TREQ: Multi-City Travel - Voluntary Travel

This scribe shows you how to submit a travel request for trips involving multiple cities
for networking events, conferences, or partnership-building activities.

& A Travel Pre-Authorization is REQUIRED before any travel takes place.

If you will be traveling out of the country, you must register with UW Global
Travel before traveling.

Submitting a Travel Pre-Authorization for Multi-City Travel

1  Navigate to https://educ.uw.edu/treq/
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https://www.washington.edu/globalaffairs/global-travelers/travelregistry/
https://www.washington.edu/globalaffairs/global-travelers/travelregistry/
https://educ.uw.edu/treq/

2  Click "Travel Pre-Authorization"
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3 Update the traveler section with the name of the traveler.

Trae] Pre-Autharzation

Hulp: Cruaiw & Teip
l'sps sFigas

regiy o |ETEp o EaE vy Ty omereree wd g papwsd b Py s aempoare
® [T S iTeoFp, TTeF o Tdye peoginyss T ST T
| T 1 g Uil
b LA s .
T T uillege off Fbaiarn 4 AL Iy (TUCEAS (2B R 1y 01 1 B
o d Fou g FTF Rpyre ion #w p—wied perrr me b ek e preeg C00 fedy @t o
S g - Pl Wieesia? DR e 5w v N e ra
il Wk b i o e
miarnr SARF, | W - W Twers i O LR AR PR = aE e LY s
[SPTI P S
Bigenct Somges Seegaea [ — Fscrra
VRS W O Y O i R 0 o Tkl WA DL ekl T it

i
1

L | S - 0 o Bl SRyl

B e g

& g hs e w1 s a1 Clapigprer el fe piera me g o s
o Lon s #2200, 51 DT, B O ) et 1 e
LM 071 LR N N R O gL

ol b oy v P 0 e o e ?
Frragul linw

-

i il i P hainy b

Made with Scribe - https://scribehow.com



4  Inthe "Destination" field put the country and cities being traveled to
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5 Inthe "Departure Date" field put the day the trip starts

Travel Pre-Authorization
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Help: Cenate & Teip
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In the "Return Date" field put the day the trip ends

Travel Pre-Authorization
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Be sure to add a comprehensive business purpose. If there will be personal time,

please mark that as well.
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Help! Cieale & Teip
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8  Click "Save & Continue"
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9 To find out the per diem rates for the travel, click on the "Per Diem Rates" link
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10 It will take you to the GSA website. To see international per diem, scroll down and

click on "Visit the Department of State site >"
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11  Inthe "Country" section, select the country being traveled to
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12

Press "Go"
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Be sure the date at the top matches the travel dates. Click Submit
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14

Find the cities being traveled to for the per diem rates. Take the "Maximum

Lodging Rate" for lodging and the "M & IE Rate" for meal per diem.
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TREQ will calculate per diem for only one city. Update the Lodging Nights to match

with how many nights will be spend in the first city.
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16  Inthe "US GSA Per Diem" field, enter the lodging per diem rate for the first city
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Update the "Meal Days" Update the Lodging Nights to match with how many
17 . . .
nights will be spend in the first city.
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18 Inthe "US GSA Per Diem" field, enter the meal per diem rate for the first city
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19  Click the first line item to add the next city lodging per diem information
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20 Start with the lodging per diem for the next city. Type "Lodging Per Diem (Country,
City)"

Ibem
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21 Update the "Amount" with the lodging per diem rate
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22 Update the "Qty" field with the number of nights in the city.
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23 Click "Save"
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24  Click the next line item to add the next city meal per diem information
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25 Inthe "Item" type "Meal Per Diem (Country, City)"
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26  Update the "Amount" with the meal per diem rate
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27 Update the "Qty" field with the number of days in the city.
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28 Click "Save"
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29 Continue to update the line items with estimated costs, such as airfare and ride
share.
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30 Once you are done adding all the estimated costs, click "Save & Continue"
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31 To create the corresponding TREQ folder, press the grey "Copy" button

TREQDIED3S
Travel: Stacey Hardin » China, Shanghai & Suzhou
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32

Click "Open OneDrive Folder". It should open a new tab with your SharePoint

folder.
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TRECQNA03S
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34 Paste the TREQ number in the "Name" field then click "Create"

Create 3 folder
Mpre

| rescmman

You can find your TREQ folder faster by sorting by newest modified. Click on the
35 s P e n
column titled "Modified
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36 Open the folder you just created
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37 To upload supporting documentaion, click the "Upload", then press "Files"
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38 It will open up File Explorer on your computer. Upload any relevent
documentation. You can also drag and drop files into the TREQ folder.
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39 When you are done, return to the TREQ page and press "Done Uploading"
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To add the budget information, search for the budget you wish to use in the

40 "Fiscal Tag" field. Select it.
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41 Click "Save"
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42 Click "Continue"
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43 Review your Travel Pre-Authorization!
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44 Then click "Submit". Do not change the department approver, unless otherwise
notified.
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Be sure to add a note indicating the travel dates in each city. You can do this by
45 . n n
pressing "Add a Note
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Requesting Reimbursement for Multi-City Travel
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@ Reimbursements for lodging and airfare prior to travel can be reimbursed if
prepaid with an itemized receipt. Meal per diem can only be reimbursed after
travel.

To minimize out-of-pocket costs, please use the CTA. After Pre-Authorization

approval, email edtravel@uw.edu with your TREQ number and travel details for
help booking airfare, trains, or lodging.

46 To initiate a reimbursement, return to the original TREQ and click "+Order" then
"Travel Reimbursement"
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mailto:edtravel@uw.edu

47 -
city.
UmigEr
48

Ladger g Pl

Update the "Actual Lodging" field with the amount on the hotel folio for the first
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The "Meals Actual" can be left blank. We will update this with the actual amount.
Please note meal per diem is calculated using travel status. For more information

on travel status please see: https://finance.uw.edu/travel/meals
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https://finance.uw.edu/travel/meals

49 Update the lodging per diem for the other cities in the line items with the amount
on the corresponding folio.
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50 Click "Save"
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The meal per diem line items for other cities do not need to be updated. We will
update them with actuals. Continue to update the remaining line items with actual
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53 When the line items have all been updated, click "Save & Continue"
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54 Iflodging cost more than the per diem rate, press "yes".
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55 Then select the corresponding justification. You can find more information on
these justifications here:

https://finance.uw.edu/travel/perdiem#exceptionstoperdiem
Travel: Stacey Hardin > China, Shanghai & Suzhou
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56 Iflodging was within per diem rate, press "no".
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https://finance.uw.edu/travel/perdiem#exceptionstoperdiem

57 Continue to answer the questions in the Post Travel Notes section.
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58 If meals were provided, please choose "Yes"
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59  Atext box will open up for details. Include the dates and meals provided
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60 Once all the questions have been answered, press "Save"
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61 To open the corresponding TREQ folder, press "Copy". SharePoint should open in

a new tab.
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You can search for the folder using the search bar at the top
62 )
number then press the search icon.
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63 Open the TREQ folder
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64 Click "Upload" then "Files"
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65 File Explorer will open up. Select the supporting documentation you wish to add to
the folder. You can also drag and drop.
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66 Once you are done uploading files, return to the TREQ and press "Done
Uploading"
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67 If funding hasn't changed, click "Continue"
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68 Review the Travel Reimbursement request!
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69 Then click "Submit"! Your reimbursement has been submitted and will route for
budget approval.
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