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How to use this workbook

This workbook has been designed to guide you to complete the system steps in the live ADEPT system using real
applications and activities, so you can learn on-the-job.

The first time you receive an activity type that you haven’t completed before, use this workbook to learn about
the process, then use either WalkMe or the User Guide, to complete the activity in ADEPT.

Once you have completed the activity, tick the box in this workbook.

Because you are using the live environment, it may take some time for you to experience each type of activity.

IMPORTANT — Remember, you will be using live applications when you perform the tasks in this workbook.

The steps in this workbook are focussed on system actions only. You must refer to the related standard

operating procedures (SOPs) for procedures that are related to the application you are processing.

Ask for help from your manager or change agent if you are unsure about any processes.

N ? -
Who this workbook is for %?% $

This workbook has been designed for Immigration Officers, king on ereditation or Job
Check applications. A separate workbook exists for 10s i isa applic

If you need further learning on the ADEPT system, v PT Learniriz.Programifie page on Learn@MBIE,
and select your role.

e
User Guides | G@ @ %@

There are two User Guides la Z Kit:
e ADEPT User guide — ide contai nce on using ADEPT for all visa types.
e ADEPT ui mployer A and Job Check — This guide contains specific Employer
Accre Job Chegck ADE ance.
Both guid :

Be found elink/content/inzkit/Pages/processing-applications.aspx

Make sure you bookméark th rather than download as the User Guides are updated regularly.

Note - We hav the User Guide section numbers in this guide as the User Guide changes regularly
and new s ns afe added. Use the Contents page of the User Guide to find the right section.

Stan@ Operating Procedures (SOPs)

Please ensure you are referring to the relevant SOPs for your role and the task you are performing where
necessary. SOPs are available on GloPro: Global Process Manual .
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Complete an Assessment Activity

In this section of this workbook, you will use the live ADEPT system to complete assessment activities using

the User Guides and WalkMe to support you.

Before you start processing activities in the live system, let’s look at the high-level system steps of processing

an activity in ADEPT.

Below you will see a flow chart with the steps you need to take in ADEPT to complete an assessment activity

(remember these are the system steps only, not the process steps).

Open the
assessment
and an activity

View the activity

Review assessment
concerns

Manually create risk

(if needed)
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Record an outcome
and Save and Close
the activity






















Complete a Risk Assessment Activity

In this section of this workbook, you will use the live ADEPT system to complete risk assessment activities
using the User Guides and WalkMe to support you.

Before you start processing risk activities in the live system, let’s look at the high-level system steps of
processing a risk activity in ADEPT.

Below you will see a flow chart with the steps you need to take in ADEPT to complete a risk assessment
activity (remember these are the system steps only, not the process steps).

View the @@ &
triggered risks & %@ﬁ
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Open and view . <I§§§§
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activity
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Record an outcome
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Make a Decision — Other tasks

In this section of this workbook, you will use the live ADEPT system to complete the following tasks using the

User Guides and WalkMe to support you:

e Manage a Withdrawal
e Cancel or lapse an application
e Change Visa Conditions (before visa is issued)

Complete Rework

b4
<>

Manage a Withdrawal

If an applicant decides to withdraw a submitted
application before they have received the decision,
the withdrawal request will appear on the IM’s
dashboard. The IM will then assign the request to an
Immigration Officer for processing.

)

When you receive a withdrawal request, use t
resources listed and tick the box once co ted)

W

ADEPT User Guid
Immigratio icer:
Withdra

nage

S
©
S

N\

priate to

%mple if it@@
r lapse an application; use
e beox onc pleted.

tick th
(NN

Cancel or lapse an application

There may be situations w
cancel or lapse an appli
submitted by mistak

When you n

RO

the resou

> apsing an application

N\

Guide
tion Officer: Cancelling
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How to use this workbook

This workbook has been designed to guide you to complete the system steps in the live ADEPT system using real
applications and activities, so you can learn on-the-job.

The first time you receive an activity type that you haven’t completed before, use this workbook to learn about
the process, then use either WalkMe or the User Guide, to complete the activity in ADEPT.

Once you have completed the activity, tick the box in this workbook.

Because you are using the live environment, it may take some time for you to experience each type of activity.

IMPORTANT — Remember, you will be using live applications when you perform the tasks in this workbook.

The steps in this workbook are focussed on system actions only. You must refer to the related standard

operating procedures (SOPs) for procedures that are related to the application you are processing.

Ask for help from your manager or change agent if you are unsure about any processes.

N> W’
Who this workbook is for % @
This workbook has been designed for Immigration Officers 10s, wh on Visa
applications. A separate workbook exists for |I0s worki er Accredijtati Check applications.

If you need further learning on the ADEPT system, v PT Learniniz.Programifie page on Learn@MBIE,

and select your role.

\b{b
User Guides @ %

There are two User Guides 'I% Z Kit:
e ADEPT User guide — ide contai nce on using ADEPT for all visa types.
e ADEPT ui mployer A and Job Check — This guide contains specific Employer
Accre Job Check ADE ance.
Both guid :

Be found elink/content/inzkit/Pages/processing-applications.aspx

Make sure you bookméark th rather than download as the User Guides are updated regularly.

Note - We hav the User Guide section numbers in this guide as the User Guide changes regularly
and new s ns afe added. Use the Contents page of the User Guide to find the right section.

Stan@ Operating Procedures (SOPs)

Please ensure you are referring to the relevant SOPs for your role and the task you are performing where
necessary. SOPs are available on GloPro: Global Process Manual .
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Complete an Assessment Activity

In this section of this workbook, you will use the live ADEPT system to complete assessment activities using
the User Guides and WalkMe to support you.

Before you start processing activities in the live system, let’s look at the high-level system steps of processing
an activity in ADEPT.

Below you will see a flow chart with the steps you need to take in ADEPT to complete an assessment activity
(remember these are the system steps only, not the process steps).

pen andvie
Pow

Open an activity

View the Review the
assessment : , assessment
criteria concerns

y create Manually create Record an outcome

assesment c . . >0 and Save and Close
risks (if needed) .
Zg; ) the activity

(if ne

©
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Complete a Risk Assessment Activity

In this section of this workbook, you will use the live ADEPT system to complete risk assessment activities
using the User Guides and WalkMe to support you.

Before you start processing risk activities in the live system, let’s look at the high-level system steps of
processing a risk activity in ADEPT.

Below you will see a flow chart with the steps you need to take in ADEPT to complete a risk assessment
activity (remember these are the system steps only, not the process steps).

View the @@ &
triggered risks & %@ﬁ

+
:
Open and view . <I§§§§
the PowerBI Clas- f
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\/
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Open a risk
activity

report
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Make a Decision — Approve or Decline an application

In this section of this workbook, you will use the live ADEPT system to approve or decline an application using
the User Guides and WalkMe to support you.

(% Activity

Approve an application

If you want to approve an application,

use the

resources listed to approve the application and tick

the box once completed.

0 Resources

ADEPT User Guide
Immigration Officer: Approve an

Completed

A

Decline an application

If you want to decline an application, use the

resources listed to decline the application and tick the

box once completed.

walk@2

application
o %\<@
A\ 7
Search: Dec an app#cation

W\
[~
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Make a Decision — Other tasks

In this section of this workbook, you will use the live ADEPT system to complete the following tasks using the

User Guides and WalkMe to support you:
e Manage a Withdrawal
e Cancel or lapse an application

Change Visa Conditions (before visa is issued)

Complete Rework

Activity

Manage a Withdrawal

If an applicant decides to withdraw a submitted
application before they have received the decision,
the withdrawal request will appear on the IM’s
dashboard.

The IM will then assign the request to an Immigra s
Officer for processing.

When you receive a withdrawal request; ess t
request in ADEPT using the resource$; o wr ght,
and tick the box once complete@_\

Completed

ADEPT User Gwd :
Immigratio
Withdra @

\Qs

N

Cancel or lapse an applica Qp ?

it is appr %
on, for exa

There may be sit

tio
cancel or lap %
submitte ..,

the resources listed a

pllcatlon use
once completed.

))DEPT User Guide
Immigration Officer: Cancelling
and lapsing an application

-l’ (before a visa is issued)

¢ the properties of the visa that will
the eVisa if the application is

The system always tries to apply the default visa
conditions attached to a specific visa. On some
occasions the system decides that the default
conditions cannot be applied and raises an
assessment concern, which is displayed in the activity
Power Bl report. When this happens, you should
modify the visa conditions related to the application.

Use the resources listed to complete the activity and
tick the box once completed.

ADEPT User Guide
Immigration Officer: Changing Visa
Conditions (before visa is issued)
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