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HOW TO ADJUST CONCUR EMAILS 
 

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

 
3. Select Expense Preferences. 
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4. Adjust email settings as needed and click Save. 

 
 
 

5. To adjust additional email notifications, follow steps 1 and 2 as listed above and then select System 
Settings from Profile Options page instead of “Expense Delegates.” 
 

 

 

 

 

 

 

 

 

 

 

 

 

6. Adjust preferences for email notifications as desired and click Save to complete. 
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