TREQ: Filling out a Travel Reimbursement Form

This guide provides step-by-step instructions for filling out a travel reimbursement
form for all traveler types. It covers everything from navigating to the form, entering
travel details, updating travel items, answering post-travel questions, uploading
supporting documents, and reviewing the order before submission. Following this
guide will ensure accuracy and ease in completing the reimbursement process.

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

@ There are a few ways to begin a Travel Reimbursement from a "Travel
Pre-Authorization"

1. Clicking the "Travel Riembursement" button and finding your previously approved "Travel
Pre-Authorization" or

2. Clicking on "My Trips", opening the correct "Travel Pre-Authorization”

2 Option 1: Click the "Travel Riembursement" button and find your previously
approved "Travel Pre-Authorization".
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3 Option 2: Click on "My Trips" button and find your previously approved "Travel
Pre-Authorization".
Click "Travel: Darshini Stark > Las Vegas, NV"
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4  If your TREQ looks collapsed, click "Show" then "+ Order"
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5 Select "Travel Reimbursement"

Non UW Traveler
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@ Non UW travel reimbursements require that we double check the information
previously provided and fill out the mailing address box. Everything after that step
is the same as with a UW Traveler.

6 Review the information previously provided, then press "Save"
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7 Be sure to provide a mailing address so a check can be sent to the traveler.

Updating Travel Items

8 Post travel, the items previously entered need to be updated with actual amounts.
Double-click the "Actual Lodging" field to update the amount.
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The "Meals Actual" box will be calculated by the fiscal team using travel status and
meals provided information.

10 Click the line items to update them to the correct amounts. Click "Save"
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11 For any items that do not need to be reimbursed, click on the pencil icon and
press "delete".
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12 Click "Save & Continue"

Post Travel Notes

13 There are a few questions we must ask every traveler to accuretly reimburse.
Please review the Post Travel Notes questions and answer accordingly.
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14  If the lodging rate exceded the per diem limit, please select yes.
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You will need to choose the appropriate reason. If you are unsure of which one to
15 ,
chose, please reach out to your budget manager or to edfiscal@uw.edu.

More information on lodging per diem exceptions can be found on the UW Travel
Services site here: https://finance.uw.edu/travel/perdiem#exceptionstoperdiem

16 If meals were provided, please describe in the text box. We will need dates and the
meal that was provided.
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17  Click "Save"

Uploading Supporting Documents
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18 Your TREQ folder should have been created during the creation of the
Pre-Authorization TREQ. To get back to that folder and upload documents, click
the grey "Copy" button then the blue "Open OneDrive Folder"

19 It should open a tab to your SharePoint folder. You can sort it by using the
"Modified" Column, or by pasting the TREQ number in the search bar.

Made with Scribe - https://scribehow.com

17



20 Open the corresponding TREQ folder.

21 To upload supporting documents, click "Upload". This will open the file explorer
on your computer. Select the files you wish to add, and click "open".

You can also drag and drop files from your computer file exporer.
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22 Close your SharePoint tab and return to TREQ. Click "Done Uploading"

Budget / Fiscal Tag Information
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23 If the budget information is the same, click "Continue"

24 If the information needs to be updated, you can change the Fiscal Tag by selecting
it.
Click the "XX000000" field.
Click here.
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25  You can also add "Activity Tags" or "Assignee Tags" if applicable.

Not all budget need this information, and if you do not know what to put, leave it
blank. The budget manager will update it if needed.
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26  You can also use the "Split Type" box if you have multipe funding sources.

27  The "Split" box is used to determine how much is coming from the budget
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28 To add additional funding sources, click "+ Fiscal Tag"

Final Steps!

9 Now review the order before submiting! Good Job, you're Travel Reimbursement
is now submitted!
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