
Microsoft Teams

Approvals



For example, send out an approval ahead of a product launch to get everyone 

on board with an idea. From the same place, approve an employee’s expense 

report.



All of your approvals across the company, even through Power Automate, will 

show up in the same place.

Approvals in 
Teams makes it 
easy to create and 
manage requests



See all of your requests 
in one place

Approvals you’ve sent and received, even the ones you’ve completed, will all show up in the hub.



Approvals

Start a new request from the compose box in your Teams 
conversation, just find the Approvals icon.

Type a new message

       

Send a request 
from the chat



Approvals

Get e-signatures 
with Adobe Sign
Keep everything in Teams when working with partners or customers, 

even when you need a signature. Just send over an approval and 

they’ll be able to sign with Adobe Sign.



Take action

in real time
Approval cards in chats and channel conversations will show you the 

relevant actions you have to take, and keep everyone on the same page.



View a  
detailed timeline
Make sure everything is moving forward as planned when you view details in 

the approvals card.



Get faster results with 
Approvals in Microsoft Teams

Learn more aka.ms/ApprovalsinTeams


