TREQ: Filing out a Travel Pre-Authorization Form

This guide provides step-by-step instructions on how to fill out a Travel
Pre-Authorization form. It covers different scenarios such as COE Traveler, UW
Traveler (Other Unit), and Non UW Traveler. The guide also explains how to add travel
items, create a TREQ folder, and add a budget number or fiscal tag. By following this
guide, users can easily complete and submit their Travel Pre-Authorization form.

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

Before traveling, please fill out a "Travel Pre-Authorization" form in TREQ. Star by
navigating to TREQ and press "Travel Pre-Authorization".
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Under Traveler Affiliation, "COE Traveler" will be automatically selected. The name
of the person filling out the form will also auto populate in the "Traveler" box.

Traveler Affiliation

& COF Travelsr (Toculty, Staff, or Student emploves)
0 UW Travelber (Dther Unit)
C Mo UW Traveler

Traveler (College of Education)

Darshinl Stars

Drestination
Departure Date Return Date
mmydd £ ¥yvy 0 mmiydd f yvy u

Business Purpose

Prowide a summary of vaur Trip. This trip des
Authorization and Réimbursement arders,

Traveler
Lse AffilieHon o choose Gategory ol traveler

For & COE Traveler (152 the provided pemonn s
faculty, staff, or studsst employee, For other
Lraveler's name and contact information,

Lise *Mon LW Travelas™ for LW sturdents who

Honorarium

Henararium is only an option for Nen-UW T
traveler affillation, optional Honoranum fleld

Business Purpose

LW defines business purposs as: “Explanatio
used for LW busines=" In additian. all expary
have an additional sratemert on the expendr

4 If you are filling it out on behalf of another COE Traveler, please update the
"Traveler" box to their name by typing in the name of the traveler and selecting

the correct pop up option.
Travel Pre-Authorization

Traveler Affiliation

& COF Travelar [Faculty, Staff or Student employes)
O UW Traveler (Cther Uil
) Non UW Travelar

Traweler (College of Educetion)

Darshinm Stark

Deztination

Departure Date Return Date

gl yyyy 0 mim,/ dd /yyyy

Business Purpose
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Travel Pre-Authorization

Help: Cre
Traveler Affiliation Brovide gsur
® COE Traweler [Faculty, Staff, or Stugent emiployas) and Reimbur
LW Traveler (Crher Linit)
) Nan UW Traveler
Traveler
Traveler (College of Education) Lis= Affiliatic
Darehini Stark| For & COE T
.- - ciudent emp
Star, Darshini (dmestark) infarmation.
- Lz "Mon LV
Departure Date Return Date Hanorarium
. Hanararium
mim/eld yyyy mi mum e = affilistion, cp
Busi Pu
ki o Business Pur
LW defines |
([11VY f HOPR A

5  Update the "Destination" field.

Traveler Affiliation Provide & sur

#® COE Trawolor Faculty, Staft, or Student employea) and Reimbur
C U Traveler (Crther Linit)
O Non UW Travelar

Traveler
Traveler (College of Educshon) Lss Adfliatio
Srark, Darzhinl (dmastarky J Fora COETr
sudent emg
Drestination irifor mation.
| Lise "MNan LV
Departure Date Return Date Honorarium
Honaorarium
i el ywyy B mm,/dd e () affiatiar, o

Buginess Purpoze

i Bassiness Fur
L defires b
LW Business

Stelatneril or
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Traveler Affiliation

®| COF Traveler (Facully, Stall, or Studen: employee)
2 UMW Traveler [Oher Unit)
 son LIV Traveler

Traveler (College of Education)

Stark, Darshire {dmestark)

Destination
Las Wegas, NY

Departure Date Return Date
mm/dd vy (] mm/dd/yyyy

Business Purpoze

Help: Create a Trip

Provide a summary of your tip,
and Reimbursement orders,

Traveler
Lse Afflllatian o chinose categn

f Far a COE Traveler use the prouy
student employes, For other tray
informatinn

Usp "Man UW Traveler” tor UW s

Harararium

Honorarium is only an option fo
affiliaticn, nptianal Honararam 1

Business Purpose

W detines business purpose as
W Esiness Inaddition, all exg

6 Then input the "Departure" and "Return" dates by clicking on the calendar icon.

Click the "Return Date" field.
L Mor UW Traveler
Travelar (College of Education)

Darshing Stark

Destination

_L-.a; Vegas, NV

Departure Date Return Date
g’ dd vy . = mmy/dd Sy

Business Purpose

Personal Time

Made with Scribe - https://scribehow.com

Traveler

Use Affiliation to choose categony of traveler

Fer a COE Traveler uss the provided person
faculty, staff, or studenr amplayee. Fos athar
traveler's name and contact infarmation.

Use "Man UW Traveler” for UW students wia

Honorarum

Honorarium |5 oaly an option for Nan-UW Ti
traveler affiliation, optional Honorarum ficld

Business Purpose

LW defines business puipuse a4 "Explanatio
used for LW business” In addition. sl expan
Have an additional statement on the expend

e 5 This 15 servioe UW S granl business?



rr (College of Education)

#hini Stark
ation
Vegas, NV
ture Date

J572024

ss Purpass

ial Tine

]

Retum Date

[ ey

raveler
Lise Affiliation o choose Calegory of Liaveler.

For @ COE Travelar use the provided personseasch o pick
faculty, staff, or student emplayes. For other teaveler-afiiliz
trAveler § name and contact infommation.

Lise "Momn LW Travelar for UW studanis who ars nat aarre

Honorarium

Henerarium is only an option for Nan UMW Trovelers, Whe
traveler affiliation, optionsl Hongrarum field shows up.

Business Purpass

LW defines business purpose as; ‘Explanation of how the
used for UW business” In addition, all expenditures ori ar
hiave an additions! statement on the experditure's bensf

Heswe is this trip sening LW/ grant business?

7 Please be sure to provide a business purpose that explains how this trip is serving
UW business or the grant.

Traveler (College of Education)

Darshini Stank
Destiration

LasVegas, NV
Departure Date

NB/O5/7024

Business Purpose

Personal Time

® Mo

Return Diate

| nefnes20z4

LUse Affiliation 10 choose category of traveler

For a COE Traveler use the provided person =
faculty, staff, or student employ=e. For ather
traveler’s name and contact information,

Lise "Mon UW Traveler" Tor UW studenis wha

Henararium

Henorarium iz only anoption for Mon-UW Ti
traveler affiliation, opional Honorarum Teld

Business Purpose

UW detines business purpose an "Explanatio
used for UW business” In addition. all expen
e a1 additional stztement on the expeandi

Heny |5 this trin =erving LW / grant business?

T

Personal time? If not, skip to step (11)
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If you will have personal time on a trip, select "Yes, will use time-off during trip"
under the "Personal Time" section

—ar— S —— HORGrAFILm

08/05/2024 | 08/G8/2024 (] atfilistior, op
Buziness Purpose

Business Pur

Atending a confersnce and presenting research L defires b

UMW businpss

statement o

How is this o

Personal Time

& No

Yes, will use tima-off during trip

Save B Continue

B Contact = Help + Poacy = T2oms

9 Fill out the Location section

i 1 AP l . ey B
Aftending a conference and presenting research LW defires b

LW business

Tetement or

Heow is this
5
Personal Time
- No
W Yec, wall wse dme-off dunng trio
1 Lecation
Stalt Date Time T kel Sy m|
End Date/Time mmAad Sy | - )
Clesr Perscinal Time 1
2 LoCaTion
Start Diete/Time TR S Yy | - o
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10 Then in the "Star Date/Time" and "End Date/Time" please use the calendar to
select dates, and the clock to select the times.

For example, if you plan to stay longer at your location to sight see, personal time
would start after the conference ends till the time you leave to board your flight
home. For more details on Personal Time, please visit the UW Travel Services
website: https://finance.uw.edu/travel/personal

Click "Save & Continue"

stalement on the espendilur

Huowy i this trip serving LW ¢

4
Personal Time
L Mo
& Yoo, will use ime-off during tig
T Lacstion Las Vegas MY
Srart Date/Time m- dd gy = O]
Erid Date/Time mim,dd S ywyy m| Al &
Cear Personal Time 1
2 Location
Saarr (hatefTime mum /el Sy ™ A e 0]
End Date/Tine o e Sy m} e ®=
ear Persomal Time 2
How is thic trip sefving LW /
A
Personal Time
< Mo
& Ve, will use tme-off duning tnp
1 tocstion Las Vegas, MV
S1are Date,Time D8/077 2024 | i - L]
End Date/Time ,-' ddivyyy O :- &
Clear Persanal Time 1
2 Lecatlon
Sxart Date/Time mm/ dod/vyyy 0 e
End Date,Timea mm e Ay | R

Clear Personal Time 2
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slatement or the expendiiuies benelit to grant.

Henw is this tp serving | IW / grant business?

i time-off during trip

Las Vagas, NY

Time | OB/07/2024 o B-- - ®

ime | 02/08/2004 B - o

Clzar Personal Time 1

Time e ey (] Sy @
e i ey a —im - ©
" laar Parcnnal Tima 2

How fs this trip serving UW / grant business?

P
g trig

egas, NV

fr2024 [} (L3000 P

G204 | e 0]
Forconal Time 1

ddiyyiy 0 - [©]
ad/ vy =} ——iem - (0]
Persoral Time 2
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Hew i this brig serving U/ grant business?

se fime-aff during tip

Las Vagas, NV
Time OB/O7 2004 R ¢ * B[ ¥ (&)
tme  08/08/2024 1 -
Clear Perconal Tima 1
Time A fyyy | e @
e i dd ey ] 3 o
Clear Personal Time 2
UW Lrasiness," In addition, ol expenditures oo grants are reguired {o
statement on the expenditure's benefit to grant.
How is this.trip serving: UW / grant business?
“
during trip
asYegas, NV
1& 077024 ] 00 Fm
38,/00 /2024 o [[eem o]
lear Personal Time 1
i dd fyyyy
T A Sy m | —t — o]
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1 |eeatian Las Wbgas, NV
Start Diate/ Time CRTTF2024 0 04:00 - PM
End Date/Time OB/0A 2024 a (6:45 P

Clear-Perscnal Timea 1

2 Lerearkain

start Date Time oA Sy m| [ ':‘.)
End Date/Time mimiddd vy | : o

Clear Personal Time 2

Save BContique

No Personal Time

11 If you do not have personal time, click "Save & Continue"

FONOTANUM I8 DEVA0 ORTON TOr D=LV 1

05 /2074 0408024 i :
0B/05/2024 m) be/og/202 o traveler affiliation, optional Honorarum field

Business Purpose ;
Business Purpose
Attenting a canference and presenting research LW defines business purpose as: “Explanatio
uzad for UW butiness” In addition, all exparn
e ar additional sratament an the expends

How Is this 1fip serving LW / grant buginess?

Persanal Time
& o
3 Yes, will usa time-off during 1rip

Sava 8 Cantinue

B Canlact « Help « Pivacy = Teoms

UW Traveler (Other Unit)
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12 If you are filling out the form for another traveler that is a UW employee but not
with the College of Education, select "UW Traveler (Other Unit)".

Tesi Sarvey

TREQ) Whiat doos this meae?

Travel Pre-Authorization
Help: Cre

Traweler All ation Provide &sur

VEOE Traveler fFaculty, Staff, ar Student employes) and Raimbur
& LW Traveler (Crhar Unit

O Nen UW Travelzi Traveler

Lise Affiliatic
TRAVELER

Fol a COETn
MName student enp!

frfiar mation,

s "Mon LY

Email Phene
Hanarariurm

Henararim
affiliaticn, og

13  Type their name into the "Name" field.

EE R EREE 7 R ¥ IR W EEC P Emmewy mEWER N

Help: Cre
Traveler Affillation A S
2 COE Treveler Faculty, Staff, or Student employes) arvd Reimbur
& LW Traveler (Other Unitl
1 iy AT i
P LW Travele Traveler
Lse Affiliatio

TRAVELER
Fora COETn
Mame student emp
Information,

|ize “MNon LIV

Email Phere
Fonorarium
Heanerarium
affiliztior, op
Destination B hiraes Pl
Las Yagas NV L defines
LV business
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14 Please include contact information in the "Email" and "Phone" fields.

AL RV [ ALY L S L e LY N L L

& LW Traveler (Othar Linit
O Nen UW Traveler

TRAVELER
Mame

Stark, Darshini

Dastinatizn
Las Vegas, NV

Departure Date

08,/05/2024

-Authorization
n
3 (Faculty, Staff, or Studert employaa)

r{Othar Linith
aeler

L]

Phone

n.edu F10-/10-3850

Non UW Traveler
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m|

Traveler
Lis= Affiliatic

Foi a COE T
student ermp
Infarmatian.

s Mo LY

Hanorariim

Honorarmm
affilialtion, op

Business Pur

L defines b
LW business

Return Date cialomient o

Howy isAhis tr

08/08/2024 (|

Help: Create a Trip

Proviche & summagry of yourtr . This trip dascription will be
ard Heimbursement ordars,

Travelsr

Lisa Affilintion to choose category of traveler.

For & COE Traveler use the provided persan <earch (o plck ¢
student smploves: For other travelar affilistion, enter the i
intormetion.

Use “Mon UW Travelsr" Tor UW students whio s nol curern
Honorarum
Honorarium is only an option for Mon-UW Travelers. Whan

aftiliation, optional Honormarium fisld shows up

Buslness Purpose
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15 Click the "Non UW Traveler" field.

Test Sarver

Whist doos this meas?

Travel Pre-Authorization

Traveler Alfiliation
) COE Traveler (Faculty, Staff, or Student employes)
LW Traveler (Other Unit)
Non UW Travelsi

TRAVELER

Mame
Stark, Darshim

Emvsail Phene
dmestark@uw.edu 310-710-3850

16 Fill out the traveler information.

Traveler Affiliation

O COE Treveler [Faculty, Staff. or Student employea)
O UW Traveler (Gther Unit!
W Non UW Travelo

TRAVELER

Mame

Email Phone

! Honorarium
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Traveler
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Henarariim
affilisticn, og

Help: Cre
Pravide & sur
and Retrrbur
Traveler

sz Atfiliatic

Fora COETn
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Hanararium

Honorarium
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Business Pur
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17  1f they will be receiving an honorarium, please check the "Honorarium" box.

Mame

Darshini Stark

Email Phone
dmestarkf@qmizil.com 310-710-3850
Honorarium

Destination

Las Viegas NV

Departurs Date Returmn Date
08/05/2024 ™ 08/06 /2024

18 Fill in the amount to be recevied in the "Honorarium Amount" field.

Email Phone

dmestark@gmail.com 310-710-3850

Hanararium

Honorarium Amaount

Destination
Las Vegas NV
Departure Date Retirmn Date

0870572024 (m] 08/08/2024

Made with Scribe - https://scribehow.com
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Lise "Mon LIV

Honararium

Honorarfum
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Business Pur

LW clelines b
LW business
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Honorarium
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affilation, aptional
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19

20

B Hororarium
Honorarium Ameunt

150

Destination
Las Vegas. NV
Departure Date Return Date
08/05/2024 m| O8/08,2024
Business Purpase

Attending a conferance and presenting research

Business Purpose

Attending a conferance and presenting research

Personal Time
& e

< Yes, vall use time-off during trip

Save & Contihue

Click the "Destination", "Departur Date", "Return Date", and "Business Purpose"
must also be filled out. These sections are the same for all traveler types.

Business Pur

L diefines £
LS business

ctatameant or

Haw is this tr

If there is no personal time, click "Save & Continue". If there is personal time,
please refer back to that section at step 8.
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21 Non UW Travelers require a few extra questions. Please be sure to accuretly fill
this out and provide the UW Privacy Notice link to the traveler for their review.

TREQB11971

. Help: No
Travel: Darshini Stark > Las Vegas, NV
i R - This addition
Tfravel Pre-Authorization  Creating are not empl
Traveler Destination Dates snpluyzes.
Darshini Stark Las Vegas, MV BY5SI024 - 882034

LIW Privacy |

o= Moo UW Traveler g 150 Honararlum
We are requ

used, Your car
Non UW Traveler Questions

Mon UW Tran
Nar UW Trawelers must be orovided the UW Privacy Notice: Check the ollowing box 1o Faculty/Staff

rantirm this has happenren, Ton iR Bl

LW Privacy Motice has baen provided * W Student

Traveler adfili
Mon UW Traveler Type *

: - Guest/Visite
L Faculty/Statt Candidate

O U Student (non-empoyes)
) Guesl/Visilor

22 Once the traveler has been provided with the UW Privacy Notice, please select the
"UW Privacy Notice has been provided *" box.

Travelar Destination Dates Erﬁplwees
Darshini Stark Las Vegos, NV B 572024 — B/2024

LW Privacy |
2 Mo UW Traveler BN V50 Honoradium

We are requi

used. You Lar
Non UW Traveler Questions

Man UW Tra

Man LW Travelers must be arovided the UW Privacy Morlce. Check the following hox 1o

; : ] Faculty/staff
confirm this Has happened, SR

far the purpe

i i i idled *
LW Privacy Notice has been provided LW Student

lraveler Athli
Mon UW Traveler Type * ’ i

: ) Guest/Visita
L Faculty'Sarf Candldate

2 UW Student (non-emplayee)
Ol Guest!Visitor
U5 Citizen *

L) Traveler s 2 US Citizen or Green Card holder
) Won LS traveler
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23 Under "Non UW Traveler Type" please select the type of traveler.

M LR L

Non UW Traveler Questions
Non UW Trar
N U Traweslers st be arovided the UW Privecy Notiee, Cheek the [ollewing bex 1o

; i " Faculty/Staff
confirm thie has happened,

far the purpe

« W 1§ i .
B LW Privacy Notice has bieen provided LW Student

Traveler Alfili
Mon UW Traveler Type *

4 A GuestVisin
- Faculty/Stotf Candidate

LW Student (nan-emslnyes)
GitiestVisitor
Us Citizen ™

O Travelar 1 @ IS Clitzen or Grean Card holder
' Non LS traveler

Save

24 If they are entering or leaving the US, the "Visa Type/Status" drop down box will
appear. Please select the correct option, as this information is also required.
Click this dropdown.

*Please note that not all visa types are eligable for honorarium, so please confirm
this information before offering an honorarium. For more information please see:
https://finance.uw.edu/globalsupport/honorarium-payments-foreign-nationals

W LypesTIVISTor

U5 Citizen *

" Traveler = 2 US Citizen or Green Card holder
& Non US travelsr

Will traveler be entering or leaving the US during this trip? *

) Ertenng or leanng Us during tnp
I Not enterng/leaving LS

Visa Type/Status *

[choosevisa) ~

Save

B Contact = Helo s Privacy = Teomg

1202 LW Callenpe o Educition, Sealile, Wishrigion
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ORI W LS

Canadian
Az

it = Help # Privacy « Tenms

UW Colege of Bdusiion Seatte, Washingion

US Citizen *

-t Traweler is @ US Citizen or Green Card holder
W pon US travalar

Will traveler be entering or lzaving the US durning this tnp? *

® Entaring or leaving US during trip
2 Mot enteringdsaving LS

Visa Type/Status *

Canadian ~

oty - Help = Mivacy = Terms

EEAAE LIWY Coliene of Bdacationh, Sessntbe 'Wiashinghon
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25 Under the "US Citizen" section, please select the correct option.

Please note that Non US Travelers require more documentation and may have
restrictions. For detailed information on traveler types and their requirements,
please visit the UW Travel Services website:
https://finance.uw.edu/travel/ProspSabbConsultTravel

CORTIFM TRIS NAS HANDEres, 5
tor the purpe

LW Privacy Motice has been provided * UW Student

Toweles All
Mo UW Traveler Type *
i o " Guest/Visito
! Faculty/Staff Candidate

LY Studant (nan-ampioyes)
& Guest/Visilor

Us Citizen *
Travelzr = a |15 Citizen or Green Card holder
Peon LS travebsr

2 If they are a Non US traveler, please select if they will or will not be entering or
leaving the US. This information is required.

Mar LW Traveler Type *
; ; Guest,/Visit
L FarultydStal Candidare = S
W Student (non-emaioves]
® Gyest/Visitor

U3 Citizen *
J Travelay is & US Citizen or Groen Card holdar
& hlon LE mravelke
Will traveler be entering ot leaving the US during this trip?

Ertaring or l2aving US during trip
2 Ner enterngfeaving LIS

B Contact « Help « Privacy = Teime

g L Collene of Edueslre
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27 Click "Save"

US Citizen *

= Travedar is 3 US Citizen or Groan Card holdar
& Nen 1S fraveler

Will traveler be entering or leaving the US during this trip? *

® Ertering orfeaving US during trip
I ot entennoy/isawning LS

Visa Type/Status *

Canadian

| Saye

28 We will need a mailing address for all Non UW Travelers to mail their
reimbursement check.

Trawveler Destination Dntes
Darshini Stark Las Vegas, NV 8/5/2024 — B/B/2024

-y Mon W Traveler  gg 150 Hororardum

Mailing Address

Pigvide a street address where this order should be mailed,

Save

* Cance| this Drdar..

Made with Scribe - https://scribehow.com

20



29 Click "Save"

s NOD LI rEvRiEr B¥ 150 HowmorAanm

Mailing Address

Pravide a streer address where this order shauld be mailed

1234 | LOVE CANADA RD
Victoria BC VBX 3X4, Canada

« Caniel this Oyder,

Adding Travel Items

Made with Scribe - https://scribehow.com
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30 To add the lodging and meal per diem rates to TREQ, please click the "Per Diem
Rates" link. This will take you to the US GSA website.

Traveler Destination Dates

Darshini Szark Lag Vegas, M 8/5/2024 — 5/8/2024

Travel Items

Travel Par Diam Rates

Fer Diem reimbursement rates far travel ladging and meals is cet per destination by the US Ger
Services Administration (U3 GSA)L

Per Diem Rates W Trave T

Nights of lodging and days of meals is based on travel dates of departure 8/5/2024, return B/8/:
Subtract any personal days

Lodging

® Fnter nimberof nlghr: ak |n|1|]|'1|:| Lndging MSE
s Logk up rate-for your desinaton on L3 G54 asbsie

= Enfer U5 G54 Fer Diem rate for Lodging {daily limet for your destmation and month of traveh 3

« Entor your Aclual Ledging for especied: fatal forall nights

n Wi will b reimbaorged B rvanraciis ! indging expenses US GSA Per

31 Select the State

Arkansas

California | -

Colorada AN

rales Connecticat
Delaya e

Per diem boundaries District of Columbia
Flarida | =

Fire safe hotels Georgia |
Guam

Por diem contacts Hawaii city
ldaha

I inais |

Indiana

lowa

Kansas -on

ZIP

Factors influencing lodeing

City {optional)

Zli

Find Rates
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32 Type in the City for more accurate results

Required fields are marked with an asterisk | * L.

For Fiscal Year; *

lnfarmation 17, Including

any applicable forms.

2024 (Current Fiscal Ypar)

L

Seate Clry
Nevada ] kciry (aptinnal)
OR
Zp

33 Copy the amount under the month that the travel will be happening.

ated within a caunty for which rates are listed. To determine the

the Census Geocoder,

2023 40214
Neov Dec Feb Mar Apr
Oct Jan

§152 $152 5152 4152 $157 5182 S120

IE) rates and breakdown®

lan for fedeml emoloves travel:

Made with Scribe - https://scribehow.com
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ated within a county for which rates are listed. To determine the

the Lansus Geocodor,
[t Dee S M ap Ma 1
oV ar r un
Oct Jan y

5152 5152 5152 §152 5152 5152 5120 SL20 5120

IE) rates and breakdown®

| PSS SEFNY G ERCRIY [T, (R SRR

34 Paste the per diem amount in the "US GSA Per Diem" field.

ying and days of meals is based on travel dates of depariure B/5/2023, return 8/8/2024,
sersonal days

frughts &t lodging Lodging Mights
tpuureslinglionon WS G54 webnle

=r Diem =te far Ladging [daily fimit for your destination and month of reval) 3
2! Lodgieg (or expected) mts for-all nights

EAIrged fOr YOUr 3000 | |DOQING eXpenses US GSA Per Diﬂ“_
de receipts for lodg g reimbursement

ging teirmbursement MAY MOT edadeed the Ledging Limit ckeept sotoal cares

i

dging Lirmii, must have a preautharizatons

Lodging Limit

Actual Lodging

5

entals
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jing and days of meals is based on trave| dates of departure 8/3/2024 return 8/8/2024
sersonal days.

Trights a1 longing Lodging Mights

r pourcestinetion on L5 G5A asbnies

=r Diam =te for Lodging [daly iimit for your destnation and manth of travel)

A | kg o eRpectan) wtal tor &) nghts
ibursed fof youractual lodging epenses US GEA Per Diemn
i:‘ receiprs for lodging I':IIT||.1ki£E cent . . § 'i'i1 70
ging rembursermént MAY MOT eiceed the Ledging Limit except mmoal cane

adging Limit must hae 3 pre-authoriratons

Lodging Limit

Actual Lodging
.
entals
1 elaws 0T trawed heal Mave -

35 Switch to tab back to the US GSA site and scroll down to the meal per diem. Copy
the amount under "M&IE Total".

Breakfast, lunch, dinner, incidentals - Separate amounts for mesls and incidentals. M&IE Total = Breakfast # Lunch 4 Dinner 4

Incrdentals. Sometimes mieal amounts must be deducted from trip youche:. Ses More idormation

First & last day of travel -amount recelied on the firstand |ast cay of vavel and equals 73% of towl M&IE

Primary Continental : Incide
Destination @ como it Ereakfast/Breakfast Lunch thsha Expen
LasVepas Chark S68 $16 $17 531 55
Showing 1 tc Lof L entrigs

I'rr interestéd in: Hew Search

Additional per diem topics Need more information? Related t

36 Onthe TREQ page, paste the per diem amount in the "US GSA Per Diem" field.
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entals

Fdaysof travel

r peur casination on LS GSA asbaiiz

=r Hiem @te o Meas (MEE Tatal

ieursed e Maezls Toal amaunt (e digfh « J3551

nay e reduced, enampr es conference [ncluces lurgh o iayeling pait of @ day

resdeg formasds & inodentals

Catviiate actual el serment amouii

55 than of equal ic the Mesls Totl amount based on per diem

W e T T e e T
=1 Diem @e kaf Mea's (METE Toral)

bursed the Neals Total amount {oer diem = days|

nay be reduced, orampies: conferance incluces lurch orimayeling port of a-day

rescen for mesis & nooentals

cenlabe actual reimbrsement arount
36 than or-agqual to he Mealt Total amoun: Dased on per digm
* reduted 1o BXCiUd 2 spediic cally mesls not eligdde tor Elmbursemem

Em JHL
Ifare

sgistration
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Armauiril

LA 1]

0.00

$360.00

3120 > 3 mghts

Aztual Ladging

£ 360

Is

US GSA Per Diem

s |

Meals Total

Meals Actual

LS G548 Per Diem

§ B9

Meals Total
227600
$00= 5 das

Meals Actual

§

Lime Total
0.00
0.00
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To add additional travel items, scroll down and edit the line items currently
prepopulated. Click the "Amount" column to open a line item details.

H UL
352 « 4305
vill calculste sciusl mirbursemant amount Meals Actual
less thar of squal £ the Mesk Tatel amaunt bassd on oer diem
b sechicedt 13 extluge specific dally mzals not eligitle far rsimbLisement 5
15
Itam URL Armount Line Total
Airfare ’ O 0uo # 0.00
Negistration / - 0.00 # 0.00
Can Service ’, 000 # 0.00
Car Rental ’ 000 # 0.00
Mileage ’ 0.00 / 0.00

38 Inthe "Amount" box, put an estimated cost. Click "Save"

Itam Armntnt I
1 Airfare 400 | 5

URL

(Dptional) Provide a link to a'spedﬁc item to purchase

gm
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39 Repeat for the other items. Leaving the amount box blank will leave the item off
your final TREQ. If you want to change an item, click the pencil icon and type in
your own name. You can also use the "URL" box to add a link for us to purchase
things like conference registration.

Item LIRL Amatint Line Total

Ajrfare s — 400,00 # $400.00
Registration ’ I: :l 0.00 # 0.00
Cor Seiien: / = oo0s 0o
Car Rental s 00 4 0.00
MﬂEﬂgE ~ 000 7 0.00

Fegistration

(Cpticnal) Fﬂnde alink to a specific item 1o purchase

Made with Scribe - https://scribehow.com
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Oty Item Arnount 1

i Fegfstration 250 5

URL

‘ INSERT LINK FOR FINANCE TO FURCZHASE
(Dptional) Provide a link to a specific item to purchase

em URL Ammumt Line Totai
fare ’ 400.00 7 $400.00
agistration 7 P lunk 250.00 # £250.00
ar Service ; (h} 4 0.00
—
ar Rantal ' 0.00 # 0,00
lileage ’, 000 # 0.00
Tax

Made with Scribe - https://scribehow.com
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Car Salvice

URL

(Cpticnal) Provide a link to a specific item te purchass

Other Items

Qty [tem LIRL Amount Line T
1 / Airfare 7 400,00 $a(
9 #  PRegistraticn s ELlnk: 250,00 §2!
1 /' Car Service / 30000 43
| 4 |ZarRental lrf_‘\'l Fa (I ATH

- - "l 5
gl s Mileage g ] ’ 0.00 /

m
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Oty Item

1 Presentationn Matetials

URL

40 Click "Save & Continue" when done

] S = LR

1 ¢ LCar Service

1 4 Presentation Materials

Mileage

1 s

® Lol a Note

u Cantel this Order.

Creating a TREQ Folder

Made with Scribe - https://scribehow.com
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For every TREQ order, there needs to be a corresponding TREQ folder. On the next
page, click the grey "Copy" button.

Help: Attachment
rel: Darshini Stark > Las Vegas, NV elp: Attachments

Jre-Autharization Ereiting =requently supplamental files are resded to process reque
saample

F Destination Dates

i Stark Las Wagas, WY A/5/a024 - B/8/2024 * Reraipts.scanned as POF files

+ Sianed food Folicy documents
& Lonfarance agencas

ad Attachments * Iiwoice to be paid
Folder in Onelrive named OneDrive
2011969 [0 malke mzanaging files sasier for you and the fiscal eam

elated (o TREQ in 4 Onelrive file chare, This gives you diz
mansgemant, ability to praview files anline, and 1o sharefi

Open Onelinve Folder

Thie fiscal office will designate 5 spedific OreDrive folder y
TRECT revyuests. A link will be provided 10 thial [olde) within
and Chders,

OneCrme Fulie

fynu don't kave a TREQ Onalirive falder yet, contact vow

ot have added any required matenal to your OneDrive project folder, dick Bt et U

lptnading”™ o procead

Project Folder Name

42 Then click the blue "Open OneDrive Folder".

Travoler Destination Dates
Darshint Stark Lo Vegas: WY B/5/2024 — 8/8/2024 » Recaipts scanned ac FOF files
= Signed Food Policy documens
= Confarence agendas
Upload Attachments = Invoica ta be paid
Creats falder in OneDrive named on‘ﬂDri'i’E
TREQO11969 To make manaqing fites easier for you and th

related T TRED (0 & Qneliive flle share This
managerment, ability te preview Fles onlire, 2

[ =] Open OneDrive Folder

The fiscal office will designare a soecific Onel
TREQ requests. A lindewill be provided to that
and Orders

Onalime &

1t you dar't have a TRED Cnelinve folder =t

After you have added any required materal to your OneDrive groject tolder, dick
2 g&t sat L.

“Dene Uploading” to oroceed,

Praject Falder Name

o Ubloadi Yeur budget manager will give you instructio
o e attachiments in CneDiive: Generally Lhey wan

project, Lrein-g the Project Numbar as the told
look like "TREQD0T234"
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43 It should open a new tab that is routed to your TREQ folder. Click the "+ New"

button.
it SharePoint 2 Sagich this libiezry
Etl .
og_coe_fiscal &
& Frivate griup
= Hom T Upload ~  E Editingridvisw 2 Shame
E] Conve sations
Documents » TREQ o Stark, Darshini #
= Documents
® Shrad with us O Name - Madified -
Motebook TREGON00AE SRR E
Pages TRECOO01IC Ceptember 2, 2020
T - TRECKIN0112 Saptemiber 2. 2020
TOC AN A Samtanmiar 7 N
44  Select "Folder"
i ShareFoint 2 search this library
Eh .
og_coe_fiscal &
Hrivaie groump
@
= Homg T Upload ~ B Editingridvisw 2 Share
0y Canversations = Folder
= — & o] B et stark, Darshini =
W Excel workoook )
® Sharad with us ) Madifier| -
@ PowerPoint presentation
4 Kaptemdsy 1, A0
Wcabook 0 DraMote notebook
Pagss & Forms for Excel SRUEERRrZ, et
Site contents Wi Visio drawing =ERISIIRr 2, 2]

6_:'_"“ Lirk [T e ]
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45  Paste the TREQ number in the "Name" field and press "Create"

Name

TRECC 186D

Folder calor

©Ceoeo0o 00 0 0
@ o 0@

LI
o I

@ At this point you may not have supporting documentation for the travel. That is
okay. Please still create the folder for the future travel reimbursement.

If you do have some helpful documents (i.e. an invitation letter for a guest

speaker, a conference schedule, etc) please upload it to the folder after you create
it.

46 You can click the "Modified" column to sort it by most recently created. Choose
"Newer to older"
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+ New v T Ugload ~ B Bditingidview 12 Share @ Copylink 22 Sye 50 Add shottout to Qnsi ve

Stark, Darshini

L} [ Name
B TRECQOOGO48
2 TREQODGT10

Su  TREQO00112
S0 THEO0M 74

S TREOODOT15

m T Upicad ~ [ Editingrid view

*k, Darshini

0 Name -~

S0 TREGOM048
S FREQODOIIO0
B TREQODO112
e TREGODD 14
B TRECQOBDT TS
fu  TREQRDOTIG

B TREQDDOIT

Made with Scribe - https://scribehow.com

Sudified

SHI-I:E;TIE'?I 12020
Septembsr 2 2020
Sepiembezrd, 2020

IepremBEr 4 2020

Sepramber 2, 20E0

= Share 2 Copylink

Modified -
Slder 1o newer
Neiet 19 pider
Filkar |:y
Group By Maodified
Columin settings
fotals

Seprember =, 2030

September £, 1020

Madified By i :
Darshiliv stk
Digrshini Stark
Darskind Stark
RSN Srark

Tiatshin Stk

o Sync ) Add shortcut to OneDrive

Medified By Reviewed Updat:

nhuni Stark

shinll Stark

shini Biark

=hint Siack

. Eninl Sk
Diarshini Stark

Diarshiri Soark
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47 Open the TREQ folder by clicking on it

E @ Private group
A Home T Upload - 3= Ecitingridwiew 150 Share %3 Copy link

] Corwversetions
Stark, Darshini
3 Dincumants
3 Shared with us [0 Name - Modified | - Wad
Matanoank @ ~IRELO 16 LG = 4 hoursags Darst
Mages TRECO14158 | hoirs s Daint
T .‘1“-_
SHa contante TREQOI4174 iy 22 i
|RECHE 4112 iy & | 2amr
Recycle bin QU
Frit TREQU14G70 suly 17 Cizrgh
TRECID13954 ufy 3 Dhamad

Click the grey "Upload" button. Click "Files" to open your file explorer on your
48 , .
computer. Select the files you wish to upload.

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

SharePoint 2 Saarch this Hbeary

og_coe_fiscal &

Frivate gicup

Homi T Upload v B Editingridview = Share @ Copylink 02 Sy

Corersalions

Documents © TREQ - Stark, Darshini > TREQO1989 +#
Laocuments

Shared] with us D Name - Maeifierd | Madified
Moteboolk

Fages

Site contants
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SharePoint

Homo

Corersalions
Locuments
Shaeed with s
Moteboolk:
Fages

Slte contants

49

Upload Attachments

Create folder in OneDrive named

TREQO11

After you have addad ery iequired malerial Lo your Onalrive project Tokder, dick
“Uone Uploading” 1o oroceed,

og_coe_fiscal &

Private gicup

969

2 Saarch this Hbeary

T Upload v ES Editingridview = Shate @ Copylink 02 Sy
Files
Documents > rude. i » TREQO11969 +
Template
M N Maeifierd | Madified

rive Falder

Done Lipinading

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

e
= Confarence agendas
s |pvoice to be paid

Onelirive

Tor miaks managing files easier for you and th
related to TREC i a Onelrive file share This
management, ability to preview filas anline,

Iz tiscal othce will dasignate a spacitle Onel
TREQ tequests, & e will be provided o thal
and Orders

It you don't have a TREQ Onelive iclder vet
et sat

Project Folder Mame

Yeur budget manager will give you instructio
attachments In OneDrive, Ganerally they wan
project using tne Project Mumber as the feld
loak fike "TREQDOT234"

Iheso folder names are just suggestions. It is
CoeDrive, ¥ your prajiect has ils own srganis

Add a Budget Number/Fiscal Tag
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50 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.

Tesl Server

What doos this meas?

+ Ficcal Tag

SEWY This tool now hetps you sstect your Warkday Work
you iaw wiver an ofs Budget N

pdflccal@uw.odu if you hake

ection
Flacal Tag Name

KL 000000 Mame of Fiscal Tag

A cibvity Tag

ACCOOCO0

Fiscal Tag

Procrams, Grants, and Gits)

Nas 3 replacement. Orne Fiscal T3g 15 usuaky enouon, o

your TREQ order. You can seerch

oo will 1T ¥ou kR 1T yau nesd 1o &g m

Spirt

fszignee Tag
AS0C0000

asanch oy Er!'||3'|':l';."'3'€ rame o worktag nums

Enter a Fiscal Tag number. Generally these are the same as Warkday Project,

51 Worktag will not pop up.

Test Sarver

What doas this meas?

In the "Fiscal Tag" box, type the budget number. Be sure to not include a "-" or the

+ Ficczl Tag

HEWI This tool novw helps vou select youor Workday Worldads (Programs, Grants, end Gt

o ko wiver an ol Budget Mbr Tas 3 replacemert. Ora Fiecal T3g 15 usuaky enouan, DuT the

edficealiDu. et il you hake Question

Flacal Tig Name
06 {1852 Wame of Fiscal Tag
Activity Tag

ACOOOCT0

Fiscal Tag

o apply 20 vour TRED order. You can segrch an workt

ST WU KW, I YOU NeEd TO- &80 8N AT

Sl

Assignee Tag

AS0C0000

asarc oy Er!'||31'_'l':."'3'~i' rame-or worktag numb

Enter a Fiscal Tag number. Generally these are the same as Waorkday Proiect

Made with Scribe - https://scribehow.com
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52 Select the budget number and name that pops up.

+ Fiscal Tog

MEWY TS tedl now FAe WL SEIR0T valn Wo kel WorkTag s (Procrams, Granty, 2ng GIns 1 Apply e your THED ontlar Yo Cath seIrmm on warkn
youimaw when an o Budget Mbrhaz @ replecement. Oire Fiscal Tag is ususly encugh, but the too) will let you know you nesd to add an Aoty
ed fiscal@uw.edu if you have queshone

Flzcal Tag flame Split
nGoas? Mame of Fiscal Tag
ACDOOCO0 ASDOO00N

Search by amployes name of workrag nume

Fiscal Tag

Enter a Fiscal Tag nurmber, Generally these are the same as Workday Project,
Grant, or Gift Workiags. The system will suggest malching Fiscal Tags

53 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.
Fiscal Tag flame iplit
DE-0852 AD FA STAFF PRODEV
Activity Tag Assignee Tag
ACDOGOO0 ASDOO000

Search by =mployes name or worktag numb

06-0852: Replaced by PEIGA020 AD Fnance and Admin Progam Funds

Ca nl:el

Fiscal Tag

Enter a Fiscal Tag number. Generally these are the same as Workday Project,
Grant, or Gift Workiags. The system will suggest matching Fiscal Tags,

MName

MName or description of the Fiscal Taa If vou choose a sumaestion in the Fiscal
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54 Paste the Worktag in the "Fiscal Tag" box, replacing the budget number.

What doag this meaan?

+ Fiscal Tag

o appiy toyour THED crder You can ssardh anm workds

t the oo will et you ko of you reed bo add an Actre

MW | s tool mow ne ps o select yoor Wotkddsy Workiage (Proorams, Grants, 2nd 2

vou know wheran pld Sudget Mbr haz 3 replacemant. Ore Bl Tag e usuasly enpuigh, bus

cdfiscal@uww.cdu if you have questions:
Fiscal Tag Mame Splint

06-0852 AD FA4 STAFF FRODEY

Botivily Tag Assignes Tag

ACTOO00ON ASDO0000

Seareh by amplayes name or worktag numb

06-0852: Roplacedt by [REIREEE AD Finance ard Acmin Pregram Funds

55 Click the new Worktag and name that pop up.

... ] .
+ Fiscal Tag

MEWS | his tonl o R pe gy selart your Workelsy Worktsgs ranz, Srants, 2nd i) te Spply to o r THES crdar You can s2arth o Wikt

Tag i2 Usualy enough, but the ool will let you koow i you neesd Lo add an At

o omow wiver @ old Budg 3z 3 raplecament Ore Fis
ed fizcaf@wwoedu il you have questione

Fiscal Tag Name Split
PG104030 AD FA STAFF PRODEV

PGICALA0 A Finance and Admin
i Assignes Tafl

Program Funds

ACDOOCOD ASDCOCO0

Searc by amployes name or worktag numk

06-0852: Aeplacod by PE104030 AD Rnance and Admin Program Funds
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56 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"

L AL 1 LS (T LT
Ficcal Tag Mame Spht
PG104030 AD Finance and Admin Pragram Funds
Biciivity Tag Pasignes Tag

ACOOCCO0 ASTOO000

Search by amplovae name nr worktag numkb

Fiscal Tag
Enter a Fiscal Tag nurnber. Generally these are the same as Warkday Project,
Grant, or GIft Workiags. The system will suggest matching Fiseal Tags

Namme
MName or description of the Fiscal Tag If you choose a3 suggestion in the Fiscal
Tag field, this is filled In for Pt
Activity Taa
PET04030 AL Firance and Adwin Program Funds

+ FHiscal fag

® Al a Nots

Firished entering Fiscal Tags

W Caneel this Dirder

Final Steps!
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57 Review the order on the final page

Test Seiver

ot doos ths mean?

Travel: Darshini Stark > Las Vegas, NV

Charge Trip
Traveler Destmation Dates
Darshini Stark Las Vegas, NV 8/5/2024 — 8r8r2024
Business Purpose
Attenting a conference and presenting research
Items
Change Items
ITEM ANOUNT
Lodging (imit £380 = 3 nights = §120) $38000
Meals (4 days = $64) 427600
Alrlare $40000

ot dore s means

Registration & Link.., $250.00
CarServica 30000
Prosentation hzrarials 3000

Toral $1.635.00

Fiscal Tags
Change Fiscal Tags
TAG NAME OTHER TAGS SPLIT
PGTOA030 AD Rinanco-and Admin Program Funds e
Department Approval

® Send to Department Approver

Made with Scribe - https://scribehow.com
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Send to Department Approver

Specity who will provide the initial department spproval. This will be s P,
Director, Area Chair, of Cean who has autherity over project and the
relevant budgets.

Departrment Approver

Santhl Perumal

Approver Note

(Dptional) Add a note if this project needs sdditional 2xplanation forthe Approves

= Cancal this O der

58 Click "Submit"

Santhi Parumial

Approver Mote

g

pticnal] Add & note if this project neecs additional explanation for the approver,

B Confact « Heln « Privacy

D004 LW College of Cducetion, Seatte, Washington

59 Good Job! Your Travel Pre-Auth has been submitted!
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