
How to Add Your Travel Card in Concur 

1. Login to Concur 
2. Click on Profile then Settings. 

 
3. Go to Your Information and select Credit Cards. 

 
4. Click Add a Credit Card.  

 
 

5. Complete the Credit Card Information: 
a. Enter Display Name (this name is based on your preference). 
b. Enter your name as it appears on the card. 
c. Enter card type, card number, and card expiration date. 
d. Select the applicable boxes as the default card (see screenshot below for suggestions). 
e. Select Work Address in the Use this address box and enter the billing address. The Billing 

Address is 304 Administration Dr., Denton, TX 76209-2098. Click Save. 

 


