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Step 1: Create an account for the marketing project 
management tool Lytho. 

1.​ Email Douachee Lee (leedoua@augsburg.edu) and request to be added to the Lytho 
system. 

2.​ Visit augsburg.ignite.inmotionnow.com.  
3.​ Click the underlined "Don’t remember your password?" link. 

 

mailto:leedoua@augsburg.edu
https://augsburg.ignite.inmotionnow.com/


4.​ Enter your Luther Seminary email address, and click “Verify Email.”​

 
 

5.​ You will then receive an email from Lytho to set up your account. Click “Set Up Account” 
to proceed. 

​
 

6.​ Create a password that is at least six characters long, and click “Save Password.” 



 
 

7.​ You will be redirected to the login page. Enter your email address and password, and 
click “Log In” 



 
 

8.​ Click the green “Continue” button in the lower right-hand corner of your screen to set up 
your account.  

Note: Items 4-7 under Step 1 (listed below) are only required the first time you sign into 
InMotion Ignite. 

​

 
 

9.​ Click “Add Avatar” to upload a profile image from your computer if you wish. Otherwise 
click the green “Continue” button. 



​
 

 
 

10.​Edit your contact information by filling in the First Name, Last Name, Job Title, and 
Phone Number fields. Click the green “Continue” button. ​



​
 

11.​Click the green “Continue” button on the confirmation screen.​

 

Step 2: Submit a request. 
1.​ Visit augsburg.ignite.inmotionnow.com.  

a.​ If you are already signed into Lytho on your device, your screen will look like this. 
 

https://augsburg.ignite.inmotionnow.com/


​
 

b.​ If you are not yet signed into Lytho, you will need to enter your Luther Seminary email 
address and password and click “Login.”​
​
 

2.​ Click the “Add Request” button in the upper right-hand corner of the “My Requests” 
screen.​

​
 

3.​ Title the work or project for which you are seeking assistance. Then click the green 
“Create Request” button.​



​
 

4.​ Select a request form from the drop-down menu. 
a.​ Multi-Deliverable Project Request - Augsburg University 

i.​ Use this request form when you need assistance with more than one project in 
connection with an event or initiative at Augsburg University. 

ii.​ Example: A homecoming digital screen, homecoming signage, homecoming 
invitation, and homecoming website updates  

b.​ Multi-Deliverable Project Request - Luther Seminary 
i.​ Use this request form when you need assistance with more than one project in 

connection with an event or initiative at Luther Seminary. 
ii.​ Example: A commencement program, commencement website updates, letters 

to commencement honorees, and a graduate gift   
c.​ Single Project Request - Augsburg University and Luther Seminary 

i.​ Use this request form when you need assistance with one of the following:  
1.​ Branded Design Work - Print or Digital (e.g., anything requiring graphic 

design) 
2.​ Digital Screen (digital display boards on Augsburg’s Minneapolis 

campus) 
3.​ Photos - New or Existing (new photos to be captured or photo request 

from the institutional image library) 
4.​ Website - New Project or Update (any subsite on luthersem.edu or 

inside.luthersem.edu) 



​
 

5.​ Fill in all of the form fields to the best of your ability. The fields marked with an asterisk 
(*) are required.​
 

6.​ For multi-deliverable requests, you must click the “Add Deliverable” button to input 
information for each of the projects on which you’d like to collaborate. 

​
 

7.​ Need more help? See an example project request with multiple deliverables. 

https://drive.google.com/file/d/1vK6qkqJwuau9HBLt6Xqq6a7vuIHKONQ-/view?usp=sharing


8.​ Click the green “Submit Request” button when you’ve filled in all of the project request 
form fields for single or multi-deliverable project. ​

​
 

9.​ Your request is now ready for marketing staff to review. You’ll notice that on the following 
screen your request status is “Submitted.” 

 



Step 3: Edit a submitted request. 
If shortly after you submit a request you realize it needs to be adjusted, you may modify the 
request. Note: If marketing staff have begun working on the project, you will not have the ability 
to update the request through Lytho. Instead, you must reach out to a member of the marketing 
staff via email.  
 
To edit a request: 

1.​ Visit augsburg.ignite.inmotionnow.com.  
a.​ If you are already signed into Lytho on your device, your screen will look like this. 

 
 

b.​ If you are not yet signed into Lytho, you will need to enter your Luther Seminary email 
address and password and click “Login.”​
 

2.​ Click on the name of the project you would like to adjust. 

​
 

https://inside.augsburg.edu/marketing/staff/
https://inside.augsburg.edu/marketing/staff/
https://augsburg.ignite.inmotionnow.com/


3.​ Click the “Modify Request” button. 

 
4.​ Update the form fields that require revision. ​

 
5.​ Click the “Done Editing” button to resubmit your request. 
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