
TechCASH Refund Instructions 

 

Submit Your Request: 

1. Log into Atlas – https://app.atlas-apps.mit.edu/ 
2. On the left menu, click on “Payments & Reimbursements” 
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3. Click on “New Request” 
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4. Click on “Payment” and go through the questions as it is required. 
Please note if RFP is submitted as “Reimbursement”, it will be rejected by accounts 
payable.                        
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https://app.atlas-apps.mit.edu/


 

5. Click on “Myself” 

                     5    

 

 

6. Click on “+ Add a line item” 
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7. Click on “Proceed” on the next option as it is not applicable.                                 

 



 

8. Add the amount of your TechCASH Flex balance 
9. In the “Business Purpose” enter TechCASH Refund & your MIT ID# 
10. GL and Cost Object are not applicable 
11. Click “continue” 
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12. On the next page, click “continue” 
13. Send it for review 
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14.  

 



15. In the search bar type “Kackie” 
16. Select “Kackie Teshome” and click “send” on top right corner 
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