
 

On the Concur Central page, 
Click on the “little man” 
icon 

TO CHANGE EMAIL 
OPTIONS: 



 

 

Click on Expense Preferences.   



 

 
 
 

Under Send email when…. 
 
You can click on any of these boxes to 
turn email on or off for each listed 
item. 
 
Make sure you click on okay at the 
bottom of the page when you are 
finished. 
 



 

 

 

 

Click on Save and Return 


