
Example:
Room rental cost for a meeting

Catering for a meeting

Professional speaker for a meeting

Submit a supplier claim in FEMS

Suppliers paid by ENKEL

Submit a Supplier Claim

Speaker

Room Rental Cost

$647.20 $78.30

$504.00 $24.90

Food & Drinks

When can I submit a supplier claim?
When you incur expenses for an
Engagement Activity by an external
supplier, and they need to be paid for
their work. You will submit a Supplier
Claim in order to pay invoices.

Use of Projector



Click on Submit an Expense



Submit a Supplier Claim

Move the toggle
to Supplier

Invoice

1

2

Fill out the form
with the supplier

information
and select a

payment methodClick on
+Add New

under Supplier

3



If you select:
• Direct credit ⇓ ENKEL will directly contact 

the administrator to discuss either direct 
credit or email transfer and get banking 
details

• MSA credit card ⇓ you do not need to take 
any further action

• NOTE: Please do not choose cheque - FESC 
does not offer cheque payments

ENKEL (financial administrator) will:
•Process payments using QuickBooks
•Make payments to the suppliers

Fill out the form with the supplier 
information and select Payment Method: 

direct credit or MSA credit card



Submit a Supplier Claim
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