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temporarily managed outside ADEPT QcC

8.6 RSQC for RV21 applications

Added a section describing how to 11.6 Change of sponsor 5 Sept. 2022
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User Guide Introduction

The ADEPT system is a digital visa processing system which has been developed as part of a program
of work to help Immigration New Zealand (INZ) achieve the best immigration outcomes using the
right balance of people, policy, and technology. It helps support INZ's strategy to strike the balance
between facilitating migration and protecting New Zealand’s interests.

The ADEPT system automates and streamlines previously repetitive administrative tasks during the
visa application process which allows our people to focus on tasks requiring judgement and decision

making.

Purpose of this guide

This guide has been developed to ensure ADEPT users understand how tz% PT Syst @
tters.

functionality to assist in the decision-making process for relevant im

The purpose of this guide is to ensure that INZ staff: @
e Understand the end-to-end process an applicatio - n the AD nd where
manual tasks may be triggered.
e Canaccess and login to the ADEPT syst @
e Can navigate the ADEPT system a eir role.
e Understand how to process t to theirr %EPT system.

Additiona

Before reading this UI %‘DEPT module on Learn@MBIE.
This for any IN and the wider Ministry of Business, Innovation &
Employ (MBIE)

ADEPT to view information held within ADEPT
i |t) access for users requiring a higher level of functionality such as
tion Officers, Immigration Managers, Support Officers, Health Assessment Team
s, Technical Advisors, Risk and Verification users etc., who have dedicated dashboards

nd editing rights.

This guide must not be distributed externally.

e read-
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How to use this guide

This user guide focusses on the manual activities performed by internal staff. Activities undertaken
by an applicant or automated system tasks are not included in this guide.

This user guide does not provide Immigration Standard Operating Procedures (SOPs) however,
references are made in relevant sections to existing SOPs. Note that these SOPs may refer to the
AMS system until they are updated to reflect new instructions related to ADEPT.

The information, screenshots, and instructions contained within this document are accurate as of
the time of publishing and may be subject to change. For instance, WalkMe has been implemented
after the screenshots were captured for this document, therefore you will see WalkMe buttons and
links throughout most screens in ADEPT that are not shown in the screenshots ofthis user guide.
These buttons / links are designed to help users through their journey in AD

and the Common Capability section which provides guidance for all u ch as how to

navigation, searching ADEPT, viewing client reports, and ma shboards.
The sections that follow are specific to groups of user, %) user car@ e
able

This user guide has been designed in sections based on user roles be& itk’this Introduc
sers su i

information relevant to their role as shown in the fi . 4
User role User guide \\ N€§\
QA \ A \,VA
All roles/users Co apability
Sl
10 igration Officer @ &
@.&v A
IM “immigratio }Qg} ~

A b/\ N Q\

VoM /)Q\%\j Im?\i \\gﬁ@nager

HO%%\\_?V R <\Im \%ét)on Manager

VO K@v /&\\b>> and Verification

HAT Q(»\) Health Assessment Team
AN

SO @%\B Support Officer

T(ﬂ\g - Technical Advisor

SAT— Special Assessment Team

ICC Immigration Contact Centre

PL Practice Lead

RAT Risk and Verification RAT users will use the R&V Team
dashboard

VM and R&V Managers Risk and Verification VM and R&V Managers use the R&V
Manager dashboard

Privacy officers Common Capability

ADEPT User Guide | Introduction 4
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Intelligence Analysts

Common Capability

Intelligence Support Officer

Common Capability

Workarounds used in this guide

As additional functionality and upgrades are being built and released into the ADEPT system,
there are several workarounds in place until that functionality is released. Workarounds are
temporary processes and therefore are subject to change. Workarounds in this guide are denoted
by a pink border as shown in this paragraph.

ADEPT User Guide | Introduction










Common Capability Introduction

The purpose of this document is to provide guidance and support on common functionality within
ADEPT to anyone within Immigration New Zealand (INZ) and the wider Ministry of Business,
Innovation & Employment (MBIE) requiring access to ADEPT.

More specifically this document is intended for:

e Anyone within INZ or MBIE who requires access to the ADEPT system in a read-only capacity
to view information to support their roles.

e Immigration Officers, Immigration Managers, Support Officers, Health Assessment Team
(HAT) users, Technical Advisors, Risk & Verification (R&V) team, etc., who have dedicated

dashboards and editing rights for additional functionality to support their’day-to-day roles.
2.1 Accessing ADEPT 6% é %é
The link to ADEPT system is: https: i @

Your MBIE credentials will log you in automatically '- n-on (SS rg prompted to
log in, use your MBIE username and password. @ &

If you experience problems logging into th@v, or if you are e o see the correct data,
refer to Section 2.15, Troubleshoot@ @

ve a specific team dashboard. If you do not belong to

one of th ithva default dashboard which allows you to view
infor yourrole and undertake limited tasks.

For example, if you a
Officer Dashboard (whi

ation officer (10), you are presented with the default Immigration

s specific functions relating to tasks you need to perform.

stomise the dashboard as required (Section 2.13, Creating a Dashboard).

tnation about the specific dashboard for your role is described in each role-specific
f the user guide.
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Populate the New Alert/Warning screen with as much information as possible.

You are required to at least enter the following fields:

Classification

This is where you can select Alert or Warning. This is a mandatory field and
selecting a value for this will determine if the information being captured is for
an alert or a warning.

Type

The general type of the alert/warning (e.g. client, travel document).

Specific
alert/warning

This is the more specific type of the alert/warning you are creating based on
the type selected above (e.g. Liable for deportation, Lost or Stolen).

docume%\

Alert/warning | The action to be taken when the alert/warning is presen @ <>
action %
JA

Specific risk Th ific risk to which the alert bel %\) \>

pecific ris e specific risk to which the alert belongs.

EOL RN
Start date The start date for the alert/warnlng w
@\

Expiry date The expiry date of the alert/<a&§g\/ W
Office The Office where the rﬂe\\{/}r} Ing is cr é\%\)
Source Where the about th |ng originated
Notes Adifh@%atlon 2@\&)warnmg
Travel L€

rave documen son the alert/warning is being created for

@%%

For @Rjy mation on&?ea and specific risk, refer to the risk classification document in
AKO.

ADEPT User Guide | Common Capability
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2.19 Master Execution Flow
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If the Assessment Activities and RFI tab does not contain any information (Section 2.6, Viewing a Visa

status and owner) then there are a number of possibilities:

. The application is sitting with identity, Support Officers or HAT team (e.g. before the

assessment activities have been assigned to an 10.

. The activity may not have triggered any issues and may be further into the process.

In this scenario we look at the Master Execution Flow (MEF) to see where the application is at.

More information about the MEF and how to view a report of MEF can be found in section 11.1.3

Master Execution Flow.

2.20 Troubleshooting

experiencing.

\

The table below shows which team you should contact depen@pe of iss yo%

/\@ L\

For...

Technical issues

e.g. functionality unavailable

N

\/
5 E Service Des

A

@\g\ }i\%tea%&\%&) »

ratio
on Team (AOT)

Business issues x’)
e.g. incorrect reference d%% ues (- ’Qb

A\
" S
Some con-@ s you migh unter:
N &\ A
Com%&@l/ws = W Solution

SO

72\

— -
Your activity is @Wy activities grid.

The application may have been withdrawn or
decided as a result of a special direction.

You can locate and review the application to
check this.

Y\K\\:_.ge)condary applicant assessment activity

has disappeared from My activities grid.

This can happen if an Immigration Officer has
de-activated a secondary applicant in the Visa
Applicant tab of an application.

| cannot update a field in the screen that | am
viewing.

You may not have been given the access rights
to update this field. Check with ADEPT
Operation Team.

| am experiencing difficulties with ADEPT not
working as expected on my Chrome browser

Some versions of Chrome browser are not
compatible with D365 (the Microsoft platform
ADEPT is based on). In order to solve any
incompatibility issues, you should clear the
cache from your browser.

ADEPT User Guide | Common Capability
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3.3 SO Validation Activity

This activity can contain multiple sub-tasks, relating to the supplementary documents and files
applicants are asked to upload or are required as part of their application submission.

Some of these documents and files require manual review, or there may be technical issues
identified with these when the application is submitted to ADEPT.

In both cases, ADEPT generates an activity for manual handling of these, and this activity is assigned
to the Support Officer queue.

This section of the guide assumes the Support Officer has pulled a new activity of type SO
Validation.

The SO Validation activity will list all the documents that require validation @Concer

e The activity may contain one or more of the following Syste
o PQC validation required
o Police certificate validation reqmred

o NSC certificate
o PDF flattening failure

o Virus scan failure.

e More than one instance of a smgl cern may g where there are
multiple applicants assomat pllcatlon ants may trigger the same
System Concern.

All SO VaI |V|t|es sh jré a Support Officer to initially open and
« gssport prov e application against the client's biodata and

§ cument d
ity is reqwr e onflrmed for:
%hes ensures the correct corresponding client is located
ertificate checks - ensure the correct Police Certificate has been
vided for the correct person

@@ To compare a provided face image in a PQC against a legal document

To correct any front-end errors by the client

@3% e An additional check to ensure the correct document has been uploaded

In any of these cases a manual concern can be raised at the SO Validation stage
for 10 review.

Remember to set the SO validation activity on hold by changing the Status to
Awaiting Response if you are waiting for additional information from the
NOTE (2) applicant.

This will result in the SO validation activity to be displayed in the Awaiting
External Response grid in the SO dashboard.

ADEPT User Guide | Support Officer
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3.3.6 Request a replacement document/file

When there has been a Review Concern with a submitted document due to technical failures (virus-
scan/pdf flattening) or the failure of the applicant to provide a document that meets requirements,
then a replacement document may have to be obtained and uploaded for further processing.

1. Select the document Name link, to view the details of the document if necessary.

2. Using the details of the document (metadata), manually draft an email to the applicant
requesting a new version of the document be provided (via email).

3. Navigate to the primary contact details (refer to Section 2.9, Updating Applicant information
for further detail), to obtain the email address.

4. Send the email and then change the status of the activity to Awaiting response. The activity

is now shown as an On Hold activity in the dashboard grid.
- %\<?o

- - A
NOTE More than one document might need to be reque% he applica&&@
ctivi

the status can only be managed at the ‘whol level.

e A<§S
Once the system concern has been addressed e next n% rn. If there are no
other system concerns, go to section 3.3.8Co e SO Vali::' on Activity and close the SO

Validation Activity.
. @@u ment/ %
age

acemen cument ( ) is received — or previously supplied (and

3.3.7 Upload an app
1. Whenavalidre

isting docum the row and then select Deactivate.
isa Appli (select the Applicant Name anywhere in the activity to
, and then select New Document Metadata Record.

ent
%%Xor the appropriate Document Type, and add a Description of

ertificate, Face-image, etc.
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Change the Activity Status to Resolved and select Save and Close from the top menu. The activity
disappears from the dashboard.

Outcomes
e Identity updates are triggered if there were any changes made to the applicant information.
e The application workflow is now free to move on — Identity updates (including integration to
AMS) is triggered if there were changes made to the applicant information, and then the
system moves on to the Information Gathering phase (integration with BRE etc) before
Assessment.
e The outcomes of these validation tasks will inform the Assessment phase.

You should only close the SO validation activity after an applicant or LIA has
NOTE responded to a request to provide a face image. Failing to da(this would res%

A"

system issues.

/)/\

If you consider that you do not have the skills required C v’vé}% is a conflict
of interest, you can raise a request to push bac &%

This request will go to your Immigration o will re-assj he ‘activity to the appropriate
person.

For more information about ra@@est to pu% tivity, pIease refer to Section 4.12.2

3.3.9 Push back an SO validation activity %2.
e ana

Push back an activity.
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The assessment activities created are added to a queue from which Immigration Officers can ‘blind
pull’ to assess manually.

Type of Activities
A few examples of assessment activity types that can be assigned to the IO are:

e Purpose

e Character

e Secondary applicant

e Risk (Section 4.4, Assessing a Risk Activity)

e Sponsorship (Section 4.7, Assessing a Sponsorship Response
e Additional Document (Section 4.8, Assessing an Additional document assessment activity).

Each of these assessment activity types, will involve different criteria of asse
/\

Section 4.2, Assessing an Assessment Activity covers td'assess asse
NOTE (1) activities triggered by the system based on i tion instructiois) Othe types

tion) are

NOTE (2) 23 : 3 assessment concerns during the

cation intelligence tag associated with the system rule ‘Passport
ires within 90 days’ does not display currently. As a result, you should
review the visa expiry date considering the passport expiry date as part of

é@ the purpose assessment activity.
QO

O

WORKAROU
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4.2.10 Flagging an RFI/PPI

If any of the assessment criteria are marked as instructions not met, the system will automatically
create an assessment concern for those criteria.

When the application has at least one assessment concern (created by the system or manually
created as described in Section 4.2.8, Manually Creating an Assessment Concern), an activity of type

Request for more information is created when all the assessment activities have been completed.

The Immigration Officer who pulls and is assigned the RFI/PPI activity has the option to decide if the
communication to the applicant should be an RFI or a PPI. Refer to Section 4.10, Assessing an RFI/PPI

Activity.
When all the assessment activities are completed, the syste 1 generate an RF
activity automatically if required. You must not create a manuall
except in some rare occasions like when worklng o Identlt
IMPORTANT Assessment activity. Even if you require a seco ary should no
NOTE created manually. More information abou raise a seconda RFI

detailed in section 4.10.5 Raising a seco

More information about how to gntal RFl ca |n Section
4.12.24 Creating inline RFI {\ &

SOP on RFI/PPI timeframes for pgocuments R \‘

4.2.11 Exce %tructlo
ETI conside %aﬁ mpleted With

i an focusing on activity. More information about how to assess an RFI/PPI
ting an E@&ound in Section 4.10.4, Other options available in an RFI/PPI

ave reviewed all the assessment criteria, record an outcome for the assessment activity

g back to the top of the assessment activity screen and selecting either Instruction Met or
Require Further Info or Cancelled in the Outcome field located in the Assessment Details section as
shown in the following screenshot.

ADEPT User Guide | Immigration Officer 117























































































S6(C)





















F N
ADEPT
e ul

4.7.2 Supporting partner

Assessing a supporting partner activity is identical to assessing a financial sponsor activity, as
described in Section 4.7.1, Financial sponsor.

In scenarios where there is both a financial sponsor and a supporting partner, it creates one activity
which is primarily for the supporting partner. The documents provided by financial sponsor are
added to this activity.

The partner will fill in only the Supporting partner questions on the form, and the

applicant is prompted to upload a copy of the completed paper form for
NOTE Sponsors. You will need to look at this paper form for responses (refer to Section

2.12, Uploading documents), and the system will not be able tg-automatically

generate assessment concerns.

4.7.3 CAM applications

A specific virtual capability team has been set up for Cultur %d Marriag or visa
related activities. If you are part of this team, you may be ssessme eIated to
CAM applications.

Activities assigned to the CAM team @
Any assessment activity generated for Ilcatlon wil d to the CAM team, except
for character assessment activiti |II be aSS|gne igration Officer.
PowerBl report @

When a sponsor is itor Visa Arranged Marriage application, the Sponsor

Assessment Powe rt will sho
o Sponsor in ion in Primary Applicant Details section of Sponsors &
on Deta
- “All'Sponsor i

fo,m%%®

the Sponsor Details section of Sponsors & Application Details

- All supporting partner information in the Supporting Partner Details section of Sponsors &

Application Details form

- Culturally Arranged Marriage details are populated in the Supporting Partner Declaration
form

- Any uploaded documents are listed in Related Documents section of Related Documents
form
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Even though the supporting partner's details are displayed on the Sponsorship
NOTE Power Bl report, you will see the supporting partner’s system concerns on the
Purpose Assessment Activity.

QC and RSQC

Unlike CAM assessment activities, Quality Control (QC) and Random Sampling Quality Control (RSQC)
activities may be undertaken by any Technical Advisors.

Reconsiderations and Variations of Conditions
Reconsiderations and VoC applications should be treated i $;!way as

applications.

If you pull a VOC relating to a CAM applicatlo not in th m push back to your

IM so the application can be re-allocated y in the CA

4.8 Assessin ditiong fment Assessment
Activi %

Clients ca n s using the Immigration Online portal. Changes

reque j n Additional Document Assessment activity.

You wi to read ion provided in the activity and take action if necessary. Some

examples of what ay

uires a spelling change to their name you can edit their name. (Refer to SOPs

hat you are allowed to edit).

the document raises a concern that the system has not already identified as requiring a

anual assessment, manually raise an assessment concern and mark the additional
document assessment activity as completed.

e [f the document does not raise any concerns or you can see it will be dealt with in an existing
assessment activity, you do not need to do anything further. Mark the additional document
assessment activity as completed.

To get started, open the activity as described in Section 4.2.2, Open an Activity.

You will see an Additional Document Assessment activity screen. To open an additional document
that an applicant has provided, select the link displayed in the Document Metadata Object field as
shown in the following screenshot.
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An RFI/PPI Activity in ADEPT is a generic activity created when at least one
assessment activity is recorded as not meeting the immigration instructions after
assessment by the 10s, or when one or more assessment concerns are raised
against the application/applicant outside the assessment activity. This generic
activity allows you to decide how the application needs to be progressed. You can
use this activity to RFI the applicant, PPI the applicant, monitor responses to

NOTE

RFI/PPI from the applicant or grant an exception to instructions or consider if a
character or medical waiver might be warranted. More information about these
can be found in the following sections.

4.10.1 Creating an RFI/PPI Assessment Activity (system-b

@ent activjties
ilap to other a
they puthan activi

An RFI/PPI activity is automatically created by the system when one or
contain assessment concerns that are marked as Instructions not m

activities, an RFI/PPI activity is also assigned to an Immigration@wh

from the dashboard.
P\ YZ2NN
N 4
NOTE An RFI/PPI activity may also be cr %\Q en the he ent by the HAT
team results in an applican eing dee& eptable (Not ASH).
Q\ N

o N
S &
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You can select Yes to confirm the outcome you have selected. If you do not wish to proceed with the
selected outcome or if you selected the outcome by error, you could still reset the value of the
Outcome field to “--Select--".

e [f the outcome recorded is Instructions met, no further manual action is required as the
visa is issued automatically.

e |f the outcome recorded is Instruction not met, the visa is declined by the same
immigration officer. Refer to Section 4.7, Approve/Decline an Application for more
details about declining a visa.

The RFI activity will disappear from the Awaiting External Response grid in the dashboard once a
decision has been made on the RFI/PPI activity.

If the RFI/PPI is related to a new proposed visa type, t es/No) i
NOTE 1 presented in the Accepted New Visa Type field in Visa secti

the RFI/PPI Activity
\W

ended t

(NN

V.

Wma rk t
%m

e of an RFI/PPI activity as Instructions met, it is
the following checklist:

’\\§ re
- a conditions are correct (to update visa conditions refer to
.8.;4, Changing Visa Conditions).

( f - sure the visa dates are correct (to update the visa dates, refer to
o g% Section 4.8.14, Changing Visa Conditions).

- Ensure you have checked for any new alerts/warning raised against the
applicants (including employer alerts in AMS).

@ - Check if there are any General notes recorded for the application.

- Make sure all the assessment concerns have been reviewed and an
outcome recorded.

- Make sure all the Risk Activities are completed

IMPORTANT
NOTE

Please refrain from deactivating the RFI/PPI activity, as this will result in the
application being ‘stuck’, i.e., not progressing though its processing cycle.
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The second RFI/PPI activity will be automatically assigned to you when
NOTE the RFI/PPI activity is created by the system.

4.11 Approve/Decline an application
The ADEPT system will attempt to automatically approve an application if:

e no assessment activities were triggered by the system (note that this will not be
happening in the first few months after ADEPT goes live), or

e assessment activities were triggered but no assessment concerns were created by an
Immigration Officer (instructions were met for all the assessment criteria in the
assessment activities), or

e the RFI/PPI activity created as a result of the assessment concer leted as
Instructions Met.

Then no further action is required from any 10 and the appllcan ot|f| about the deC|
If the decision is fully automated, t a|ts for Wmeframe
NOTE before the notification is sent ant to a nterventlon due

to unforeseen c1rcumsta®
A visa cannot be issued to zg@gthe s been decided as all visa issuing is held

until an overnight proc

cases Xéent visa is needing to be issued on the same day the
% appllcatlo sessed, for example the visa is for urgent medical care,
the application will need to be raised in AMS to facilitate this. In
*OUND s you will need to contact INZADEPT@mbie.govt.nz who will

ange for the ADEPT application to be cancelled.

% Both raising an application in AMS and the INZ ADEPT team cancelling the
% ADEPT application are temporary workarounds, noting functionality to

resolve the need for these workarounds is still under development.

4.11.1 Decline an application

It is expected that you have (or another Immigration Officer has) assessed and completed all the
activities, e.g. assessment activities and RFI/PPI activities, before proceeding to decline the
application.

If the RFI/PPI activity is completed as Instructions Not Met or if you decide to decline the application
as a result of the RFI/PPI activity, or for any other reason (even without completing the RFI/PPI
activity), then use the steps described below to decline an application.
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to Instructions Met as described in Section 4.6, Assessing an RFI/PPI. This will trigger the system to
approve the application and notify the applicant, regardless of unresolved concerns.

You may want to consider an ETl or an assessment waiver. Refer to Section 4.6.4, Other options
available in an RFI/PPI activity for more information on these options.

You should not set the outcome of the application to Approved manually as this will not trigger an
application to be approved.

Refer to the Notify Client of decision SOP.
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NOTE The External status of the application will be locked and therefore will still show
the application as Declined.

e Create a (paperless) Visitor Visa - Reconsideration application in AMS to approve the visa
and link it to the original declined visa application; this is entirely done outside ADEPT.

e Record an outcome in the Outcome field of the request for reconsideration (value of
Approved), and a rationale for your decision in the Rationale field

e Save your changes on the Request for reconsideration by clicking on the Save & Close
button

NOTE The audit history will show that the visa application was approved after having
been declined following a reconsideration. @)

A"

4

Declining the reconsideration &
If you decide to decline the reconsideration, you must: %
reconsid '@e of

e Record an outcome in the Outcome field of the requé
Declined), and a rationale for your decisio E tionale fiel

e Save your changes on the Request for ré ation by cli ave & Close

button

e Contact the applicantto let t k at the has been rejected outside

ADEPT (e.g. by email)

~ @

\/ . - . ..

Further information before making a decision on
quest, you will need to do so outside ADEPT, e.g.
bility to raise RFI/PPI after a decision has been made on
ion will be implemented in ADEPT in a future release.

withdrawal activity as shown in the following screenshot.
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