
Example:
Room rental cost for a meeting

Catering for a meeting

Professional speaker for a meeting

Submit a supplier claim in FEMS

Invoices will be paid by cheque or EFT

Submit a Supplier Claim

Speaker

Room Rental Cost 

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.

$647.20 $78.30

$504.00 $24.90

Food & Drinks

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
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If you select: 
• Cheque, you will indicate the mailing 

address of the supplier in this form

• Email transfer, you will indicate the   
email address of the supplier

The finance administrator will:
• Process payments using an accounting 
software (QuickBooks/Sage 50)
• Make payments to the suppliers    
based on payment method

Fill out the form with the 
supplier information and 
select payment method



Submit a Supplier Claim 



Submit a supplier claim for
Physician Society credit card expenses

Move the toggle to 
Supplier Invoice1

2

Select Cheque 
in the Payment 

Details 

Indicated the PS Credit Card you
wish to submit an expense for

a) Select the appropriate 
engagement activity (and 
sub-activity if required) 

b) In Date of Activity, enter the
date the expense was
incurred on the credit card

c) In Reference Number, enter
the name of the vendor the
expense was paid to

d) Attach a receipt as required

3



a) Select the appropriate
engagement activity (and
sub-activity if required)

b) In Date of Activity, enter the
date the expense was
incurred on the credit card

c) In Reference Number, enter
the name of the vendor the
expense was paid to

d) Attach a receipt as required

Submit a supplier claim for
Physician Society credit card expenses
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