
End-User Process to Ensure Their Emails are Verified and  
View Their Amazon Business Transactions  
 
NOTE: You only need to complete the following steps if you have not verified your 
email address in your CardQuest (SAP Concur) profile.  
 
To ensure that you can receive transactions from Amazon Business, please verify  
your email address in SAP Concur.  
 
SAP Concur solutions receive transactions from Amazon Business. These  
transactions contain the email address of the buyer and payer. The payer is the  
person who paid for the purchase, and the buyer is the person who bought the  
product.   
 
The integration matches the email address in the transaction to a matching email 
address in SAP Concur. Transactions will only be matched to verified email  
addresses (an email address that the owner within SAP Concur has verified). The 
system will discard transactions not matching a verified email address.   
 
To ensure that your email address is verified within SAP Concur, follow these  
steps:  
 

1. Sign into SAP Concur with your credentials. 
 

 
 

2. On the SAP Concur home page, click the Profile icon, then click Profile 
Settings. 



 
 

3. On the Profile tab, in the Your Information section, click Email 
Addresses. 

 

 
 

4. On the Profile-Personal Information page, in the Email Addresses 
section, click the Verify link.  

 
A verification email is sent to your email address. 

 

 
 

5. On the Verification Email Sent window, click OK 
 



 
 

6. In the email from SAP Concur, copy the code. 
 

7. On the Your Information page, in the Email Addresses section, paste the 
code into the Enter Code field, then click OK. 
 

 
 
Your email address is now verified.  
 
Once your email is verified, your Amazon Business transactions will be forwarded to 
your SAP Concur account. Please note that transactions are delivered to your SAP 
Concur account 24 to 30 hours after the product ships from Amazon Business. If 
your purchase from Amazon Business is split into multiple shipments, you will see 
an expense for each shipment.  
 
When your Amazon Business transactions are available, you can see them in your 
Available Expenses list.   
 
Note: For US customers, receipts are generated by SAP Concur and will be 
attached with the expense details. 
 



 
 

 


