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TRAVEL AND EXPENSE 

Updating Your Concur Profile 

 
Overview 

This guide outlines the steps to update your expense and travel profile. 

 

You can update information, such as personal information, contact information, email addresses, and 

travel preferences. You can view the approvers of requests and expense reports, adjust system 

settings, activate e-receipts to use in expense reports, and download the Concur mobile app to capture 

receipts on the go. This guide is not comprehensive; it is meant to communicate the most commonly 

used Concur profile features and to facilitate timely approvals and travel reimbursements. 

 

Notes: 1) It is highly recommended that you verify your email address, validate your legal name for air 

travel, and opt into E-receipts. 2) You also need to update your travel preferences.  

 

This guide covers the following topics: 

• Updating your information 

• Updating request and expense settings 

• Updating system settings 

 

Steps to Take 

 
Log in to Concur. To access your profile from the Concur home page, click Profile and then click Profile 
Settings.  
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Note: You will find the most common profile tasks on the Profile Options page. You can also use the 

menus on the left to select a setting to update. 

 

Updating your Information 

Step 1: Click the Personal Information option to review and update your personal information, 

contact information, and emergency contacts. 

 

Note: You can also update your information by clicking the respective options available under Your 

Information section on the left. 

 

 

 

Step 2: Validate the information in the My Profile - Personal Information section and update as 

needed. You can also upload your profile picture. 

 

Note: Ensure that your name on Concur profile matches with the name in your legal ID documents. 

Your air tickets will get issued by the name displayed in the Personal Information section. 
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Step 3: Review your Employee ID for accuracy in the Company Information section. Note: The 

Employee ID field will be auto-populated. 
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Step 4: Scroll down and update your Work Address and Home Address. 

 

 

 

Step 5: Scroll down further and update your Contact Information. Work Phone and Home Phone are 

required fields. 

 

 

 

Step 6: Select Verify your email address in the Email Addresses section to ensure you get the 

necessary emails, reminders, and other required communication.  
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Note: Click Add an email address to add any additional (personal) email addresses that you will need 

to use. 

 

 

Step 7: Update the Emergency Contact section. 

 

 

Step 8: Continue scrolling down to the Travel Preferences section and complete all relevant travel 

preferences -e.g., seat preferences, hotel preferences, frequent traveler programs, and more. When 

using Concur Travel to book air, hotel, or rental car, search results are personalized based on travel 

preferences.  
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Step 9: Click Enroll for Travel Partner Integrations to allow plans and receipts to be shared between 

Concur and participating travel partners (Ex. American Airlines receipt will automatically be sent to 

Concur when the flight is booked in Concur Travel). This will help you (or your Travel Arranger) spend 

less time managing and expensing your trips. 
 

 

 

Step 10: If applicable, add TSA Secure Flight information and then click the Add a Passport link to 

add passport details. Enter your passport details. Click the Add a Visa link to add visa details. Enter 

your visa details. 
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Step 10: Click the Credit Cards link to add your UC Riverside US Bank Travel & Entertainment Card 

details. After updating your travel preferences, click the Save button to save your information. 

 

 

 

Updating Request and Expense Settings 

 

Step 1 

Request Settings  

From the left panel, click the Request Information link under Request Settings to validate your Employee Group 

and other details. You cannot make updates to these fields in grey. Next, select your default Accountability 

Structure and the appropriate Approver ID, this information will auto-populate on Request Headers. 
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Expense Settings  

From the left panel, click the Expense Information link under Expense Settings to validate your Employee Group 

and other details. You cannot make updates to fields in grey. Next, select your default Accountability Structure 

and the appropriate Approver ID, this information will auto-populate on Expense Headers. 

 

 

 

Step 2 

Request Settings  

Click the Request Preferences link to update request preferences, such as email notification settings. 
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Expense Settings 

Click the Expense Preferences link to update preferences for expense reports such as email notification 

settings. Click the dropdown arrow and select the required option to enable the expense assistant. 

 

Notes: Sign me up for… 1) If you select the By Month option, your incoming expenses will be moved 

directly into your expense reports based on the calendar month. 2) If you select the By Trip option, 

your incoming expenses will be moved directly into your expense reports based on trip dates.  

3) You can also disable the expense assistant by selecting the None option. 

 

 

 

Step 3 

Request Settings  

Click the Request Approvers link to view the default approver for your Requests.  

 

Note: You can only view the default approvers for your travel requests. You cannot make any updates to this 

field. 
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Expense Settings  

 

Click the Expense Approvers link to view your budget manager and default approver for your expense reports 

and cash advance requests.  

 

Note: You can only view default approvers for your expense reports. You cannot make any updates to this field. 
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Updating System Settings 

 

Step 1: Click the E-Receipt Activation link option under Other Settings to enable e-receipts. E-

Receipts are not activated until the Disable link is visible. 

 

 
 

Step 2: Click the System Settings link option to review and update language and calendar settings. 

Validate the regional, language, calendar, and email notification settings and make any updates (if 

needed).  

 

Note: Click the Save button to save the updates made. 
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Step 3: Click the Concur Mobile Registration link option to download the Concur app on a mobile 

device. Once you have installed the Concur mobile app on your device, watch the Learning to Use 

ExpenseIt training.  

 

Note: ExpenseIt features include: 

• Capture receipts and create expense line items with ExpenseIt using your smartphone. 

• ExpenseIt predicts and identifies the amount, currency, date, location, expense type, payment 

type, vendor, and hotel itemizations, and then creates an expense based on this information. 

• It makes submitting receipts, creating expense reports, and getting reimbursed quicker and 

easier. 

 

 

 

https://assets.concur.com/concurtraining/cte/en-us/learning-to-use-expenseit/content/index.html#/
https://assets.concur.com/concurtraining/cte/en-us/learning-to-use-expenseit/content/index.html#/

