VERIFY EMAIL IN CONCUR Travel Tip Sheet

Updated February 2, 2023

To ensure employees receive email communication regarding travel, including notification to submit expense
reports for reimbursement, emails need to be verified in Concur.

To verify, click on Profile, then Profile Settings:
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From the left side, select Email Addresses.
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Click Verify and a notification will be sent to the email listed with a 15-digit code that needs to be entered into

Concur.
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Please add at least one email address.
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