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CONFIGURE REQUEST 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.
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. Click on Request Preferences.

Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Credit Cards Company Information
. Your company name and business address or your remote
Travel Settlngs location address.

Travel Preferences
Credit Card Information

Int tional Ti | . . 9
niematonat frave You can store your credit card information here so you don't
Frequent-Traveler Programs ] ; , 5
have to re-enter it each time you purchase an item or service.
Request Settmgs Travel Profile Options

System Settings
Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday startfend?

Contact Information
How can we contact you about your travel arrangements?

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts
from participating vendors.

Expense Delegates

Request Information Carrier, Hotel, Rental Car and other tra
Request Delegates

Request Preferences

Request Preferences

Select the options that define n you receive email

R it Al : :
Fequis A:Eprc;vers netifications. Prompts are pages that appear when you select
avorite Attencees a certain action, such as Submit or Print.
Expe“se Settmgs Concur Mobile Registration

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Favorite Attendees
Expense Credit Cards

Other Settings

E-Receipt Activation
System Settings

Concur Connect

Concur Mobile Registration

Set up access to Concur on your mobile device

Delegates are employees who are allowed to perform work on
behalf of other employees.

Expense Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.
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ons 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.

Your Informatio

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings

Travel Preferences
International Travel
Frequent-Traveler Programs
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Request Preferences
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Select the options that define when you receive email notifications. Prompts are pages that appear when you select a certain action, such as Submit or Print.

Send email when...

The status of a request changes

A request is submitted for approval

Prompt...

For an approver when a request is submitted

Configure Additio

To adjust addition
above and then cli

nal System Settings:

al email notifications, navigate to the Profile Options page by following steps 1 and 2
ck on System Settings. Make selections as needed and click Save once complete.

Personal Information
Company Information
Contact Information
Email Addresses

Emergency Contact
Cradit Carde

Your Information Profile OPtions

Select one of the following to customize your user profile.

Personal Information System Settings
Your home address and emergency contact information. Which time zone are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday start/end?
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Default Language English {Link
Number Format  1.000000 +
Placement of Currency Symbal

Megative Number Format  -100

milefkm  mile ~
Date Format mmiddiyyyy w
Time Format  homm AMIPM »

HourMinute Separator b

Email Notifications

System Settings

Regional Settings and Language Calendar Seftings

Negative Currency Format -100 +

Time 2ene (local tme)  (UTC-05:00) Eastern Time (US & Canada) ~

ted States) v Start week on | Sunday e
Stant Day View Ar 08:00 am w
Betore the amount + End Day View &1 08:00 prm

hd Default View  month v

Calendar Sync Preferences
Disable Calendar Integration @

Add ONLY Al and Radl to my calendar @

Other Preferences
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Appearance Settings
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contrast or for work in environments where low light is
Let me know when one of my requests i approved or denied necessary or unavoidable.
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Send Trip-on-Hold Reminder Emails @
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