
How to adjust Concur emails: 

1. Click on “Profile” text in top right of screen

2. Click on “Profile Settings”

3. Select “Expense Preferences”

4. Go through and adjust email settings and click Save



5. To adjust additional email notifications follow above steps 1 & 2 but select “System Settings” from

Profile Options page

6. Select and unselect check boxes based on emails you want to receive and click Save button




