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How to use the Application for Payment 

 

 

How to review queried AFPs. 

  

The details on the next page will help you: 

• to review queried AFPs 
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1. Click the filter icon next to the Search 
bar 
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2. Select Queried AFPs 
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3. Click the AFP line you want to review 
from the list 
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4. Go to AFP Lines tab 
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5. Check more details about the query 
under Status Memo 
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6. Click the drop-down icon to see details 
about the cost assigned to the queried 
line 
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7. Under Notes add you comment to 
resolve the query. 
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8. Change the AFP Line Status in WAPPR 
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9. Click Save AFP 
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10. Go to AFP tab 
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11. Change the AFP Status in SUBMITTED 

(Note: A pop-up window will appear.) 
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12. Click OK 

(Note: The AFP is resent to Mitie to be 
reviewed.) 

 
 


