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There are 4 types of default email noti�cations for UTravel users. These noti�cations can be managed
through the Pro�le Options page.

To begin, select the pro�le icon at the top right, then click Pro�le Settings.

In the left sidebar you will �nd the links to the information pages, where you can turn o� the
email noti�cations of your choosing.
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1.  Personal Information
 Locate the Email Addresses section. To update the Contact column from Yes to No, click the pencil 
 icon in the Actions column.

Set the Veri�cation Status from Yes to No. Click OK

2.  Request Information
You can change your preferences by using the checkboxes, and then clicking Save. 



3.  Expense Information
You can change your preferences by using the checkboxes, and then clicking Save. 

4.  System Settings
You can change your preferences by using the checkboxes, and then clicking Save. 


