
How to Update Credit Card Information in a Concur Profile 

 

1) Sign into Concur. 
2) Click on the Profile icon in the upper right corner, then select the Profile Settings link. 
3) Under Profile Options, select Credit Card Information. 
4) Choose one of the following options: 

a. If no credit card is listed, click Add a Credit Card.  Follow the prompts on the screen and 
ensure you select the card as the default for plane tickets. 

b. If a credit card is already listed, verify the account is active (not expired) and the 
payment defaults selected (circled below).  If edits to the account are required, click the 
Edit tool icon and follow the prompts on the screen. 

 
5) Click Save upon return to the profile page. 
6) Travelers are encouraged to take this opportunity to also update other elements of their Concur 

profile such as demographic information, contact information, emergency contacts, and travel 
preferences. 

 

https://www.concursolutions.com/default2.asp

