
Credit	Card	Profile	Update	in	Business	Travel	

	

1. Log	in	to	Drexel	One;	select	Employee	Tab;	select	Business	Travel	
2. This	will	take	you	to	the	Travel	Portal’s	Concur	Tool	
3. Warning	will	appear	to	remind	you	to	update	your	profile,	click	OK:	

	

4. To	update	your	profile,	select	the	Profile	dropdown	from	the	upper	right	hand	corner	of	the	
page:	

	

5. Then	select	Profile	Settings:	
	

	
	

6. You	will	be	taken	to	the	Profile	Options	page,	select	Credit	Card	Information:	
	

	
	



7. You	will	see	your	saved	Credit	Card	information,	select	the	 		to	edit:	
	

	
	
8. Verify	and	update	your	credit	card	information	paying	close	attention	to	your	3	digit	security	

code	(CVV)	on	the	back	of	your	card	and	the	expiration	date.		Once	completed,	select	the	Save	
button	on	the	bottom	of	the	screen:	

	

You	have	now	completed	your	Credit	Card	update	for	Travel!	

	

	


