How To Access & Complete the
Travel Authorization LU Form

1. Onthe 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:
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They can improve customer service levels.

They can save time by reducing the need for manual processing.

Access the forms below. Instructions and how-to videos assist in completing and
submitting the forms.

LU Forms
Conflict of Interest Form +
Travel Authorization Form o d

Access the Travel Authorization form

* Instructions to complete the Travel Authorization form

* View the Travel Authorization form

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

e C(lick to view a video that demonstrates how to access and complete the
Travel Authorization Form.



Traveler First Name: * Heleen
Traveler Email Address:  * heleen sheels@langston.edu

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.

A} LANGSTON

Travel Authorization Form

Preauthorization of travel is required when traveling out of state and/or staying overnight.

Travel Information
Traveler Last Name: * Sheets
Traveler Mobile Phone Number: i
Traveler Role: ‘1 v ‘ LU ID Number: (ID, CWID or SSN) ’1

Supervisor First Name: | LastName: ff Email | ]
Is your Supervisor the Senior Leader? -
Purpose / for Travel:
|
Attach supporting (eg. travel Titie Ill approval form): [ & Attach File |
Destination / Location: ¥ | Depart Date: 7| | Retum Date:7|
University or Langston Foundation Funded? [) University () Langston Foundation
Fund(s) to be Charged: Fund 1. “‘ ‘ Fund 2: [ ‘ Fund 3: ‘

Estimated Travel Costs

(] Registration Fee

) Airfare

() Lodging

() Rental Car/Motor Pool
() Mileage

O Local Transportation
(taxi, airport shuttle, bus, etc.)
) Parking

() Per Diem

() Other Miscellaneous Costs
(baggage, gas, tolis, etc.)

Total Estimated Expenses: * $0.00

Comments:

Actual travel expenses will be reimbursed pursuant to the Oklahoma Travel Reimbursement Act.
https: H htmi

(click to sign)

Traveler Signature Date

Supervisor Decision: *

Comments:

Supervisor Signature Date

I:> “SaveProgrss || SiFam |

NOTE: At the bottom of the form is a “Save Progress”

box. You may click on “Save

Progress” at any time before submitting the document.



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

Preauthorization of travel is required when traveling out of state and/or staying overnight.

Travel Information

Traveler First Name: * Heleen Traveler Last Name: * Sheets
Traveler Email Address: * heleen sheets@langston edu Traveler Mobile Phone Number: '](405) 000-0000

Please specify a valid phone number.
Traveler Role: * Faculty v |  LUIDNumber: (ID, CWID or SSN)  *A0000000 |
Supervisor First Name: ‘1 Heleen ] Last Name: ’]Sneets Email: ’1 heleen.sheets@langston.edu

Is your Supervisor the Senior Leader? ¥ Yes v

Pu 1 Justification for Travel:
*|Regional Conference

Attach supporti ion (e.., registration, travel documents, Tite Il approval form): [ & Attach File |

Destination / Location: "[Miami. Florida | Depart Date: '] 05/19/2025 | Retumn Date: ‘105/22/2025

University or Langston Foundation Funded? University () Langston Foundation

Fund(s) to be Charged: Fund t:fooo00 | Fund2: [ Funds: [ |

NOTE:
When attaching supporting documentation, you will need to click and upload the files.

Attach File

Choose Files | No file chosen

Files over 25 MB will not be accepted




CONTINUE TO COMPLETE THE DOCUMENT ACCORDING TO THE COMPONENTS OF
YOUR TRAVEL AUTHORIZATION:

Estimated Travel Costs

Registration Fee Amount®{ ¢ 250.00| Description:  Conference Pegistration |
Airfare Amount ¥ $350.00|
(7] Lodging
Rental Car/Motor Pool Amount{ §420.00|
) Mileage
Local Transportation M Taxi
(taxi, airport shuttie, bus, etc.) S
Airport Shuttle Amount: 5 $50.00|
() Bus
) Other
Parking Amount ™ §88.00
Per Diem Number of Meals Provided by Event Sponsor: g v |
(limited to U.S. General Services Administration rates, see https://www.gsa.govi/travel/plan-
book/per-diem-rates)
Number of Days 7 400| RateperDay: * $25.00]
Other Miscellaneous Costs Amount* & 195 00| Description:
(baggage, gas, tolls, etc.) 1 s12500] 2 Gas, toy
Total Estimated Expenses: * $1,383.00

Comments:

Actual travel expenses will be reimbursed pursuant to the Oklahoma Travel Reimbursement Act.
https://oklahoma.gov/omes/divisions/central-accounting-reporting/transaction-processing/travel/reimbursement. htmi



6. Afterall required questions are completed, you can now digitally sign the form.
"Click To Sign" inside the Yellow signature box.

- —

Traveler Signature Date
Supervisor Decision: * v
Comments:
Vz
‘Supervisor Signature Date

Save Progress Submit Form

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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he “Opt out and PN Ik Desow 10 save your IRformation and
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7. Once you click Sign Electronically, the box disappears and the date is

automatically populated.

Total Estimated Expenses: * $ 1,383.00

Comments:
Place any comments or notes here
4|

Actual travel expenses will be reimbursed pursuant to the Oklahoma Travel Reimbursement Act.

https: entral- ' himl
e 3234383139
Heleendfeela 0271612025
Date

Traveler Signature

Supervisor Decision: * v

Comments:

Supervisor Signature Date

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.

Your form has been saved as a draft. If you
need to stop working on this form and
continue it later, you may find the form in
the pending / drafts section under "My
Forms”




8. To complete the form, click on Submit Form.

Total Estimated Expenses: ¢ $1,383.00

Comments:
Place any comments or notes here

Actual travel expenses will be reimbursed pursuant to the Oklahoma Travel Reimbursement Act.
iy i htmi

htps://okiahoma.
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Traveler Signature

ite

Supervisor Decision: * v
Comments:

Supervisor Signature Date

Save Progress || Submit Form |

9. Your Supervisor’s electronic signature and date are now 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.



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.
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Selected 1 orgs

Invites Form Name *

2023 Form 1-9 with SSN [
Langston University

2024-2025 Judgment Student [
Langston University

ChartField Request Form_V.1 Copy
Langston University

Choice of Major [4
Langston Universiy

Demo Form [2
Langston University

Direct Deposit for Student Refunds SA [
Langston University
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3. An Organizations box appears. Click to highlight Langston University — Sandbox.

Then Click on the Apply button.

<« > C 25 https://dynamicforms.ngwebsolutions.com/AdminPortal

Organizations

Select all orgs Filter organizations..

Langston University

Langston University - Academic Affairs

Langston University - Accounting

Langston University - Athletics

Langston University - Fiscal & Administrative Affairs
Langston University - Human Resources

Langston University - Operations

Langston University - Presidents Office

Langston University - Purchasing and Travel
Langston University - Registrar

Langston University - Residential Life

Langston University - Strategic Enrollment and Advising
Langston University - Student Affairs

Langston University - Technology

Langston University - Title Il

Total orgs 16

Statuses

Q All Statuses

Retumed

Multi-Pending

Pending

Processed

Archived

Payment Pending

Draft

Opted Out Of E-Signature

Deleted

Langston University - Sandbox

Folder Filter Do not filter
Active Filter Do not filter
Favorite Filter Do not filter
Sorting  Form name
Paging 50

Warehouse Do not include

Cancel Reset Save As Preference
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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.
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