
Cash Advance Approver Checklist 
For the TeamWorks Travel & Expense System 

 
Revision Date: February 7, 2013                       TeamWorks Travel & Expense System  

 
 
 
 
 
 
Select the Cash Advance Request from the Approval Queue in My Concur  
 

• Click the Comments tab to review all Comments  
 
            Click the Audit Trail tab to review the Audit Trail 
 
            Select Approve or Reject 
 
 

Note: For more detail, please see the Approver Handbook 


