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Booking travel with Concur: 
Concur can be found in myUK, Employee Self Service Tab. 

htps://myuk.uky.edu/irj/portal 

 

Then by clicking on Concur Travel and Expense Management. 

 

Then Click this link to access Concur Travel & Expense Management 

 

https://myuk.uky.edu/irj/portal
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1. Make sure you have set your profile se�ngs. See Concur Ge�ng Started – Review and Complete User 
Profile Se�ngs for details.   

 

Booking Flight: 

1. Enter Search Criteria such as type of trip, departure city and date, and return city and date. 

https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/profile.pdf
https://www.uky.edu/ufs/sites/www.uky.edu.ufs/files/profile.pdf
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2. Can also specify if you need a car or a hotel for your trip by checking the appropriate boxes if you wish 
to book all together. 

 

3. Enter details and click Search. 
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4. Search will bring up Trip Summary. 

 

5. Select your flight. 
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6. Review and reserve flight: 
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7. Select your seat. 
o University reimburses coach class airfare. Expenses need to be reasonable. 
o We allow seat upgrades as long as you are in main cabin, with supervisor approver. With 

supervisor approver, business class airfare will be reimbursed for eight hours or more of 
uninterrupted flight service.  
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8. Choose Method of Payment. 
9. Reserve Flight and Con�nue. 
10. If car or hotel were selected, then proceed with booking. If not, then finalize the trip. 
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Book car: 

1. Click on the car icon. 
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2. Enter the Search criteria. 
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3. Click Search, it will bring up the trip summary. 
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4. Click on the blue buton that contains the price. 
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5. Reserve Car and Con�nue to Finalize Trip. 
o Keep in mind that you have to use a credit card in your name to reserve a rental car. If you do 

not have a procurement card in your name, then you will have to use a personal card and be 
reimbursed a�er the trip. 
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Book hotel: 

1. Click on the bed icon. 

 

2. Enter in Search criteria. 
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3. Click Search to bring up Trip Summary. 
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4. Click on view rooms to expand room availability. 
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5. Click on blue box with price.  
o University requires travel expenses to be necessary and reasonable. We do not except you to 

get the cheapest hotel, however, do not go out and book a suite. 

 

 

6. Select Method of Payment, accept rate details and cancella�on policy.  
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7. Then Click Reserve Hotel and Con�nue to Finalize Trip. 

 

 


