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Objective: Use these steps if you receive a bank information alert after adding or updating your bank details 
in your Concur profile. 
 
You may see this alert the first time you add a U.S. bank account or after updating your banking information.

 
Resolve the Alert 
 
1. Open the expense report with the alert 

Select Report Details > Report Header.  

 
 

 

 

https://travel.slac.stanford.edu/sites/default/files/2024-07/AddOrChangeBankInformation.pdf
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2. Save the Report Header 

Select Save in the lower-right corner of the Report Header, then close the header to refresh the report 
and clear the alert.  

 
3. Submit the Expense Report  

Select Submit Report to submit the expense report. 

 
 

Using a foreign bank account? 

Sponsored guest travelers receiving reimbursement by foreign wire must complete supplier registration and Concur 
setup first. After setup is complete, return to Step 1 and clear the alert. 

See: Overview of Foreign Bank Account Setup Process 

 

Still seeing the alert? 

a. Confirm that your bank information has been verified or supplier setup is complete. 
b. Reopen Report Details > Report Header. 
c. Select Save, close the window, and submit the report again. 

For assistance, contact travel@slac.stanford.edu. 

 

https://travel.slac.stanford.edu/sites/default/files/2026-06/SG_TravelerForeignBank.pdf
mailto:travel@slac.stanford.edu

