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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. If the 
business combining personal portion of the trip is only adding 7 or less 
personal days at the business destination, a cost comparison is NOT 
required. Cost comparisons are required to be obtained within three 
days (either before or after) of the purchase date for the business 
combining personal airfare 

 
Obtaining a Cost Comparison 

Login to SAP 
Concur 
 
 
 
 

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

Obtaining a 
Cost 
Comparison 

• Click the Travel link in the “Home” dropdown menu 
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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 
 

 
 

• Click Search 
• This will bring up the flight options for business only travel 
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• Select the departing flight the traveler would have chosen 
for business only travel 

• Click “Select Fare” 

 
• Select the return flight the traveler would have chosen for 

business only travel 

 
• Click “Select Fare” 
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• This will bring up the selected flight itinerary and the 

estimated total costs 

 
• Right click on the Review and Book screen to print the flight 

options to adobe 
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• Set the print destination to Save as PDF 

• Click Save 
• Make sure the date and time are printed on the pdf in the 

header or footer section of the saved pdf 
 

• The date is required to be on the pdf for this to be a valid 
cost comparison 
 

• Save pdf 
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• This cost comparison will need to be submitted with the 
traveler’s Concur Travel Expense Report 

 
 
 
 


