
 Updating Your Concur CCPS Profile Information  
 

1. Login to CCPS. 

2. Select the blue circle in the top right corner, then select Profile Settings. 

 
3. Select Personal Information 

 
4. Verify that the Company Information, Work Address, and Home Address are correct.  Please 

note this information is pulled directly from Oracle Cloud. 

5. Complete the following information, making sure you Save as you update the information. 

a. Add your Middle Name or select “No Middle Name” 
b. Contact Information 
c. Emergency Contact Information 
d. Travel Preferences, including Frequent-Traveler Programs 
e. International Travel Information 

6. If you have a Delegate, review the information in Expense Delegates to make sure those 
settings transferred from the prior version of Concur successfully.  

 



7. If you have a TWU Travel Card, add that information in the Credit Cards section.  Do not add 
your TWU PCard information – that is automatically assigned to you in Concur.  

a. Click Add a Credit Card.  

 
b. Add the Credit Card information and select the applicable boxes as the default card 

(suggestions below).  The Billing Address you should use is shown below.  Click Save. 

 
 
If you notice any issues with your Concur account, please submit 
a Credit Card Services Ticket. 

 

https://servicecenter.twu.edu/TDClient/1956/Portal/Requests/ServiceDet?ID=55038&SIDs=13111

