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1. Log into Concur 

2. Select Profile 

3. Select Profile Settings 

 

4. Select Credit Cards 
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5. Select the pencil icon to edit 

 

6. Select the boxes under the section titled Use this card as the default card for and select all 

options: Plane tickets, Rail Tickets, Car Rentals, Hotel Reservations. Also, make sure receive e-

receipts for this card is checked as well. Then select the Save button at the bottom 

 

 

 

 

 

 

 

 

 

 


