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1. Additional document assessment activity



When an applicant submits new information or a document to the online application system,
ADEPT creates an Additional Document Assessment activity. You may see one
in your My Activities grid. A change such as uploading a document (e.g. bank statement) or adding
details to a field in the Online Application system (e.g. an address change) will trigger this activity.

Some of the changes that are made by applicants are major, such as the separation from a partner,
or the loss of a job offer in the context of a work visa application. Others can be minor, such as a
change of address within the same town. Because ADEPT cannot determine if the change is major
or minor, every change needs to be assessed by a person.

Relevant sections of the User Guide (Section 4.5 Assessing an Additional document assessment
activity).

Steps on how to assess an additional document assessment activity:

1. Open the activity. You will see an Additional Document Assessme ity,screen.

2. To open an additional document that an applicant has pr(&tJ e link displéged E>
uired

in the Document Metadata Object field.

3. Review the additional document and make any am ents by the A u
need to create an assessment concern, do s essment C ridcof the
assessment activity. This will trigger the systen ate an R , when all
the assessment activities for this applicat @ en complete
Note: Please ensure all naming con qreffollowed t 6.

4. Record an outcome for sessmen act in  the Assessment
Details section, Outcome field\ \ Select” either on> Met or Require  Further

Info or Cancelled.

t ome you \
ou sele

ome %‘!; “Select--"

% pleted, set e Activity Status to Completed and select Save.

Not: Id like to ch% e outcome after you have saved it, you must contact your
visor as soanas possible. However, if it has moved to RSQC, please contact the TA
ad'to’ahd advise of the situation.

If it's just th r slipporting documents and not something that raises any issue that won't be

dealt w:l% e al process, you can just mark it as “instruction met”.
\ P

ting family information

5. Select Yes to confj
the selected outeo
the Outc

6. Oncethis

. If you do not wish to proceed with
ome by error, you can reset the value of

as been allo

en an applicant requests for family information to be updated, you can find this under the
applicant’s profile -> Related -> Applicant Relationship Details.



3. Updating PPT

When an applicant wi
applicant’s profile.

1. Selec

%@@to a hew @S\és do this under the Identity tab of the

2

@b©\>

% >ilect edit:

3. Edit the Travel document number, issue date, and expiry date:






Only when this task is completed, the application will be able i; mov . % %@ﬁ
5. Request to add secondary applicants @ Sg
If a secondary applicant needs to be inclu / ant’s request, the
following process will need to occur a@ n EPT:
1. When you identify th pp i X e 5

you will generate ent conce eclaréd intention to include SAs but did

not include them’ essmen
2. Youwijllt @o closet s t off as “require further information” to enable

be’generated. (T need to be self-assigned)

RFI for the following information (this is done through the

orm (if required)
ditional information if required

@ > Once all assessment activities have been completed the Application will proceed to the
RSQC stage where the TA will complete a soft QC of all applicants currently on ADEPT and
assign the ADEPT application to NADO.

6. Naming documents

When you have an uploaded document, follow the following naming conventions to name the
document provided. This is to enable easier assessments in the future.

PPT - [PPT owner name]




Birth cert - [BC owner name]

[Country] Police certificate - [PC owner name]

Details update - XX (specify type i.e address, DOB, name)

Additional applicants requested

Cover letter

Travel plans

Employment evidence (includes Payslips, IEA etc) @ C&
Additional forms - INZ XXXX (specify the form i.e INZ 1200, INZ 1242) & 9
Relationship evidence

Combined evidence — XXX / XXX [naming convent g convent/ rélationship
evidence/employment evidence)

Other document (include VAC receipts) @@

e-medical letter

“\/

Only update the Nra(nga changej;h nt Type’

@As asking

t email outside of adept in any activity unless you are the RFI/PPI. The expectation is

e made in adept. In the odd occasion you need to communicate
dave this to the RFI/PPI 10. Ensure all emails/ phone calls are recorded
fithe activity you are completing (This should be the RFI/PPI).

ease only add a general note if the information will have an impact on an assessment activity.
or example, the applicant is due to give birth in a months’ time. This is because we are trying to
reduce over processing.

Note: General notes are best used for informing others, rather than rationales. Rationales should
go in the appropriate assessment activity.

9. Assessing under a different eligibility criteria.

NB. If they do not meet the pathway they have declared, we should always check all the other
pathways first before moving on to a PPl or RFI.



When an applicant doesn’t meet the eligibility assessment for the criteria they applied for
(skilled/scarce/settled) but meet another criteria, follow the following steps:

1.
2.
3.

Leave the questions regarding skilled/scarce/settled blank.

Under RV21 Pathway, select the criteria they are eligible under.

In the reasons selection of the first question related to the previous pathway, explain why
they meet the new pathway.

Complete the application outcome as instructions met.

«\%\@ \%@&

10. Cor

respgnd % ing.
For RFI | aGtivi i
cor into the Not% e RFI/PPI activity.

Change Activity status to Complete@@ @

contact the 10 — please ensure 10's copy and paste all

. any one note
%‘ unication, edit the General Note and add any relevant emails

- @ general note as ‘Correspondence’

oyer alerts.

@- xpectation is that the eligibility 10 will check if the employer or LIA has an active or expired
alert. At this point, the application either has a risk assessment activity already, or not:

If the application does not have a “RV21 Risk Assessment Activity”, then the eligibility
10 raises a “RV 21 Risk Assessment Activity” and leaves a note in the general notes of
the risk.

If the application does have an open “RV21 Risk Assessment Activity”, then the
eligibility 10 leaves a note in the existing “RV21 Risk assessment”.

If there is a closed “RV21 Risk Assessment Activity”, then the eligibility 10 raises a
second as and leaves a note in the notes of the risk.

Ensure that the note explains if it is an employer, client or LIA alert and the CN.






2. Select the “adept user guide”



14. Not appliable criteria. : ; ; >
Some assessment activities will not be applicable to-yq cant. For examp ontractor
question in scarce. In these cases, enter “N/a” .. and lea t| n met” blank.
See below as an example. @

15. Risk assessmen @: @é
There has bee a i g
Q/ dvice is req hyas all NPP warnings), generate the Risk activity — Risk

sé referral. T return with their advice.
o nly complete risk treatments if risk treatments (formally verification)
akpn

pleted.
If the outco, %
requir .
ou
|

to add a note to their activity of the result of the risk treatment.

Here are some pointers for you:

C

guest further information, raise an assessment concern and fill out the
Select “require further information” under the “outcome” and confirm the

Ensure that there are adequate notes in the reasons to explain the RFl in the risk section. Ensure
that the RFI/PPI 10 rationalises why the risk is mitigated in the general notes.

16. Rationale

You should not be entering rationale unless there is subjective decision making. This is most
commonly in the following situation:



- We you select no — instructions not meet: we need to explain why not so that the
RFI/PPI 10 knows why they have the activity.

- Risk: Risk involves decision making on particular risk.

- Partnership: Decision making over the relationship.

- Dependency: same as above.

- When a response is given: rationale decision making over whether the provided
information mitigates the original concern.

Most of the time, a rationale will not be required when you select yes — meets instructions.

17. Visa Refusals

When an applicant has declared any previous visa refusal/decline(s) OR %declined

application(s) are identified from AMS, this information is to be up rded in ADEP
ab’>

- Visa application = Relevant visa applicant = Charact Add to ‘

Refusal’ E gg
18. Multiple document side-view @ @@
To help processing efficiency you canus jde view for enRts rather than individually
accessing the documents. Follow_the p below on h o\deit:
- Visa Applicati ent Meta Click into any document name =

g
@?@% %@%
N\
@@X
@%
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20. PPl and RFI Activities @Sb
When completing a PPl or RFI activity, DO NOT select ‘Publish w@ Letter’ or%

custom letter.

Select ‘Publish with Standard Letter’. @ @

4 that to send a letter, we will need to change the assessment concern. This will then
p the Standard Letter.



21. How to upload the face picture @ @ >

When an applicant has an alert from the Face team to requ%ju ) follow thefollo '
i

1. Risk I0: The alert will generate a risk assessme e outco Flfor the
picture. Ensure adequate notes are made @
2. RFI10: will RFI the picture. %

3. Once the applicant respondsfo 5 of the A &guide to escalate to the
identity team (below) §:§
22. A reminder on thAg % complepimpactiwil)

If, while completi

rent activit have generated the new activity. This is important as if

to complet

you ¢ ff nal outst ity on an application, the application will automatically
mo ge with tlse out ing assessment not completed.

ZgApplica j i on activity

Befor finalisation assessment, please ensure there are no outstanding re-work.
0] inalisation assessment is done- the application will be completed despite the fact there
i ding re-work.

umay have noticed that you have begun receiving Application Finalisation Activities. These are

nerated when rework is completed, or the status of an application is manually changed. You
can simply close these activities off with no further action required. Please note that this may
change in the future.

24. Where to send eVisa correction requests

If you are contacted about corrections required for an error on an issued eVisa, you will need to
forward this query to chloe.stone@mbie.govt.nz

25. Manually generating an RFI/PPI activity












3. Re-send PPI/ RFI activity with the duration being “Short P n a note rega
the client not responding to the letter and we are granting a further oppo
4. If no response has been received for a PPI, co ion regardi ssessment
concern (if declining, check with TA first befe g final o n RFI was
sent, 10 to send a PPl regarding the ass @ ern. %
34. Casual Contracts @ i>
If a client is applying under Skilteelot Sc and ha @ Casual Employment Agreement
for their employment. It i \g I we are ch ording of the hours provided in this
Employment Agreem

15.10 () We ' be satisfied employment is full-time from the

2. Once confirmed this will create a new RFI/ PPl activity, ask your ensure this is
allocated to you if it has not already been.
\ ' '@
th

As per $6.15.5 (c
employme

howevy, he ps show
sati@ is the client m
35. R2.40( %;;e

N
Scena ri@ es Process steps Mark R2.40.d question Rationale
”,\ expected
P S}Qred ‘single’ | Can assume there | Instructions met None
o previous | are no  previous
parthers on AMS relationships
PA has declared | Cross check AMS, | If R2.40.d does not apply or | R2.40.d does not

‘partnership’ and has | app form and | do not want to include in | apply, nor do they
not included partner ‘additional docs’ | app want to include
activities their partner.

- Instructions met
Cross check AMS, | If R2.40.d does apply, or | R2.40.d  applies,
app form and | they want to include in app | and partner has
‘additional docs’ not been included.
activities Question = “no” and a
Assessment  Concern s

generated to advise the




partner needs to be

included.
- Require
Further
information
PA has declared | Can assume the | If no dependent children Partner has
‘separated/ divorced’ relationship has declared
ceased. However still | - Instructions met separated/
need to check for divorce, R5.115
children- cross check applies. No DC to
AMS/ app form/ include

where R2.40.d a want to

want to inc 4 and Dependent

have n cluded

alre <®

@ %;
QN

additional docs
activity /;C
If there is a depende \@%.d appl%gvp

All applicants have

PA has declared \,eﬁeck AM <

Partnership an form, i been included.
dependents/ §r>plicant d
has been ‘additi s’
activit% ensure
@{\n;is issing
36. Over i s to add a new contact:

t age' - 'related' - 'contact information' — select email or mobile — enter the new
ess in the value field.

y step quide:

1. Go to the main page of the visa applicant:












NB. If you have completed the above @,@ under ne &tificate request in the

activities tab you should see an autom ail generatéd\to ealand Police

38. Interviews and - Phon @
i o not need to contact the Lia first (as long as it
at if you are calling an applicant to verify the

ou do not need to pre-arrange these phone calls with

%%ge to requirement to assess expired alerts and warnings in visa processing

ired Alerts and Warnings are no longer required to be assessed for relevance as part of the
isa assessment. In ADEPT this means that expired Alerts and Warnings will no longer trigger
manual risk activities.

This guidance does not state that expired Alerts and Warnings cannot be considered as part of a
visa assessment. Expired Alerts and Warnings will still be visible in AMS and ADEPT. If an
Immigration Officer wants to rely on the content of an expired alert or warning in their
assessment of a visa application, they should:

- take reasonable steps to ensure the information is accurate, up to date, complete,
relevant, and not misleading.

- clearly document the steps taken and why the information is considered relevant in
the visa assessment notes.



consider whether the information warrants the creation of a new alert or warning.

41. Visa application forms in other lan @

Step 1: Go to the Visa Application pa n t Additional @
Step 2: Scroll to@';;m screen tjtle %@Iine and open the html link.

0%

Step 3: The application form will automatically open with the translation option. Alternatively, select
the translate icon in blue.








