Quick Reference Card - Concur Travel
Concur Travel — Obtaining a Cost Comparison in Concur

Process: Airfare cost comparisons are required for airline tickets that
combine official University business travel with personal travel, and for
driving over 500 miles one-way to a business destination. Cost
comparisons are required to be obtained the same day the business
combining personal airfare is purchased

Obtaining a Cost Comparison

Login to SAP Concur

e Login to MyUK
e Click Employee Self Service tab
e Click the link for Concur and Travel Expense

Management
Obtaining a Cost e Click the Travel tab in the Concur window
Comparison prerer
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Concur Travel - Obtaining a Cost Comparison in Concur

Obtaining a Cost
Comparison

In the Trip Search box, search for the flight itinerary
the employee would have taken had this travel been
for business only dates

& Booking for myself | Book for a guest

XR = = B8

before begi
card is declir

Regarding international tickets, Concur may not be the
best tool fo book complex international itineraries, and for
these we recommend you call a full-service AAA travel agent
for assistance (323-5354)

For the lowest international fares on Concur, search by
using a time selection plusfminus 12 hours to create a 24-
hour clock, as some international flights are ovemight

If flexible with flight times, search by using a time
selection plusiminus 12 hours to display a full 24-hour
window of optiens and potential low fares.

PLEASE NOTE: Search r
criteria oth
schedule or availal

re based on your selected
ompany policies. Fare

formation may not be complete or
in neutral order

Mixed Flight/Train Search

Round Trip One Way Multi City
From
Peparture city, airport or frain station

Fnd an Sipor | Selec mUTpiE S0
To@
Amival city, airport or train station |
. Find an airport | Select multipl irparts
= S
fyyyy| depart v || Moming v || =8 w

Retum g .
'.::_:;mn‘-c::-'_.--,'_'\- depart w || Moming vzs w

Pick-up/Drop-off car at airport
0%
[ Find a Hotel

Adulls Search by

| 1w | Price ~

Click Search

This will bring up the flight options for business only
travel

Right click on the flight options screen to print the
flight options to adobe
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Pravious [ Next |
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Search images with Google

T Ua 5633 1 UA 5390 VEST DBA EXPRESS, UA 3495 — .
operated by REP B4 UNITE! LD Send to your devices
22} Create QR Code for this page

Translate to English
1 3 s
Get image descriptions from Google

0714 am LEX 12:06 pm DCA 1€

View page source Ct

Inspect
10:50 AM DCA

05:23 Pm LEX

More fares/details +

e Set the print destination to Save as PDF
A ne | Hepe it pages
Tl Amngers  Toplbcay  Tempistes  Toos Destination B saveasPOF -
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TRIP SUMMARY TUE, MA) MAY 17 Pages Al -
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e C(Click Save
e Make sure the date and time are printed on the pdf in
the header or footer section of the saved pdf
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TRIP SUMMARY

LEXINGTON, KY TO WASHINGTON, DC
SAT, APR 1 - TUE, APR 4

Showas | USD- |

::T/‘; Select Flights or Trains Hide matrix _Print / Emai
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United

*
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Found Trip

Al American
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The date is required to be on the pdf for this to be a
valid cost comparison
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e Highlight the itinerary the traveler would have
hypothetically chosen for official University business
travel

LEXINGTON, KY TO WASHINGTON, DC
TRIP SUMMARY SAT, APR 1-TUE, APR 4

N Hide matrix  Print / Email

Showas UZD v |

| Select Flights or Trains

FRound Trip
LEX -DCA

Depart: Sat, 04/01/2023
Retumn: Tue, (4042023

/ Finalize Trip

Previous Searches
Previous Searches v

Load ]

Change Search

| From
LEX - Lewington Blus Grass Arpart - Lexington, K
Firel o abponl | Badaed mefipis aiges
™
DCA - Wasningion D.C. Ronaid Reagan Kations! Alpore

Fird oo aipen. | Selet muiiph srzon
gearch by

Depart - Sat, Apr1

Depart 0500 A-D2:18 P
Arive D92 A- 11:ETE
Return - Tue, Apr 4

Depart D700 A-D34EF

Artive D108 F - 1155 F

Price 361E6.67-§2.025.84

Display Settings

Display Setlings

L -

e Save pdf

A A % A
: %
Al United Delta Multiple American
373 results Biines
1stop 61667 65228 69312 71491
333 regults 27 resudis 109 results 102 redults B8 results
2 stops _ _ _ 77170
A0 resuls 40 results
Shop by Fares Shop by Schedule

Unused ticket credits will be displayed on your fight search results. Please try to use fhem as quickly
as possible, as travel must be completed by the expiration date shown. Request AAA to use a oredit in
the “The Comments to Agenf” box at the end of this booking. I you have any guestions or need
assistance, please call AAA Concur Help Desk at B77-283-0542.

The matrix above dispiays aiffares for not only the aFports you selected to search, but for all sumounding
airports as well. However the priced itineraries below the matrix ane for your specied airports only. The
airport fitters in the right hand column allow you to open wp more flight results for multiple arports.

Flight Mumber Search Q, Sorted By: Price - Low to High L
Displaying: 85 out of 373 results. 7
Previous | Page: 1 of 3 | Mext | Al
A Deita’ Main Cabin
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0245 Fm DCA =5 11:32 Pu LEX 1h 47m Ay [ een

Menstop

1 DL 4787 operated iy ENDEAVOR AIR DEA DELTA

COMNECTION. DL 5605 operated by REFUBLIC AIRWAYE Refundable Main Cabin
DELTA CONMNECTION
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.-";\. Belect
= L J
More faresidetails «
A Delta’ Main Cabin
123 amLEX = 06:00em DCA 1 ATL 6h 37Tm #687.48
09:45 P DCA  — 11:32 P LEX Nonstop  1h47m __’?}; | B |
i DL 5505 operated by REFUBLIC AIRWAYE DELTA
CONNECTION Main Gabin / Main Ca...
51,244.08
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More faresidetais «

e This cost comparison will need to be submitted with
the traveler’s Concur Travel Report




