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How to submit it in FEMS

1. Click on the claims tab on the FEMS dashboard and then on submit a claim button.

2. Fill out the required fields and select the next button.
NOTE: if you do not see the correct activity in the list, please contact FEMS support.
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3. If there are expenses to add to the sessional claim, please fill out the required fields. To add more
than one expense, please use the add expense button at the bottom.  Once completed, select the
next button. If there are no expenses, please use the skip expenses button at the top.

NOTE:  If you wish to submit an expense only claim, please use the submit an expense option on the
claims main page.
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4. Review the claim for accuracy and then select the submit button.


