
ADDING AND UPDATING DOCUMENTS IN LDRPS 

Log into LDRPS and click on the Document ant Report Manager. 

 

Then click the All category under Documents. 

 

 

  



Then click the plus sign, for a new document. 

 

Fill in the information you wish.  The File No., Description, Agency Number, and Agency 
Subsection Number are required fields.  The File No., Agency Number, and Agency 
Subsection Number should automatically populate for you.  Unless you have some 
numbering that you are positive no one else uses then I would recommend you don’t 
change the File No. 

 

 

  



After you have completed the information, then select Add File. 

 

 

The following window will pop up click Browse and it will take you to your local drives 
and then select the document you wish to upload to LDRPS. 

 

 



 

After the file has been selected then click Upload File. 

 

Next click the Save icon. 

 



 

Put a check mark next to the Auto Refresh, after the program has attempted to convert 
your document to a PDF, it will indicate a status.  Either it will indicate Conversion 
Success or Conversion Failed. 

 

 

UPDATING DOCUMENTS IN LDRPS 

Now you have a document in LDRPS that you would like to replace with an updated 
version.  First, log into LDRPS and click on the Document and Report Manager.  Then 
under the Document click on the All category.  Then find the document you would like to 
update and click on it once so it is highlight it.  Next click the Check Out button. 

 



Then this screen will pop up.  Click Cancel. 

 

This screen will also pop up.  Click Close. 

 

 

 



Click Check In. 

 

Click Browse.  

 

After you have selected the file click Upload File. 

 

 

 

 

 



 

Click the Save icon. 

 


