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CONFIGURE EXPENSE EMAIL NOTIFICATIONS IN CONCUR 
 

1. Click on the Profile icon in the top right of the Concur home page. 
 

2. Select Profile Settings from the drop-down. 

 
3. Click on Expense Preferences.  
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4. Select the options that define when you receive email notifications. Once complete, click Save. 
Note: “Prompts” are pages that appear when you select a certain action, such as Submit or Print. 
 

 
 

 
Configure Additional System Settings: 

To adjust additional email notifications, navigate to the Profile Options page by following steps 1 and 2 
above and then click on System Settings. Make selections as needed and click Save once complete. 
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