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How to use the Application for Payment 

 

 

How to add costs on AFP - ad-hoc works. 

  

The details on the next page will help you: 

• to add costs cost on AFP - ad-hoc works (AFP type - SUBPO) 
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1. Click the drop-down icon next to the AFP 
line. 
(Note: A new section will open under this 
selected AFP line) 
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2. Click Add Row 
(Note: A new blank row is created.) 
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3. Add the cost description in Notes, the 
Quantity and Unit Cost. 
 
(Note: Repeat the process for each cost 
you want to allocate against the AFP 
Lines. Once the cost is added you will see 
this under the AFP Line Cost.) 
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4. Click Save AFP 

 
 


