
 
Quick Reference Guide 

Cost Comparison 
 

© 2023 Purdue University 
Last Updated 07/2023 AB 

Page 1 of 5 

Cost Comparison Quick Reference Guide 
Last Updated:  07/2023 
This QRG provides the steps for travelers and/or delegates to create a cost comparison. A cost comparison is required for 
all international travel to, between or within countries outside of the United States or U.S. Territories. This includes Mexico 
and Canada trips, but only if it includes personal travel. If the personal travel is less than three (3) days before or after 
the business trip, no cost comparison is required. Any days over three (3) require a cost comparison. Cost 
comparisons must be obtained from Concur or Anthony Travel prior to the trip. For additional details, see the Cost 
Comparisons page of the Travel website.  
 
Jump Links:  Log in to Concur, Search for Flight, Cost Comparison 

Log in to Concur 
Go to the OneCampus Portal.  
 
Choose Travel System 
(Concur) to log in to Concur. 
 

https://one.purdue.edu/ 

 

Log in using your Purdue 
Career Account Username 
and Password. 
 
Click Log in. 

 
  

https://www.purdue.edu/procurement/travel/regulations/cost-comparison.php
https://www.purdue.edu/procurement/travel/regulations/cost-comparison.php
https://www.purdue.edu/procurement/travel/index.php
https://one.purdue.edu/
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Search for Flight 

From Concur Home page, use 
Trip Search. 
 
For example:  With personal travel 
included, trip is July 16-26.  
Conference is July 18-19.  You can 
depart two days before business 
starts and return one day after, so 
the comparison needs to be July 
16-20. 

 
1. Click the Round Trip tab. 
2. Enter Departure City. 
3. Enter Arrival City. 
4. Enter Departure date and 

time window. 
NOTE: When searching, the 
time window defaults to ±4, this 
can be changed up to a 
window of ±9 hours. 

5. Enter Return date and time 
window. 

 
Click Search. 

 

Cost Comparison 
Flight results, by default, display 
by Schedule.   
 
To view outbound and return 
flights by cost, click Shop by 
Fares.  
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A list of flight results is 
displayed. This screen should 
be used as the cost comparison. 
 

 
Create a PDF of the search 
results. 
 
In the far upper right corner, 
click the Settings or 
Applications Menu. 
NOTE: Internet browsers may 
slightly vary. 
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From the menu, click Print.  

 

Select Save as PDF from the 
Printer drop-down.  
 
Click Save. 
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Enter desired File Name and 
click Save. 

 
Send the cost comparison with all other documentation upon return from travel to purduetravel@purdue.edu. 
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