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Welcome! 
On behalf of the BC Cancer Medical Staff Engagement Society we thank you for your interest in proposing and leading an engagement project. This guide is intended to provide information about: 
· Facility Engagement and MSES 
· Who the MSES team is and who to contact for help
· How to submit a project proposal 
· Funding criteria 
· Application forms 
· Managing your project 
· How to access your funds
· Registering for Facility Engagement Management System (FEMS)
· How to process project expenses 
· How to claim physician sessional time
· Reporting requirements


What is Facility Engagement?
· Facility Engagement is a provincial initiative that aims to improve communication, relationships and collaboration between health authorities and hospital-based physicians in BC, to benefit their work environment and patient care.  
· Facility Engagement is part of the Physician Master Agreement; each Health Authority has committed through a Memorandum of Understanding to support greater engagement and collaboration with physicians. 
· This is a first-time ever, formal opportunity for physicians, site administrators, and 
the health authority to clarify and strengthen relationships and collaboration, and increase meaningful physician involvement in decision-making.  
· Funding is governed by the Specialist Services Committee (SSC) and administered by the Facility Engagement Provincial Office at Doctors of BC. 
· This funding supports: 
· Maintenance of a physician society, governance structure, including a Working Group and associated committees, administrative and support staff.
· Projects and sessional payments for physicians involved.
· Through a medical staff engagement society’s formal structure and funding, physicians can voice their priorities, lead local activities tailored to their facility, and have a say in the future direction of their hospital.  
· Physicians with privileges and who are members of the medical staff are welcome to participate - including specialists, general practitioners, alternatively paid physicians and other medical staff as determined by the MSA.  

BC Cancer Medical Staff Engagement Society (MSES) 
The BC Cancer MSES Working Group (WG) is a representative body for all physicians, dentists and nurse practitioners with privileges at BC Cancer Regional Centres. This includes physicians from discipline specific associations, physicians and dentists from disciplines without association status, nurse practitioners and regional representatives of the medical and dental staff of all the regional centres. The WG will represent the BC Cancer medical staff and liaise with BC Cancer and PHSA leadership to improve engagement on matters of importance to medical staff and patients. It is developing decision-making and funding structures to ensure effective representation and participation of all BC Cancer medical staff.  These structures, along with funding and support provided through the Memorandum of Understanding on Regional and Local Engagement, will:

· Support medical/dental staff engagement by providing a forum for the BC Cancer staff to express their views;
· Prioritize views and issues, and bring these to the attention of BC Cancer and PHSA leadership;
· Engage and collaborate with PHSA administration, BC Cancer executive leadership and physician leaders;
· Liaise with BC Cancer medical staff regarding issues of concern raised by the BC Cancer and PHSA administration.

BC Cancer MSES Board of Directors 2018/2019:
· Dr. Tamara Shenkier, President
· Dr. Paris-Ann Ingledew, Vice President
· Dr. Andrew McFadden, Treasurer-Secretary
· Dr. Dean Kolodziejczyk, Director-at-Large

BC Cancer MSES Committee Chairs 2018/2019:
· Engagement Initiative Committee: Dr. Sharlene Gill
· Communications Committee: Dr. Sally Smith, Dr. Jeffrey Sulpher
· CST Committee: Dr. Eric Tran, Dr. Bernie Eigl
· Wellness Committee: Dr. Mira Keyes

BC Cancer MSES Administrative Team:
· Dr. Dan Le, Managing Director
· Jennifer Barr, Project Manager, Engagement Initiatives
· Pam Whitworth, Communications Consultant
· Pauline Lee, Administrative Assistant
· Janice Wortman, Administrative Assistant


How to Contact MSES:
All enquires should be directed to bccamses@facilityengagement.ca.

Important Links:
BC Cancer Medical Staff Engagement Society (MSES): www.bccamses.com 
Facility Engagement Management System (FEMS): https://fems.facilityengagement.ca/ 
Provincial Facility Engagement Resources: www.FacilityEngagement.ca
Specialist Services Committee: www.sscbc.ca 


2. How to apply for Engagement Initiative Funds:
The BC Cancer MSES Engagement Initiatives Committee seeks your ideas for innovative ways to build physician engagement at BC Cancer.  By engagement, we mean physicians should perceive as a consequence of this endeavour, an increased sense that their input into BC Cancer direction matters and enhances mastery of their ability to contribute to patient care and their work environment. 

Project Criteria:
1. Strategic Priorities: 
Your proposal must address one or more of the MSES Strategic Priorities: 

· To provide opportunities for communication between BC Cancer medical staff (across disciplines and across regional centres).
· To foster enhanced communication and collaboration between BC Cancer & PHSA leadership.
· To lead collaboration across "silos" to address inefficiencies and improve clinical work flow and indirect patient care.
· To promote medical staff wellness. 
· New and emerging priorities may also be announced as needed by the BC Cancer MSES Board of Directors.

2. General Criteria:
Proposals will be further reviewed based on the following criteria:

· Patient Care Quality
· Will positively impact one or more of the following aspects of patient care:
· Safety
· Effectiveness
· Timeliness
· Improve efficiency and/or clinical workflow
· Implementation
· Ease of implementing solution with respect to administrative and operational requirements
· Impact
· Breadth of impact across multiple disciplines and regions

3. MSES Membership:
The Project Lead must be a member of BC Cancer MSES (any BC Cancer-affiliated physician, dentist, or nurse practitioner)

4. Duration:
· Project duration must be for one year or less and funding must be expended within one year from the time of approval of funding. 
· Generally no extension of funds will be granted beyond the funding end date.
· The completed application must be received by the submission deadline.	

5. Executive Sponsor: 
In order to optimize stakeholder alignment, proposals that proceed to Stage 2 require a named sponsor from BC Cancer leadership (at level of Regional Medical Director or higher).

6. Evaluating Success:
Project aims and methodology must be able to demonstrate measurable, achievable outcomes. The MSES Project Manager is available to help determine appropriate goals and how to measure your results.  

7. Budget Planning:
Projects may be within a smaller budget (less than $5000), medium budget ($5,000 - $10,000) or a larger budget (between $10,000 to $15,000).  If you reach Stage 2 of the application process, be prepared to provide detail for all aspects of your project: 

Sessional Time
Salaried physicians, dentists and nurse practitioners are entitled to sessional reimbursement for time spent on their project outside of regular BC Cancer hours (8.30am to 5 pm) and outside the terms of their contracted role with BC Cancer.  Expenditures for sessional time must be accounted for within project budgets.  

Allied health care workers
You are encouraged to include allied partners in your project plans as collaborators, team members, or for staff support (see Project Support below). If they are participating in a context outside of their salaried role they may be paid for their participation at their rate, provided their work is outside their normal working hours.  

Project support
Project plans can include budget for hiring support staff such as administrative support, project coordination and management, research assistance, data analysis, medical writing, event planning, group and event facilitation. 

Project Leads may make an arrangement with staff known to them in BC Cancer to provide assistance with their project. If the work does not fall under their existing contractual duties, BC Cancer staff may be paid for MSES project work provided they work outside of their regular hours at BC Cancer. The MSES Project Manager may be able to assist in providing support or recommending consultants with these skills.

8. Funding Exclusions
Facility Engagement funding cannot be used for: 
· Clinically focused continuing medical education
· Compensation for direct patient care 
· Purchase of real estate and vehicles 
· Purchase of clinical equipment
· Donations to charities or political parties 
· Meeting attendance that is presently required as part of maintaining privileges
· To purchase alcohol
· To address a funding gap that is the responsibility of another stakeholder, such as the health authority. 


Application Process:

Dates for call for proposals are announced by email through the MSES e-bulletin. 
Proposals are considered in two stages:

Stage 1 	Letter of Intent 
Brief 500 word description of your aim, how this will be achieved, which MSES strategic priorities are addressed, how will this project improve and/or support physician engagement, anticipated risks and a budget estimate (small, medium or large). Please see Letter of Intent Form below.   

Stage 2 	Complete Application
If approved you will be asked to complete a more detailed description for final approval. Please see Full Application Form below.   




























Engagement Initiative Proposal:  LETTER OF INTENT

Proposal Title:

Name of Principal Applicant: 
Email:
BC Cancer Centre: 
Department(s): 
Name of BC Cancer sponsor (at level of Regional Medical Director or higher):
Name(s) of co-applicants (if any):
In less than 500 words, please describe:
Aim(s) of proposal


How will the aim(s) be achieved?


Which MSES strategic priorities are addressed by this proposal?  


How will this project improve and/or support physician engagement?


Risks/Challenges


Anticipated Budget:
___< $5,000                              ___$5,000 - $10,000                         ___$10,000 - $15,000


Please submit by the email to bccamses@facilityengagement.ca 
Engagement Initiative FULL APPLICATION  (TO BE COMPLETED ONLY AFTER YOUR LOI IS APPROVED)
PROPOSAL TITLE: 
Name of Principal Applicant: 
Email:
BC Cancer Centre: 
Department(s): 
Support Staff (if applicable):
BC Cancer Leadership Sponsor:
Co-Applicants: (Name; Position; Affiliation)

DESCRIPTION: (max 2 pages for this section)

Objective(s): 
What are you aiming to accomplish? 


What problem, situation or need will this address?


Why is this activity important?
      
Outcomes and Impact:
What are the outcomes you are hoping to achieve?

How will success be measured?  

How will this activity improve engagement?

Methodology: 
How do you intend to achieve your aim? 




Planned milestones and timeline:
What are the anticipated milestones that will mark your progress (and timing)?

Stakeholders:
Identify your Health Authority project partners/collaborators 

Identify all stakeholders who will be impacted by the project outcome(s)

How do you intend to involve BC Cancer leadership, the health authority and other clinical partners in the initiative?

Alignment: 
Which MSES strategic priorities are addressed by this proposal?  

Related Projects:
Are there any related projects within BC Cancer and/or PHSA that may impact this project? Have you explored possible collaboration or partnerships with other similar initiatives, or are you willing to?

Risks/challenges: 
What risks have you identified that could impede the success of your initiative? How can these risks be mitigated?

Dissemination and Sustainability: 
How will the results of this engagement activity be disseminated? Once complete how will the impact of the activity be sustained?

Budget Planning and Details: 
The Excel “Budget Builder” will assist you in determining details and costs of your budget request. The Budget Builder is available on the MSES website. (Note the Explanatory Notes and Sample Budget Tabs. Please itemize your budget details or attach your completed Budget).

Total Budget Requested:  $____________

Please submit your full application with budget details by email to
 bccamses@facilityengagement.ca 
3. Managing Your Project 

Executing the budget

Your budget has been approved for the project as specified in your application; funds cannot be used for other purposes without the written approval of the Engagement Initiative Committee Chair, a member of the BC Cancer MSES Board of Directors, or the BC Cancer MSES Managing Director. 
All funds must be used within one year as per the dates specified in your approval notice. 

Accessing your funds

All MSES funds are managed by the online Facility Engagement Management System (FEMS). Once you have received your Letter of Approval for your project, your project will have been entered into FEMS and will appear as a designated “Engagement Activity” with your budget amount. Funds are then accessible for reimbursement for expenses, for claiming sessional time (if applicable) by you and other medical staff on your team, and for billing for other costs such as staff support and supplies. FEMS keeps track of funds and provides MSES directors, administrators and our funders with reports and records. In addition FEMS offers opportunities throughout your project involvement to provide input into the UBC Evaluation. (For information about the UBC Provincial Evaluation see www.facilityengagement.ca).

Facility Engagement Management System (FEMS)

In order to activate FEMS for your project, you and your team of physicians who will be making claims (expense claims or sessional claims) must register for both FEMS and VersaPay.  VersaPay is the Canadian-hosted version of Pay Pal for secure direct-to-your bank deposits. An MSES executive will review and approve all claims before they are paid out either through FEMS or by invoice. Further detail may be required.  Please see pages 14 to 18 for detailed FEMS instructions. Once you have registered you and other physician team members must email bccamses@facilityengagement.ca to let us know you have registered and what initiative you are involved in.  MSES administrative support will then add new registrants to their assigned Engagement Activity in FEMS enabling you and your team to make claims. 

FEMS support
If you have trouble registering or have other FEMS related questions, please email bccamses@facilityengagement.ca or femssupport@doctorsofbc.ca. There is a FEMS helpline at 604 638 4869 available between 9 and 4 weekdays. 

Claiming Sessional Time
BC Cancer salaried physicians and dentists are entitled to reimbursement at their sessional rate for time spent on their project or as a project team member outside of regular BC Cancer hours (8.30am to 5 pm) and outside the terms of their contracted role with BC Cancer. This time is to be claimed through FEMS; a record must be kept of date, times, and amount of time spent and a list of tasks and activities achieved. You must make your claim within 3 months.  



Submitting Expense Claims for Reimbursement
After you have paid an expense, please keep your receipts.  You will need to upload your receipts to your Engagement Activity on FEMS. You will then be reimbursed via Versapay. 


Billing for good and services

Large Expenses
Large expenses (generally >$1000) can be paid upfront by the Project Lead and reimbursed via FEMS, 
or an invoice can be submitted and MSES will then pay the invoice directly via cheque. 

The invoice should specify the project name and individual or company name, address, dates, itemized services or goods provided and if applicable, hours worked, and activities performed for each hour. The invoice is to be submitted directly to bccamses@facilityengagement.ca and will be paid by cheque, and mailed to the individual or company; the amount will be reported in your project tally in FEMS.  Please check with bccamses@facilityengagement.ca or the Project Manager if you need any clarification.  

Contracted goods or services
A written contract may be necessary if it is for an independent service provider (e.g. a part-time employment contract or supplier) over a substantial period of time (such as more than 6 months). Please check with MSES for clarification if you have questions, and for a contract template. If you are entering into a contract with an individual/organization please prepare the contract and then submit it to bccamses@facilityengagement.ca for review and signature.  An MSES Director must sign the contract on behalf of the Society.  

PHSA/BC Cancer invoices
Staff back-fill and other services (as per your approved project plans) provided by a unit or department of BC Cancer or PHSA can be reimbursed by preparing an invoice specifying the details as above and submitting this to bccamses@facilityengagement.ca.


Eligible Expenses
Reasonable expenses incurred while participating in approved engagement projects may be claimed by Project Leads, Project Team members and participants including: 

		Accommodation
· Maximum of $220 per night before tax for accommodation  
· Accommodation expenses are not an eligible expense where the conference or meeting is fewer than 50km from the claimant’s personal residence

		Meals 
· Breakfasts, lunch and/or dinner expenses while attending an event, or spent during travel to and from the event
· Legible itemized receipts are required to be submitted with the claim. 
· Meal expenses will be capped at $100 per day. 
· Recommended rates of breakfast $20, lunch $30, dinner $50
· Alcohol will not be reimbursed 
· If a meal is provided without charge, no claim for that meal can be made. 

		Travel 
· Costs for the most reasonable and economical route to attendance; 
· Travel expenses will be reimbursed for the most expeditious route of travel (economy flights only; upgrades to be paid by traveler; booking well in advance) 
· Reimbursement will be made where one-way travel from the claimant’s personal residence exceeds 50 km. 
· Vehicle expenses will be reimbursed at $ 0.55/kilometer for private vehicle mileage incurred if one-way travel exceeds 50 km; requirement to specify number of kms with claim
· Mileage expenses must not exceed airfare for the same travel
· Taxis and car rentals will be reimbursed in addition to airfare when required
· Parking costs will be reimbursed. 

		Travel Time
· Reasonable travel time may be paid at the sessional rate for time outside of BC Cancer regular hours using the most expeditious route of travel. Exceptions to this policy will be given individual consideration. 
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Reporting:
The following written reports are required:
· Interim Report (6 months point) 
· Final Report (upon completion of 12 months project term) 

Part or all of your report may be shared with your Executive Sponsor, the Facility Engagement Provincial Office, the Specialist Services Committee, the UBC Facility Engagement Evaluation Team and others interested in our progress and achievements. If time permits, you may be invited to present on your initiatives project at the BCCA MSES AGM or other opportunities. You will be prompted to submit these reports at the appropriate time. Please see Report Forms below (Pages 20 and 21). 





















Thank you for your leadership and contribution in improving engagement at BC Cancer.

Engagement Initiative Interim Report 
Submission Due Date: 

Project Title: 
Project Lead: 
Executive Sponsor:

1. PROGRESS:
Briefly describe your activity to date.






2. MILESTONES ACHIEVED:





3. CHALLENGES:
Describe any unexpected challenges or barriers you have experienced in implementing your plans. 



4. BUDGET:
State amount of expenses claimed to date and if you will require the full amount of your approved budget. 






Engagement Initiative Final Report
Submission Due Date:

Project Title: 
Physician Lead:
Executive sponsor:							 	
1. Results: Please briefly describe progress, milestones achieved, measurable outcomes and overall impact of your project. Kindly limit your description to a maximum of 1000 words for this section; and append any relevant reports produced for the project. 

Progress:

Milestones achieved:

Outcomes:

Impact:

2. Challenges: Please describe any challenges or unexpected barriers you experienced in implementing your plans.

3. Next steps: What further actions will you will be taking to disseminate your findings and/or to promote the sustainability of this initiative? 

4. Budget: If your project funds are not fully expended, please provide an estimate of any outstanding expenses yet to be charged to your approved budget. 

5. Change: Please describe a key change or improvement that occurred in relationships, communication and/or collaboration among physicians and medical staff, or between physicians and site administration, and/or the health authority.

6. Lessons learned: Please describe a key lesson or lessons learned or a successful strategy that you wish to share and that may benefit others doing these types of projects. 
[bookmark: _GoBack]Updated: April 24, 2019
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PHYSICIAN SOCIETY MEMBER  
READINESS CHECKLIST 
Facility Engagement Management System (FEMS)
By ensuring that all of the following are completed, you will be able to submit a claim using FEMS and 
receive payment through electronic fund transfer.



This Step Guide is Useful For: 
All Physician Society Members



Decide which ONE email account you will use to register for FEMS and VersaPay 
(third-party payment processor).



Email:



Sign up for VersaPay (refer to the Register for VersaPay user guide).  
   Online: www.versapay.com
  Check email and junk mail for a confirmation email from VersaPay.



  Provide and verify bank account information as directed (will take 1-3 business days).



Sign up for FEMS  (refer to the Register for FEMS user guides).
   Online: https://fems.facilityengagement.ca



   Mobile: Search ‘Facility Engagement’ in your app store



Click on the Activate Account link in an email from no-reply@fems.facilityengagement.ca. 
You should make sure to check your regular and junk email inboxes for this email.



Email your Physician Society Administrator, Engagement Activity Lead, or Physician Society 
Executive to let them know you have completed your FEMS registration.  They will add you as a 
participant to the necessary Engagement Activities so that you can submit claims.



Congratulations! You are now ready to submit claims and receive payment for your 
participation in the Facility Engagement Initiative!



File updated Oct 2017



Need Help?
604 638 4869 
1 800 665 2262



femssupport@doctorsofbc.ca
M-F 9am to 4pm
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H O W  TO :  R E G I S T E R
Facility Engagement Management System (FEMS)



1. Log in to: https://fems.facilityengagement.ca or launch the FEMS mobile app. 
To download the App: search ‘Facility Engagement’ in your App store.



2. Click on Register or Sign Up on the mobile apps.



3. Select the facility (or facilities) where you work, add your profile information, and create a password. 
Use the same personal email for FEMS and VersaPay. 



4. Password must have at least eight characters, include a 
capital letter, number(s) and a symbol. 
e.g. Userpass12#



5. Select where you want your claim payments directed,  
either to your company or your personal bank account.  
If a company bank account, provide additional information requested.



6. Click Next and complete the registration survey.



7. A confirmation email will be sent to you with a link 
requesting you verify your email address.  



8. Click the link in your email and now you’re DONE! 
Your FEMS account is now activated. 



 
 
 
 
 
 



File updated Jul 2017
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This Step Guide is Useful For: 
All Physician Society Members



Need Help?
604 638 4869 
1 800 665 2262



femssupport@doctorsofbc.ca
M-F 9am to 4pm





Jennifer Barr













HOW TO: REGISTER

Facility Engagement Management System (FEMS)

1.  Log in to: https://fems.facilityengagement.ca or launch the FEMS mobile app. 

To download the App: search ‘Facility Engagement’ in your App store.

2.  Click on Register or Sign Up on the mobile apps.

3.  Select the facility (or facilities) where you work, add your profle information, and create a password. 

Use the same personal email for FEMS and VersaPay. 

4.  Password must have at least eight characters, include a 

capital letter, number(s) and a symbol. 

e.g. Userpass12#

5.  Select where you want your claim payments directed,  

either to your company or your personal bank account.  

If a company bank account, provide additional information requested.

6.  Click Next and complete the registration survey.

7.  A confrmation email will be sent to you with a link 

requesting you verify your email address.  

8.  Click the link in your email and now you’re DONE! 

Your FEMS account is now activated. 

 

 

 

 

 

 

File updated Jul 2017
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This Step Guide is Useful For: 

All Physician Society Members

Need Help?

604 638 4869 

1 800 665 2262

femssupport@doctorsofbc.ca

M-F 9am to 4pm
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H O W  TO :  D O W N LOA D  F E M S  M O B I L E 
A P P  A N D  R E G I S T E R 
Facility Engagement Management System (FEMS)



1. Open the Google Play or Apple App store on any 
mobile device.



2. Search Facility Engagement.



3. Select, download and open the FEMS mobile app.



4. Click on Sign Up.



5. Select the facility (or facilities) where you work, add your profile 
information, and create a password. Use the same personal  
email for both FEMS and VersaPay.



6. Password must have at least eight characters, include a capital  
letter, number(s) and a symbol. 
e.g. Userpass12#



7. Select where you want your claim payments.



8. Click Next and complete the Registration Survey. 



Once an initial claim is submitted, you’ll receive an email from a 
DoBC-vetted, third-party company called VersaPay. Follow the 
prompts within the email to sign up for VersaPay. This will include 
providing banking information and the same email used for FEMS. 
Once complete, all sessional claims and expenses will be paid via 
Electronic Funds Transfer (EFT). 
 
 
 
 
 



File updated Jul 2017 



4



5



2



This Step Guide is Useful For: 
All Physician Society Members



Need Help?
604 638 4869 
1 800 665 2262



femssupport@doctorsofbc.ca
M-F 9am to 4pm
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HOW TO: SIGN UP FOR VErRsaAPAY

Facility Engagement Management System (FEMS)

1. Sign up at https: //secure.versapay.com Smart. Simple. Secure.
VersaPay is the Canadian-hosted version of Pay Pal.

Email

2. Click on Sign Up (small text below Sign in button)

3. Choose Send and Receive EFTs. Password
4. Add personal information requested and submit. Use the same
personal email address for FEMS and VersaPay. An email will be .
sent fo the address you provided. Forsolvour passwors?
*When signing up for a personal account, your business name should be your New to Versapay
legal name.

5. You will receive an email asking you to confirm your email
address. You must complete this step before you can receive 4
. . . . . i for Vi P
funds. Click on Confirm Account in the email you receive. Sian Up for VersaPay

*If it's not in your inbox, check your ‘junk’ folder.
Business Name

6. You must add a bank account to your VersaPay account. Click on TP e T e
Add Bank Account under the Quick Links menu.

rst Name

7. Fillin the fields with your banking information.
*you can find this information on a cheque or direct deposit slip from your

bank. Last Name
- Check the box indicating you Agree to the Pre-Authorized
Debit Agreegment. VersaPay’s terms and conditions have been vetted sl
by Doctors of BC’s general counsel. Note that VersaPay will not debit your
account without your express permission. Password
- Click Add Bank Account.
8. Review the details you have entered and click Confirm Bank A
Account or Go Back to edit your information. Alteady have an account? Please Sian In
By creating an account you agree to our user agreement,
privacy policy and to accept transactional and newsletter emails
Add a bank account from VersaPay Corporation.
Select your bank: v Your Name DATE
Your Address Sign Up
Lontsue wour Lane? PAY TO THE ORDER OF
Transit number: DOLLARS a

MEMO
Account number:
II" 001 II'l: [} [} B

* Account holder: | MKY Clothing

Quick Links

Address Line 1:

Add Bank Account
Address Line 2:

I

City: Send Money

Province/State: v
Request Money
Postal/Zip: 7

Upload Batch File

» & Q

DI agree to the Pre-authorized Debit Agreement allowing Versapay to debit this account according to my

instructions.

Continued below . . .
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H O W  TO :  S U B M I T  A  C L A I M
Facility Engagement Management System (FEMS)



1. Log in to: https://fems.facilityengagement.ca or launch the FEMS mobile app. 
To download the App: search ‘Facility Engagement’ in your App store.



2. Click Submit a Claim. Enter the requested information and click Next.  
If only submitting an expense, go directly to Submit an Expense. 
Note: You can only submit a claim against Engagement Activities that you have participated in, and 
you must be added as a participant of these activities in FEMS.  If you don’t see your Engagement 
Activities when trying to submit a claim, please contact your Physician Society Administrator, 
Engagement Activity Lead, or Physician Society Executives. 



 



3. In the section labeled Expenses, select the expense type, amount, and attach a receipt as needed. 
There will be a prompt to attach one if required for the selected expense type.  
To attach a receipt: take a picture of it with a phone or scan a copy of the receipt to a computer. Once 
this is done, click Upload File, search and select the appropriate file to add it to the claim.  
*If there are no expenses, click Skip Expenses.



4. View and edit the claim in the next section. Up to this  
point the claim is a draft.  Please make sure that you review 
your claim fully.  Once submitted, you cannot edit it.  If 
satisfied with the details you have entered, click Submit.



Once the claim is submitted a confirmation  
will be sent via email.



File updated Jul 2017
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This Step Guide is Useful For: 
All Physician Society Members



Need Help?
604 638 4869 
1 800 665 2262



femssupport@doctorsofbc.ca
M-F 9am to 4pm










HOW TO: SUBMIT A CLAIM

Facility Engagement Management System (FEMS)

1.  Log in to: https://fems.facilityengagement.ca or launch the FEMS mobile app. 

To download the App: search ‘Facility Engagement’ in your App store.

2.  Click Submit a Claim. Enter the requested information and click Next.  

If only submitting an expense, go directly to Submit an Expense. 

Note: You can only submit a claim against Engagement Activities that you have participated in, and 

you must be added as a participant of these activities in FEMS.  If you don’t see your Engagement 

Activities when trying to submit a claim, please contact your Physician Society Administrator, 

Engagement Activity Lead, or Physician Society Executives. 

 

3.  In the section labeled Expenses, select the expense type, amount, and attach a receipt as needed. 

There will be a prompt to attach one if required for the selected expense type.  

To attach a receipt: take a picture of it with a phone or scan a copy of the receipt to a computer. Once 

this is done, click Upload File, search and select the appropriate fle to add it to the claim.  

*If there are no expenses, click Skip Expenses.

4.  View and edit the claim in the next section. Up to this  

point the claim is a draft.  Please make sure that you review 

your claim fully.  Once submitted, you cannot edit it.  If 

satisfed with the details you have entered, click Submit.

Once the claim is submitted a confrmation  

will be sent via email.

File updated Jul 2017
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This Step Guide is Useful For: 

All Physician Society Members

Need Help?

604 638 4869 

1 800 665 2262

femssupport@doctorsofbc.ca

M-F 9am to 4pm
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