How to Verify My Email Address
for Available Receipts

1. From the home page (Concur) window click on

The Profile window opens
Profile

2. Click on the Profile Settings link

The Profile opens

Help ~
CONCUR Requests Travel Expense Approvals App Center

Profile ~ &

William Never

Profile Settings Sign Out

Administer for another user...

Hello, William

TRIP SEARCH ALERTS
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Flight Search
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(i ] Triplt creates instant mobile itineraries for business and personal tri
Simply connect your Concur account to Triplt. (B ety No tha

Cancel
> ’ @ vou ha-l‘en't signed up to receive e-receipts. @ Sin uﬁ here ’ '

3. Click Email Addresses on the left hand menu The email section opens

Help ~
CONCUR

Requests

Travel Expense Approvals App Center

Profile ~ &

Profile Perscnal Information Change Password System Settings Mobile Registration

Your Information

Personal Information
Company Information

Profile Options

Select one of the following te customize your user prefile.

Personal Information

Email Addresses

Credit Cards

Your home address and emergency contact information

Company Information

4. Click on the Verify link for the email address you
wish to use to send receipt images into TTE

l1|Page TeamWorks Travel

P ~ Your company name and business address or wur remote How can we contact you about your travel arrangew7 '
A\ i

& Expense System
Atlanta, Georgia 30334

System Settings
Which time zene are you in? Do you prefer to use a 12 or 24-
hour clock? When does your workday start/end?

Contact Information

A notice pops up instructing you to check the email
address for an email with your verification code.

The TTE system can only verify an email address
ONCE. Do not use an Expense Delegate’s email
address or they will not be able to email into
Available Receipts!
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Email Addresses

Go to top
Please add at least cne email address.
p How do | add an email address?

p Travel Arrangers | Delegates
p Why should | venfy my email address?

p How do | verify my email address?
[+] Add an email address
Email 1 Contact?

dfitzgerald@sa0.0a.gov Mot Verified Werify fes &

5. Check your email for the Concur Email
Verification from Concur

From: Concur Email Verification [donotreply @concur.com]
To: Fitzgerald, Donna

Cai

Subject: Email verification from Concur Solutions

Welcome Donna S Fitzgerald
to Concur Email Verification!

% ou have requested that an email address in vour Concur profile be verified.
The next step is to copy the verification code listed below and paste it into
the adjoining field. as shown here:

Verification Code: S6F2ZNI2ZN42ZVTIGPBEVE4D

Exampls

myemail2 @ company.com 8 Check E-Mail for Code Besend | Cancel

Enter Code

If successful. then vou are ready to start forwarding E-Mails to Concur.
Send receipts to vour Receipt Store and trip reservations to vour Trip List.

For additional support. please contact vour Expense and/or Travel
Administrator or Helpdesk.

Cordiallw,
Your Concur Team.

6. Copy the verification code shown on the email If you have not received the email, click Resend to
into the box that now appears in the Email generate another email with a new code. This will
Address section of your TTE Profile. invalidate the previous code emailed to you.

7. Click OK

Email 1 Contact?
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8. The email address will now show as verified. Only a verified email account can be used to submit

receipt images into Available Receipts.

Email Addresses Go to top

Please add at least one email address.
p How do | add an email address?
p Travel Arrangers [ Delegates

P Why should | verify my email address?
p How do | verify my email address?

[+] Add an email address
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Contact?
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