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Copies of invoices for travel booked in Concur can be pulled 
from Concur Travel.  

 
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 

Printing the invoice • Under the “Home” dropdown menu, select “Travel” 

 
 

• At the bottom of the page under “Links” select “Print 
My Invoice” 
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Printing the invoice • This will pull up a webpage where you can search for 
the invoice by the traveler’s name and invoice #, 
Record Locator, Ticket/Confirmation #, or Credit Card 
Number. 

• Enter in your search criteria and select “Print Invoice” 
 

 
• In a new tab, a copy of the invoice will appear for you 

to print or save to pdf.  
 

 
 
 


