
Upload Your Publication to LPi Express
via the LPi Dashboard

Navigate to https:mylpidashboard.com
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https:mylpidashboard.com


Enter your login credentials, then click “Continue” to proceed.
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Click “Upload My Publication” to start the upload process.3



Please select your preferred publication option. In this example, the 
“8 PG Bulletin” is shown.
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Begin by selecting a “Publication Date.” For instance, this example 
shows July 20, 2025, chosen on the calendar.5



“Pages” is a non-editable field that displays the current page count for this
publication option.
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Confirm the quantity and adjust it if necessary. If there are multiple 
locations, ensure adjustments are made accordingly.7
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The “Total Quantity” should represent the combined total across all 
locations, if there are multiple.8

If you select Yes for “Any other production details required for this
submission?”, an “Additional Production Details” comment box will appear 
for you to enter any relevant information. Please note that submitting extra
details may result in a delay in the printing of your publication.
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If you have no additional comments, please leave this option set to “No” 
and proceed by clicking “Next: Upload Your Publication”.10

”Publication Details” confirms the currently selected publication options 
and the details of the order.11
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”Drag and Drop Your File OR Click Here to Select from Your Computer” to
choose your PDF file.12

Please wait while your file is uploading and being prepared. You may click 
“Cancel upload” if you decide not to proceed.13
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Once the preview of your cover is displayed, you have the option to replace 
the file or proceed. To replace it, click the red “X” to remove the file and 
select a different PDF. Otherwise, click “Next: Preview Your File” to continue.
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Use the “>” arrow to preview and navigate through the pages of your file.15
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Once you’ve reviewed your file, check the acknowledgment radio button 
to continue. It reads: “I have reviewed and approved the above document 
for printing.”
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Then, click “Submit for Print” to finalize the upload process.17
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You will receive this alert if an order for the same publication date has 
already been uploaded. Please read the print and call us if needed. 
Otherwise, proceed to Step 19.
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Your upload is complete and has been successfully processed. You may 
begin another upload by selecting “Return to Homepage”.19
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”Logout” returns you back to your Dashboard.20

If you have questions, please click on “Contact Support” to access our 
contact information.21


