENTS  ACTIVITY

s ‘ @grd|

Grace Deng
grace@truesocap.com
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COMMENTS  ACTIVITY

‘ Write a comment...

’ Paul Morad

Grace Deng can you create a
few design concepts for the
creative team to review?

just now  Reply

You can reply to any comment by clicking the Reply link below the posted message. This will automatically
@mention the user who posted the original comment.

COMMENTS  ACTIVITY

‘ Write a comment...

‘ Paul Morad

Grace Deng can you create a
few design concepts for the
creative team to review?

6 minutes age &%3{

‘ @[paul@truesoap.com]
Absolutely! Should |
include the marketing
team as welll

Files can be attached to any comment by clicking the attachment icon in the bottom right corner of the

comment window.

COMMENTS  ACTIVITY

ﬁi See sttached for updated Iogol

@ Cancel m ‘

You can select to browse your local files or insert a link to attach. Multiple files can be added to a comment
by selecting multiple files at once or clicking the attachments icon to continue adding.
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Browse Files %

comn  Link to Attachment

2 -
ot |

Remove an attachment by selecting the trash icon to the right of the attachment.

COMMENTS  ACTIVITY

E)

See attached for updated logo.

m{? - l Delete This File 3w
b
jjﬂm -- &

truesoap-
0 p

""'soap  logo.png

@ Cancel m

Ch

Clicking on the posted attachment will give a preview of the file and an option to download. Files can also
be downloaded directly from the comment by clicking the download icon.
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COMMENTS  ACTIVITY

CY

Add a comment...

.‘Q.\ Christy Drucker
Jan 05, 2022 at 10:20 am

See attached for updated logo.

1 +
TRUE ¢! Download File &

T e &

REPLY

Accessing a Deliverable from a Completed Request

Once you have been notified that that your Request is complete, you can access the deliverable from the
Request details page in the OVERVIEW tab.

Requests [B) Winter social media ad
Submitted By Me ° DETAILS

Shared With Me

Request Complete Members
All Requests Completed by Christy Drucker on August 11, 2021 at 1:17 pm AG

Due Date

Let me know if d anything else!
et me know if you need anything else! 22 Due Aug 26,2022

MY VIEWS

Archived Requester Name
@ emiy sanchez
Priority Submitted Reque... Deliverables
Summer Campaign Requ... » Request Form
ghfgy  Winter 2001 Sodal Banner Download File S True Soap Social Media Request
:‘f' me

+ Add View E=
added Aug 11,2021 at 1:13 pm
COMMENTS  ACTIVITY

b ’; Winter_2021 Social_ad &
:? e

Select the download icon to download the deliverable files.
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Have a friend who could benefit from Lytho? Refer them and get a $200 gift card!
(https://www.lytho.com/share-the-lytho-love/)
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