TREQ: Create Pre-Authorization & Purchase
Request for Subscriptions

Every fiscal year we must create new Pre-Authorizations for monthly or annual
subscriptions. This guide provides step-by-step instructions on how to create a
pre-authorization and purchase request for such purchases.

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

2 Start by clicking the "Other Pre-Authorization" button in TREQ
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Please be sure to update the "Project Title" field. An appropriate title is short,
descriptive, and includes the fiscal year or period for the subcription

In the "Business Purpose" field, please be sure to provide a business purpose that
4 . : . . .
explains how this purchase is serving UW business or the grant.
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5  Click "Save & Continue"

Adding Line Items

6 To add line items, click the "+ Item" button
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Fill in the "Item", "Amount" and "Qty" fields. This should account for the estimated
7 : : ; e
cost for the fiscal year or period for this subcription
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8 Inthe "URL" field, you can provide a link if applicable.
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10 Click "Save & Continue"

Creating a TREQ Folder

11 For every TREQ order, there needs to be a corresponding TREQ folder. On the next
page, click the grey "Copy" button.
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12  Then click the blue "Open OneDrive Folder".

13 It will open a new tab that is routed to your TREQ folder. Click the "+ New" button.
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14  Select "Folder"

15 Paste the TREQ number in the "Name" field and press "Create"
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16  Open the corresponding TREQ folder

Click the grey "Upload" button. Click "Files" to open your file explorer on your
17 , )
computer. Select the files you wish to upload.

You can also drag and drop filed from your file explorer on your desktop.

Made with Scribe - https://scribehow.com

10



18  Switch back to the TREQ tab in your browser and click "Done Uploading".

Add a Budget Number/Fiscal Tag
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19 TREQ has been updated to accept Workday Worktags. It's totally okay if you only
know the budget number and not the Worktag. TREQ will help you find the correct
Worktag.

20 In the "Fiscal Tag" box, type the budget number. Be sure to not include a "-" or the
Worktag will not pop up.
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21  Select the budget number and name that pops up.

22 Below the "Activity Tag" and "Assignee Tag" a yellow alert will pop up informing
you of the Worktag that replaced the budget number in Workday. Copy the
Worktag.
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23 Paste the Worktag in the "Fiscal Tag" box, replacing the budget number.

24  Click the new Worktag and name that pop up.
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25 Not all Worktags need Activity or Assignee tags. If you don't have one or don't
know what to use, you can leave it blank and the budget manager will fill it in if

necessary.

When you are done, click "Save" and "Continue"
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26 Click "Continue"

27 Review the order and press "Submit"

Adding the "Make a Purchase"
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28 At the bottom of the TREQ, click "+Order"

29 Select "Make a Purchase"
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30 Review the line item. If it looks correct, press "Save & Continue"

31 Provide a mailing address if applicable, otherwise put N/A
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33 Upload supporting documents to the TREQ folder and click "Done Uploading"

34 Review the fiscal tags and click "Continue"
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35 Review your order and click "Submit"!
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36 Andyou're done! Yay!
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