
How to approve a cash
advance in Concur

Click Home in the upper-left corner of the screen. Then click Tools from the
drop-down menu.  

You’ll see the Tools screen. Click the blue text Cash Advance Admin. 

To approve cash advances, you need cash advance administration
permission in Concur. Email concur@utah.gov to request permission.



You’ll see the Cash Advance Admin screen. Click the Cash Advances tab. 
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Click the blue button Search. You don’t need to type anything into the blank field.

A list of travelers with cash advances will populate. Click on the name of
the cash advance to select it. 
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You’ll see a window that shows the amount of the cash advance.

Click the Comment
History tab to see the
comments left by the
person who requested the
cash advance.

If you want to attach a document
or image to the cash advance,
click the Documents tab. This is
optional. 



To approve the cash advance, click the blue button Issue in the bottom right.

The traveler will receive the money through electronic transfer a few
days before their trip. 


