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Receipts can be emailed to receipts@concur.com. They will be automatically loaded in the

Available Receipts area of your profile for use in expense reports. To enable this process, you must first

verify your email address.

1. Go to Profile then Profile

SAP Concur @ Requests

Profile Personal Information

Change Password

Settings. Select Personal Information.

Travel Expense App Center

System Settings Concur Mobile Registration

Travel Vacation Reassignment

Support | Help ~
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Profile -

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

Travel Settings
Travel Preferences
International Travel

Assistants/Arrangers

Request Settings
Request Information
Request Delegates
Request Preferences
Request Approvers
Favorite Atlendees

Expense Settings
Expense Information
Expense Delegates
c o

Profile Options

Select one of the following fo customize your user profile
Personal Information
“Your home address and emergency contact information.
Company Information

“Your company name and business address or your remote
location address.

Credit Card Information
“You can store your credit card information here so you don't have
to re-enter it each time you purchase an item or service.

Frequent-Traveler Programs

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

Travel Vacation Reassignment
Going to be out of the office” Configure your backup travel
manager

Request Preferences

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

Change Password
‘Change your password

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

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

Setup Travel Assistants
“You can allow other people within your companies to book frips
and enter expenses for you

Travel Profile Options
Carrier, Hotel, Rental Car and other travel-related preferences.

Expense Delegates
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 nofifications.
Prompts are pages that appear when you select a certain aclion,
such as Submit or Print

Concur Mobile Registration
Set up access fo Concur on your mobile device

In the Email Address section, you should have an email address visible. If not, please add your state
issued email address. You have the option of adding 2 additional addresses to also receive travel

notifications. Note: Only one profile in Concur can link to the email address given.

Email 1

Email Address

traveler1@alabama.gov

Verify

Not Verified

Contact? Actions

If the email address has not been verified, click the Verify link. This will send an email to the address
given and you will be provided a Verification Code to enter. Be sure to check your Junk or Clutter folder

if you do not receive the email within a few minutes.

Verification Email Sent

An email has been sent fo this email address. Copy the Verfication Code
from the email and paste it into the "Enter Code" box below.
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This is an example of what the email will look like. Be sure to download the pictures if your email
does not look like this. Key in the Verification Code in the Enter Code field in your Profile and select OK.

CE Concur Email Verification <donotreply@concur.com:
Email Verification from Concur Solutions
To

SAP Concur

Welcome
to Concur Email Verification!

You have requested that an email address in your Concur profile be verified. The
next step is to log in to Concur and navigate to your Profile - Email Addresses
section. Copy the verification code listed below and paste it into the adjoining field,
as shown here:

Verification Code: T4GEIPLS7CYIMIFB1BT2

Exarmple

myemail2$ company.com G{!\qu E-Mail for Cade Resend | Cancel
Entér Code | oK |
You are now ready to start sending emails to Concur.
If successful, then you are ready to start forwarding E-Mails to Concur.

Send receipts to your Availzble Receipts and trip reservations to your Trip List.

For additional support, please contact your Expense and,/or Travel Administrator or
Helpdesk.

Cordially,
Your Concur Team.

Once you have completed this process, you will receive the prompt below letting you know that your
email address has been verified.

Email Verification Status

Your email address has been verified.
You may now send receipts to Cencur by emailing receiptsi@concur.com
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