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Approvals in Microsoft Teams allows you to create, manage and share approvals directly from your hub for teamwork.
You can even add attachments or custom responses to tailor the request to your business needs.
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Step 1 - Under “Type a new message” box, select “Approvals”

icon in desktop version or tap “More options (+)” button then
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——— Mobile Version

choose > “Approvals” in mobile version.
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Step 2 - Simply fill in the details of the approval like the title, descriptions doprovts x
in the “"Name of request” box. Type the name of approver in the name of Nesieies Tomelaies

“Approvers” field box and you can also fill in the required details. Note that
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only people in the conversation can be added as approvers. Once it's ready to

go, select “Send”. | Testing |
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Step 3 - You can either follow up — .
or cancel request by clicking “View @ omiroviee M '
details” of your request. s e
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