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Traveler Profile in Concur® Travel and Expense Personal Information, Delegations, Email and E-Receipt 
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Last Updated:  01/21 

The QRG contains instructions on completing a number of different pieces of information located in the traveler profile. 

To update name, traveler programs, e-mail validation and assistant/arrangers, click Personal Information. 
To update Delegates, click Delegations. 
To view e-mail preferences, click Email. 
To enable E-Receipts, click E-Receipt Activation. 

Jump Links:  Log in to Concur, Personal Information, Delegations, Email Preferences, E-Receipt Activation 

Log in to Concur  

Go to the OneCampus portal. 
 
Choose Travel System (Concur). 
 
Log in using Purdue Career 
Account ID and BoilerKey 
passphrase. 
 

Click Login. 

www.purdue.edu/employeeportal 

 

 

 

 

 

Per sonal I nf ormation  

Click Profile. 

 

Click Profile Settings. 

 

http://www.purdue.edu/employeeportal
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Edit name to match the photo 
identification presented at the 
airport. 

Company Information – Manager 
can be updated through the 
Business Office. Business Offices 
can view Organizational Structure 
Maintenance Resources. 

Work Address 
Information can be updated through 
the Business Office. Business 
Offices can complete Personnel 
Change Request form to update 
Building Address. 
 
Home Address 
Information is optional and can be 
updated directly from this page. 
 
Click Save. 
 
 

 

https://spa2010.itap.purdue.edu/Business/businessatpurdue/Pages/organizationalstructuremaintenanceresources.aspx
https://spa2010.itap.purdue.edu/Business/businessatpurdue/Pages/organizationalstructuremaintenanceresources.aspx
https://spa2010.itap.purdue.edu/Business/businessatpurdue/Documents/Personnel%20Change%20(PC)%20Request%20Form.xls
https://spa2010.itap.purdue.edu/Business/businessatpurdue/Documents/Personnel%20Change%20(PC)%20Request%20Form.xls
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Update Contact Information. 
Either a Home Phone or Work 
Phone is required. Mobile Phone is 
also required. If no mobile phone is 
available, enter home or work 
number in this field. 
 
Verify Email Address.  This will 
associate the e-mail address to 
your account and allow receipt 
images to be sent to 
receipts@concur.com. 
 
NOTE: A delegate can start the 
verification process, but the traveler 
must complete the process. 
 
Update Emergency Contact. 
 
Click Save. 

 

Update Travel Preferences, if 
applicable. 

 

Click Add a Program, to Add 
Frequent-Traveler Programs. 
 
Click Save. 
 
Programs can be edited or deleted 
any time.  

mailto:receipts@concur.com
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Click Add a Program, to Add 
Advantage Programs. 
 
Click Save. 
 
Programs can be edited or deleted 
any time. 
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Click Add Ticket Credit, to add 
Southwest Ticket Credit, if 
applicable. 
 

Add Passport and/or Visa, when 
traveling internationally. 

 

Click Save. 

 

Add Assistants and Travel 
Arranger. 
 

An Assistant/Arranger can book 
travel in Concur on your behalf.  An 
employee can add an 
assistant/arranger (but they cannot 
add themselves). 

 

Click Add an Assistant.   

 

Type Delegates name in Assistant 
box (Last Name, First). Click 
correct name, if several apprear. If 
assistant can book travel on your 
behalf, check the Can book travel 
for me box. 

 

 

Click Save. 

 

 

  

 

 

Purdue Travel Card is uploaded 
and viewable under Credit Cards.   
 
Click Add a Credit Card to add 
additional credit cards, if applicable. 
 
Click Save. 
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Deleg ations  

A delegate has the ability to book travel and create travel requests and/or expense reports in Concur. In Concur, a 
delegate has two roles: 

• Assistant/Arranger 

• Request/Expense Delegate 

Please discuss delegation with your Business Office, before editing or deleting. 

Go back to Profile Settings and 
select Expense Delegates. 

 

 

 

 

 

 

 

Select Expense Delegates from 
the toolbar on the left or from the 
middle of the page. 

 

 

 

Click Add to search by name. 
 
Type employee’s name (Last name, 
First) in Search box. 
 
Click Add. 
 
Click Save.  
 
An assistant/arranger cannot add 
themselves as a request/expense 
delegate for a traveler. (You cannot 
search and find your own name in 
the search function.) 

 

 

Email Pr efer ences  

Preferences for the Travel Request Sumbitted email notification that is automatically generated upon submission of 
a travel request cannot be changed. The Traveler, Traveler’s Delegates,Traveler’s Supervisor, Funding Source Chief, 
Co-PI and Fiscal Approver will all receive the email regardless of any email preferences set within the Concur system. 
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Email options are viewable through 
Preferences. Select Request or 
Expense Preferences to vew 
email notifications that can be 
selected or removed. 

 

 

 

Check/uncheck boxes to indicate 
which notification emails to receive. 
 

Emails generated from Concur will 
have 
Autonotification@concursolutions.com 
listed as sender. 
 

Delegates recieve the same emails 
as the traveler. Emails cannot be 
disabled for a traveler, and yet 
available for a delegate. 

 

Click Save. 

 

 

E-Receipt A ctiv ation  

mailto:Autonotification@concursolutions.com
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Select E-Receipt Activation from 
Other Settings in Profile. 

 

Agree to E-Receipt Activation, to 
enable the automatic collection of 
electronic receipts from 
participating vendors. 

 

 

 

 

 

 

 

 

 

 

 


