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How To Access & Complete the 
Travel Authorization LU Form 

1. On the https://langston.edu website click on Faculty/Staff Portals in top menu. 
 

2. Click to open LU Forms. 
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3. When the LU Forms web page opens, scroll to the Travel Authorization form 
and click the + sign. 

 
 

Once you click the + sign, a drop down menu appears. 
 

From the drop down menu, you will be able to: 

 

 

 

 

 

 

 

 

 

 
Review the Instructions document on how to complete the Travel 
Authorization Form. 

 
Click to view a video that demonstrates how to access and complete the 
Travel Authorization Form. 
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4. Once you click and access the form, the following web page appears: 
The form will automatically populate your First Name, Last Name, and Your Email 
Address. You are required to type in your Traveler Mobile Phone Number, 
Traveler Role, and LU ID Number. 

 

 

 
 

  

NOTE: At the bottom of the form is a  Progress  

Progress 
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5. Fill out all the information that is pertinent to your Travel Requisition. 
See Example below. 

 
 

 
 

NOTE: 
When attaching supporting documentation, you will need to click and upload the files. 
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CONTINUE TO COMPLETE THE DOCUMENT ACCORDING TO THE COMPONENTS OF 
YOUR TRAVEL AUTHORIZATION: 
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6. After all required questions are completed, you can now digitally sign the form. 
"Click To Sign" inside the Yellow signature box. 

 

 
A signature box appears. Please type in your First Name and Last Name in the 
appropriate boxes and click "Sign Electronically." 

 
If you wish to opt out of the electronic signature, click "Opt Out And Print." 
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7. Once you click Sign Electronically, the box disappears and the date is 
automatically populated. 

 

  

 
REMEMBER: At the bottom of the form is a "Save Progress" box. You may click on 
"Save" to save your progress at any time before submitting the document. 
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8. To complete the form, click on Submit Form. 

 

 

 
9. Your Supervisor  needed to authorize and 

submit the form. 
 
 

 
NOTE: If you need to leave the form while completing it at any time, please remember to 
click Save Progress. If left unattended, LU Forms will time out and you will need to re- 
enter the LU Form platform. 
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How To Re-Access the LU Form platform 

1. To re-access the LU Form platform, please return to the Faculty/Staff 
Portals screen, and click on Forms.Langston.Edu. 
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2. When the LU Forms platform appears, you will see a Form Templates Screen as 
below. From this screen, click on the diagonal arrow next to Filters towards the top 
right. 

 
 

 
 

3. An Organizations box appears. Click to highlight Langston University – Sandbox. 
Then Click on the Apply button. 
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4. Once the Sandbox org. is selected, the web page will list forms including the 
Travel Authorization form. You can now re-access the form by clicking on 
the diagonal arrow as shown below. 

 

 


