
Set up auto-expensing
Next, you’ll be prompted to set up auto-expensing. 
Just select your organization’s expense management 
system from the drop-down list, and your ride receipts 
will automatically be forwarded to them. When 
your work trip is over, you can go into your expense 
management system to review and submit your 
expense report. 

Please note: Ride receipts will only forward on if the 
rides were taken under your business profile.

WORK TRAVEL THAT WORKS FOR YOU

Get moving with  
a business profile
Your organization has teamed up with Lyft to make business travel 
easier – and more rewarding. Whether you’re heading across town 
for a meeting or traveling cross-country for a conference, you’ll earn 
perks every time you take a ride. 

This guide will help you set up your business profile, opt in to 
automated expensing, earn rewards, and more.

A quick note: This guide is for users who do not have the Lyft app. If you already have the Lyft 
app, you can get started here. Please sign up using your mobile phone for the best experience.

FAQs
How are my personal profile and business profile connected? 
Your personal and business profiles live within the same app, and it’s easy to switch between them. But they do 
remain distinct. Your organization will never have access to any info about your personal rides or the associated 
payment methods. Likewise, if you’re riding with your personal profile, you won’t be able to charge rides to your 
company card or automatically forward any expenses. 

What expense providers do you support?
We’re always expanding our roster of supported expense management systems. At the moment we support: 
Abacus, Emburse, Concur Expense, Expensify, Nexonia, Xpenditure, and Zoho Expense. 

How do I set up my airline and hotel points?
Lyft partners with Delta Air Lines so that you can earn SkyMiles® on every Lyft ride. Earn 1 mile per $1 spent on Lyft 
rides (and 2 miles per $1 spent on airport rides in the US). It’s easy to opt in. Get started here!  Need more help with 
Delta rewards? Visit our help center. 

Lyft also partners with the Hilton Honors loyalty program so that when you link your Hilton Honors and Lyft accounts, 
you’ll earn Hilton Honors Points for every $1 you spend on Lyft rides in the US and Canada. Linking your accounts is 
a breeze. Just confirm your Hilton Honors account number and opt in. Need more help with Hilton rewards? Visit our 
help center.

Questions? Reach out to your company’s travel manager or contact us.

Find and accept your 
email invitation
Check your work inbox for an email from Lyft 
inviting you to set up your business profile. 

If you don’t have an email invitation, visit  
lyft.com/worktravel and enter your work 
email address, then continue to step 2.

Get set to ride

Add a payment method
Add the card you want to use for your business expenses. 
If you have a corporate card, now’s the time to set it up. 
Every ride you take in your business profile will be charged 
to the card you select here. (You can change your payment 
selection whenever you request a ride.)

Log in to your personal Lyft 
account (or sign up for one)
Enter your phone number so we can connect your 
business profile to your existing Lyft account. We’ll 
send you a text message to verify your phone.

If you don’t have a personal account, you’ll be 
prompted to create one. It’s super easy. Just make 
sure to use your personal email address — that 
way, your personal rides and business rides can 
be kept separate. Learn more about how to set up 
a new Lyft account here.

Ride in business profile
Once your business profile is set up, download 
the Lyft app if you don’t have it already.

When you’re ready to take a ride, open the Lyft 
app, toggle to your business profile, and request 
a ride. 

Need more help? Learn more about toggling 
between business and personal profiles here.
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