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How to Edit Email Notification Preferences

Within Concur, you can opt in or out of email notifications for certain events. This can
be done for both Requests and Expenses.

Step 1:

To see your email

preferences for Travel 0o Qg Hemy
Requests, go to the Profile i I v
icon in the right hand R I T —
corner and select Profile A

. _:I SoEn Jut
Settings
Step 2:

Your Information mei le options

On the Profile Options Personal Information

page, go to the left menu.
Under Request Settings,
click Request
Preferences

Company Information

Contact Information
Email Addresses

Select one of the following to customize your

Personal Information
Personal Information

Request Settings
Request Information
Raquest Delegates
Reguest Preferences
Request Approvers
Favorite Attendess
International Travel

Expense Delegates
Delegates are employees who are allowed to
behalf of ather employeess

Expense Preferences

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

Step 3:

Select from the list the
notifications you wish to

receive by clicking the
checkbox to the left.

Request Preferences

Select the options that define when you receive email notifications.

Send email when...

The status of a request changes

A request is submitted for approval
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Step 4:

Click Save to lock in your
selections.

You will now only receive
notifications for the
selected events

Request Preferences
[ sor ] Comcet |

Select the op sens that define when you receive email notifications.

Send email when...

The status of a reguest changes

A request is submitted for approval

Step 5:

To do the same for
Expense Notifications, on
the Profile Options page,
under the Expense
Settings section on the left,
select Expense
Preferences

Expense Settings

Expense Information
Expense Delegates
Expense Preferences
Expense Approvers
Personal Car
Favorite Attendees

Step 6

%

Select from the list the
notifications you wish to

receive by clicking the
checkbox to the left.

Click Save to lock in your
selections

Expense Preferences
[ sore | Concet |

Select the options that define when you receive email notifications.

Send email when...

The status of an expense repor changes
Mew company card transactions arrive
Faxed receipts are successfully received

An expense report is submitted for approval
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