
PROFILE SETTINGS 

 

Your Concur Employee Profile menu is located in the top black menu in the right-hand corner.  It 
contains some default information downloaded from Colleague HR, and some fields you will need to 

enter manually.   Please review your Profile Settings and input 
necessary information.  Your Profile Settings allow for your default GLs to populate Requests and 
Expense Reports, integrates with Concur’s CA Travel Store for booking flights and hotels, including 
airline mileage programs and preferences.  This is also where you will assign one or more Delegates who 
can input Requests and Expense Reports or preview items in your Approval queue.  You can also assign a 
temporary Delegate Approver to approve items for you while you’re on vacation. 

Please use your work email as the main email address and be sure to VERIFY EMAIL in order to 
automatically upload receipts to your Concur accounts from your work email address. 

 

You can also download the Mobile App to your phone and turn on E-receipts so vendors can send 
receipts and invoices directly to your Concur account.  


