
Example:
Take a taxi

Buy food for the meeting

Stay in a hotel

Submit expenses in FEMS

Get paid via payment method 
of choice

Submit Expenses

$152.00 $22.50

$54.00 $67.30

When can I submit expenses?
When you incur expenses for an
Engagement Activity and you will need
to be reimbursed. This claim does not
include your attendance time.



Click on Submit an Expense



Submit Expenses

Specify Sub-Total and
GST, and upload Receipt

Click on Add Expense if you
have incurred multiple expenses



Review your
Expenses

(e.g., Meals)

Review your Expenses
(e.g., Consulting fee)

Submit Expenses

Review your
Expenses

(e.g., Hotel)



Submit Expenses

Claim Confirmation
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