TREQ: Event or Multi-Order Request

This guide walks you through how to submit a TREQ request for an event or
multi-order situation.

@ To keep events and other complex orders organized, always start with a
Pre-Authorization that shows the total estimated amount. As invoices come in,
purchases need to made, or reimbursements processed, revisit the
Pre-Authorization and add orders as needed.

Submitting the Pre-Authorization

1

Navigate to https://educ.uw.edu/treq/
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https://educ.uw.edu/treq/

2  Click "Other Pre-Authorization"

Update the "Project Title" field. Include helpful identifying words for later
searches.
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Update the business purpose. It should be short and concise, but explain how it
benefits the college.

If food is being purchased, be sure to press the "Food will be purchased as part of
this project” button.

5 Click "Save & Continue"
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@ Per Diem: Most food purchases are subject to per diem. The rates per meal
change annually and updated rates can be found on the UW Travel website.

6 Click the "Acknowledged" field after reviewing the Food per diem
acknowledgement.
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https://finance.uw.edu/travel/perdiem

7  Choose the meal type

8 Choose the event date
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9  Update the # of Participants

10 Click "Save"
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11 Click "Save & Continue"

12 To add other anticipated expenses to the order, press "+ Item"
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13  Update "Item" field with the expense

14  Update the "Amount” field.
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15 Click "Save"

16  Be sure to include the per diem rate or the meal cap for the event.
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17 Inthe "Amount" field, update it to the cost per person.

18 Inthe "Qty" field, update it to the amount of people
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19 Click "Save"

20 Click "Save & Continue"
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21 Now it's time to make the corresponding TREQ folder. Click the grey "Copy"
button.

22 Click "Open OneDrive Folder"
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23 It will open a new window into SharePoint. Click "New"

24 Click "Folder"
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25 Paste the TREQ number you previously copied in the "Name" box

26 Then press "Create"
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27 You can search for your newly created folder using the search bar. Open the
folder.

28 Click "Upload"
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29 Click "Files" and upload any important supporting documentation

@ For guidelines on what supporting documentation is needed for each type of
purchase, visit our website or email edfiscal@uw.edu.
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https://education.uw.edu/foryou/facstaff/fiscal-office

30 Click "Done Uploading"

31 Typeinyour Fiscal Tag
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32 Select it from the drop down.

33 Click "Save"
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34 Click "Continue"

35 Nowitis time to review your Pre-Authorization before submitting!
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36 Click "Submit"

Time to Purchase!

Once the Pre-Authorization is submitted and approved and it is time to make
purchases, you can refer to this section of the scribe.
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37 Inthe search bar, type in the TREQ number for the Pre-Authorization

38 Click "Go"
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39 Click "Order"

@ Depending on the type of payment we need to make will determin the type of
order you add to the TREQ request.

Make a Purchase --- If you'd like the finance team to purchase something
Other Reimbursement --- If a reimbursmenet needs processing

Pay an Invoice --- If payment to a vendor is needed
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40 In this example we will do a "Make a Purchase"

41 Click on the line item that is not being purchased at this time to remove it.
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42 Click "Delete"

This does not remove the item from the whole TREQ, just from this particular
43 H n H n
order. Click "Save & Continue
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44 Add a mailing address if applicable. Otherwise put N/A

45  If you have supporting documentation at this time, upload it to the TREQ folder.
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46 Click "OneDrive Folder"

47 Search for your TREQ folder
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48 Andopenit

49 Click "Upload"
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50 Click "Files"

51 Return to TREQ when done and click "Done Uploading"
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52 Click "Continue" if there are no changes to the funding

53 Click "Submit"
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54 You can repeat this + order steps whenever something needs to be purchased,
reimbursed, or paid for in relation to this specific Pre-Authorization!
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