Updated Non-Fiscal ProCard Process (11.2025)
Creating a TREQ Prior to Purchase
@ All ProCard purchases must have an approved TREQ before the purchase,

unless a purchase memo has been approved instead. In this example, we’ll
walk through how to create a TREQ for a subscription service.

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

2  Click on "Other Pre-Authorization"
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https://educ.uw.edu/treq/
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A new Pre-Auth TREQ must be created for each subscription service every year. Be
sure to update the "Project Title" to include the fiscal year and the supplier's name.
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4 Update the "Business Purpose" section to clearly explain the reason for the

purchase and how it benefits the college.
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5 Click "Save & Continue"
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6 To add a line item, click the "+Item" button.
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7  Inthe Amount field, put the total estimated amount for the fiscal year.
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8 Update the line item information then press "Save".
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9  Click "Save & Continue"
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10 Now it's time to create your corresponding TREQ folder. Click the grey "Copy"
button.
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11  Then click the "Open OneDrive Folder OneDrive Folder" button.
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12 1t will take you to your TREQ SharePoint folder. Click "New"
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13 Click "Folder"
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14 Paste the TREQ number in the "Name" box then click "Create".
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15 To find your most recent TREQ folder, click "Modified" and sort "Newer to Older"

[ e g e rus Ly §— et v e i v o @ e e rrTmae Pt snrrm Sy

LT

Elrad =~ L - L - ] L

5P

s |

LTl by MDD

iy i ol g =

S c
" e —
v a2 a [re——
.- S e

16  Open the TREQ folder you just created
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17 To upload any supporting documentation you may have at this time, press
"+Upload"
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18 Then click files (you can also drag and drop your files into the folder).
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19 Return to TREQ and press "Done Uploading"

Upload dttachments
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20 Now it's time to assign a Fiscal Tag. You can search using old budget numbers, the
name of the tag, or the tag number (i.e. PGO00000, GRO0O0000, GFO00000).
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21 Click "Save"

22 Click "Continue"
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23 This is the summary page where you can review what you've entered to make sure
it's correct before submitting it for approval.

Fr5-2% Software Subscription
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24  Once you've reviewed it, press "Submit".
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Once your TREQ is submitted, it will first be reviewed by the department approver
and then the budget manager.

25

« If it's a Pre-Authorization (Pre-Auth), the process ends after the budget manager’s approval
(no further action is taken).

« If after you've entered the Pre-Auth and a purchase or paying an invoice is heeded, proceed
to the next step.

Adding an Invoice to A Subcription

26 To find orders you've created in the last 90 days, press "My Orders"
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27 Click on the TREQ you previously created that needs action.
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28 Click " Order" to add to the Pre-Auth

#r FumreTe parporE pees feEr el

RS w1 W U bRl e e aotimt a i Lt
sl des] R hdawre Pap Hhzon & .
- FE134aET

jiued

N .

il Brtnainn dpy sl
Aittachmambi
.

P alf  Fiei g F Dabibd T 0

L [T ST S
TREGEAT: « Tk By ] ATy T s AN T T

Esnirburmarth by
B s Doy

Made with Scribe - https://scribehow.com 14



29 Click " Pay an Invoice"
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It will keep the information from the Pre-Auth. To update the line item, click on it
and change the information.
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31 Click "Save"

32 Click "Save & Continue"
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33 Open your TREQ folder by clicking the grey "Copy" button then the "Open
OneDrive Folder"
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34 To easily pull up the TREQ folder, paste the number in the search bar and press
enter.
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35 Open the TREQ folder.
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36 To upload the supporting documentation, click "upload" then "files"
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37 Click "Done Uploading" to move on to the next page.
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38 Ifthere are no changes to the fiscal tag, click "Continue".
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39 Click "Submit" after reviewing.
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40 Since the Pre-Auth was fully approved, all + orders to it will have the department
approval already completed.
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41 The budget manager will add the spend category before reassigning the TREQ to
you.
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42 The budget manager will reassign the "Enter in Workday" task to you.
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Finding and Verifying a ProCard Charge

@ All of your charges should be reassigned to you by the budget manager.

If you can't locate a charge, first confirm that you've created the TREQ for the
transaction you're trying to verify.

If it's still missing, check under “My Orders” in TREQ. Any orders you've submitted
or own that are pending action or were resolved within the last 90 days will
appear there.
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43 In your “Needs Action” list, you'll see any tasks assigned to you that still need to be
completed. Click on the TREQ you need to verify to open it.
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Navigate to https://wd5.myworkday.com/uw/d/home.htmid
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https://wd5.myworkday.com/uw/d/home.htmld

45 Press Ctrl +V
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46  Click "Verify Procurement Card Transactions Task"
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47  Click "OK"

Warify Pracursmesnt Card Trarsctioss
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48 Select the transaction that needs to be verified
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49  Click "OK"
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50 Click the "Supplier" field and search for Supplier/Vendor from the dropdown.
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51 Select correct Supplier.

If the supplier does not exist or you are uncertain of the correct supplier, leave it

blank.
action Amount
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52 Review if sales tax was collected on the purchase. If it was collected, check the
Sales Tax Collected option in the header area.

If the correct tax was not collected, select Calculate Self-Assessed Tax in the

Default Tax Option field, and then select the correct Default Tax Code.
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53 Type adescription of the purchase.
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54  Search the Spend Category from the dropdown menu.
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56 When you choose a spend category, the Tax applicability will auto-populate.

If you select Calculate Self-Assessed Tax, you must choose the appropriate city tax.
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57 Scroll to the right and enter additional information in the Memo field:
a. Enter TREQ#

b. Concise Business Purpose
c. If supplier is not listed, enter Supplier Name
d. Other relevant information, if needed
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58 Enter the Program, Grant, or Gift funding Worktag.
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59 Once you have entered the Worktag, scroll all the way to the right and add any
additional funding worktags that may be needed in the Additional worktags field.
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60 Add the receipt packet by clicking Select files or dragging and dropping the file to
the field.

The PDF file should include:

a. An Approved TREQ

b. Receipt or Invoice (proof of payment)

c. Delivery Confirmation (Task or Note Added to TREQ or Packing Slip)
d. If food was purchased - Agenda and/or List of Attendees

e. Other supporting documentation: contract, scope of work, etc.
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61 Review transaction details to ensure that information is accurately entered. Click

"Submit"
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63 Complete the "Enter in Workday" task once you've verified the charge in Workday.

Lo ET BT -

* Fotad A prind P KT

P hOHT

ﬂ Crrme a1 e mboy - i SR ] R s s
" gy Hreer= oy F- S50

e T1IETRA, il LR

mry prpme = e fue i

[T S Py PP el

How to Make a ProCard Packet

64  Click " Print" in the top right corner.
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65 Right click on the page to open a menu.

66 Click "Print... Ctrl+P"
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67 Make sure the destination is set as "Save as PDF".

68 Click "Save"
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69 Save the PDF wherever you'd prefer.

70 If you don't already have the other supporting documents, you can download
them from the TREQ folder. Click "Download".
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71  Open the "File Explorer".

72  Highlight the files you would like to combine and right click.
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73  Click "Show more options"

74  Click "Combine files in Acrobat..."
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75 Move the TREQ page to the front of the packet.
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76 Click "Combine"
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77  Click the "Save" button
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78  Pick where you would like to save the document.
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79 Click on the TREQ PDF to save over that document. This helps keeps your file
names consistent.

80 In the file name, add the specific invoice number (or any other relevant
information)
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81 Click "Save"
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Making a TREQ After a Purchase

All ProCard purchases must have an approved TREQ before the purchase,
unless a purchase memo has been approved instead. In this example, we’ll
walk through how to create a TREQ for a food purchase.
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82

Click " Make a Purchase"
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Update the "Business Purpose”
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85 If there will be food, click the "Food will be purchased as part of this project"
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86 Click "Save & Continue"
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87 Make sure to review the per diem acknowledgment then click the "Acknowledged"

button
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88  Pick a meal type

89 Select the day the purchase was made
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90 Update the number of participants
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91 Click "Save"
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92 Click "Save & Continue"

93 Update the Amount to match the reciept
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94 Update the item to reflect what was purchased. (i.e. Coffee @ Starbucks)
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95 Click "Save"
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96 Click "Save & Continue"
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98 Click "Done Uploading"
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99 Add the "Fiscal Tag"
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100 Click "Save"
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101 When you're done adding the fiscal tag(s) press "Continue"
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102 Review the order then press "Submit"
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Delivery Confirmation & Tracking Verification

Example below is of a TREQ for a food delivery for an event. Once it's approved
103 .
and assigned back to you, here are a few steps to follow.
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104 Once you have placed the order, press "Complete".
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105 Then add a task for delivery confirmation by pressing "+Task"
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106

In the "Assign To" put in the name of whoever will be confirming delivery.
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107 Type "All items Received" in the "Task Title" field.
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109

To keep this TREQ on the "Needs Action" list, add a task and assign it to yourself
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111  Type "ProCard Verification"

& Do not complete verification until the all items recieved task has been completed.
We are unable to verify any charge for an item that was to be delivered without
proof of delivery.
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113 Once you've completed verification, you can mark it complete on your list to

complete the order.
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