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aSAP How to Guide
How to Search and Create a New Customer

aSAP is a customer-focused platform, this resource provides an in-depth information to
help health professionals and health assistants to locate existing Customers or Create
New Customer.

e Ifyou are notified that the Customer is not found in aSAP, you will need to allow
additional time - this information will be used for all future requests by health
professionals and health assistants accessing funding and services for this Customer.

e |tisimportant to ensure that this is completed correctly and saved before you start to
build an application in the aSAP Portal.

e Please refer to the aSAP MoH New Customer Profile Compulsory Requirements as
this provides a handy checklist before starting.

Searching and finding an Existing Customer:

Click on the Customer tab and select ‘find a customer’ in the green ribbon. Select either

Search Option One (NHI Number) or Option Three (Customer’s date of birth and last
name).

Click on the blue ‘Find Customer’ button and existing aSAP customers that match your
search will be displayed. You can then identify and select your Customer from this list.

(accessable

aSAP Portal
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Please search for a Customer before creating new

asap Portal > Find

Find a Customer

Please search for a Customer before creating new
Option 1 Option 2 Option 3

Birth Date (DD/MM/YYYY

S
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Create New Customer

Complete the compulsory (red asterisk *) and additional fields if applicable, then click on
the blue ‘Create Customer’ button.

Acknowledge the privacy statement by clicking ‘ok’.

This will give you the opportunity to review the information, then click the ‘Select
Customer’ button.

Personal Information
Details to Verify

Displaying results for, NHI

Full Name * DoB Email Address

Primary Residential Address

Then click on the blue ‘Go To Customer’ button

Primary Residential Address

Residential Address

\
Once you click the ‘Go to Customer’ button, you will then be taken the ‘Edit Customer’
screen to add additional information.

Note: If you need to search again, select search again and you are able to re-enter into
Option 1 and 3 search fields
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Once you are in the ‘Customer’ you will see two rows of tabs in the top green ribbon. You
can click on the lower row to jump straight to the relevant section.

Top Tip: You will need to save before you change to another tab.

asSAP Portal 4 Fudemee o Adies Ramuests = Apolications - Catalogue - [N -

[CLUNGIET B EL W NHI Information  Contacts  Addresses  Risk Alert  Equipment  Housing/Vehicle My Advice Requests My Applications  Notes  Goto Save

asap Portal > Finda Customer > My Customers > Edit Customer

Edit Customer

A Risk Alert

Customer acl your m ibilit

As acoessable does not have direct access to the customer, we rely on you to provide our Privacy statement to them, In registering for and accessing this system, you acknowledge this responsibility, and agree to ensure customers are aware of
accessable’s privacy statement and their rights under the Health |nfo-mauun Privacy Code 1994. This Is available on our website.

By entering the aSAP portal, you acknawledge you have informed consent from the customer(s) for the provision of and/or access to the information in the health record.

Accessable Customer Code

NHI Information Section: You will see this view only when the customer is new to
Accessable. This will disappear once you have selected an action from the ‘NHI
Verification Action’ dropdown list under the ‘Action’ section.

NHI Information 1t
Personal Information Address
Import NHI Salutation NHI Address Line 1 Import NHI Address Line 1 NHI Verification Action *
NHI Salutation ) No (@) ves ) No (@) Yes Action Required v
NHI First Name Import NHI First Name Import NHI Address Line 2 NHI Integration Response
o () No (@) ves NHI Address Line () No (@) ves Code: - Message
Import NHI Middle Name NHI Address Line 3 Import NHI Address Line 3

If you agree with the information displayed, then select ‘Accept’ from the dropdown list.

This will transfer over the information displayed from the MoH database to the aSAP
database.

aSAP Portal P e S —

mulm.muanw(m Addresses  Risk Alert  Equipment  Housing/Vehicle My Advice Requests My Applications  Motes  Goto Save

NHI Information

Personal Information Address Action
Import NHI Salutation NHI Address Line 1 Import NHI Address Line 1 NHI Verification Action *
NHI Salutation ) No (@) ves () Mo (@) ves Action Required d
NHI First Name Import NHI First Name Import NHI Address Line 2
() No (@) ves NHI Address Line () Mo (@) ves
Mo Action Req;

quired
Import NHI Middle Name NHI Address Line 3 Import NHI Address Line 3
NHI Middle Name ) No (@) Ves () No (@) ves
NHI Last Name Import NHI Last Name NHI Address City Import NHI Address City
- () No (@) ves () No (@) ves e
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Contacts Section: you can create multiple contacts by clicking on the blue ‘Create
Contact’ button and filling out the necessary fields. To select a primary contact for the
customer, click on the magnifying glass search function and select the appropriate
contact from the pop-up box which opens.

aSAP Portal #  Customers -  Advice Requests ~  Applications = Catalogue - [N

Personal Information [eIEretY RiskAlert  Equipment Housing/Vehicle My Advice Requests My Applications  Notes  Goto Save

Contacts

Primary Customer Contact

CREATE CONTACT

0211234567

09834 7042 N/A Active

Addresses Section: To add a new address, click on the blue ‘Create Address’ button and
the Create Address box will pop up (see next screen shot).

aSAP Portal #  Customers -  Advice Requests -  Applications - Caralogue - |

Personal Information  NHI Information unmm Risk Alert  Equipment Housing/Vehicle My Advice Requests My Applications  Notes  Goto Save

Addresses

Primary Residential Address Primary DHB Territorial Authority

Residential Address x Q Counties Manukau Manukau City

Residential Address Residential Address - Auckland Mangere 2022 Active 08/03/2019 843 PM (+]

Address Type Field: Select the relevant Address Type from the drop-down list:

Address Description Field: this is a free text box and what you write here is visible in the
‘Address Description’ field on the main customer page.

Create Address
< nceress Type (7] ovenice Address
S

Residential Address

Hame

Main Office

Modification
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Selecting the Address: The quickest and easiest way to load an address is to use the
‘Address Lookup’ option. Start typing the address and this auto-searches in the NZ Post
address database. Locate the correct address from the drop-down list and the information
will auto-populate in the sections on the right-hand side.

patadddress
Address Type *
Home

Address Description Street 1"

Address Lookup
202 hilisb

202 smart Road. Hillsborough 4372

202 Opawa Road. Hillsborough. Chiistchwrch 8022

2024 Hillsborough Roadl. Hillsborough. Auckland 1042

202 Hills € ok 9386 ZIP/Postal Code

@ Create

Create Address

Address Type ("] override Address
Home v

Address Description

Top tip: Using the NZ Post address database is a very important step as it ensures the
suburb and city match the NZ Post algorithm, as this has been causing some error
messages.

Once all the address fields are populated click the blue ‘Save’ button at the bottom left
and this pop-up box will close.

Territorial Authority *
Auckiand City x Q

Editing an Address: To edit the details of an existing address select ‘Edit’ from the
dropdown arrow on the right then complete the relevant information in the fields. When
finished click the blue ‘Save’ button at the bottom left and the pop-up box will close.

CREATE ADDRESS

Address Description Address Type Street 1 StreetZ Gty Suburb ZP/Postal Code Status
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Note: To populate the suburb or any missing address information, start typing the address
in the ‘Address Lookup’ field as this auto-searches in the NZ Post database. Locate and
select the correct address and the information will auto-populate in the sections on the
right-hand side.

Scroll to the bottom and click the blue ‘save’ button and the pop-up box will close.

The ‘Override Address’ box allows you to manually change any of the address details.

Create Address

Address Type " [} override Address
Home v

Address Description Street 1°

.0 Streat
city *

Auckland

Suburb *

ZIP/Postal Code
0610

Primary DHB and Territorial Authority fields: If these are blank on the main customer
page you can populate them by clicking on the look up magnifying glass icon next to the
Primary Residential Address field (see next screenshot).

Information Tip: The Primary DHB is the DHB where the customer resides, and the
Territorial Authority relates to the council area where the customer resides, e.g. Auckland
City, Waitakere City, Manukau City, North Shore City, Papakura District, Franklin District.

Addresses

Primary Residential Address
x Q
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Risk Alert Section: To add a risk alert for the customer, click on the blue ‘Create Risk
Alert’ button and a pop-up box will open to complete and submit.

a5AP Portal R Cutomirs~  AdvieaRegousss - Appltswons - Corsiegeos - [N -

Personal Information  Contacts m.“miqupm Housing/Vehicle My Advice Requests My Applications  Notes  Goto Save

Risk Alert
#
Risk Type + Created On

]

Equipment

Existing MoH Equipment

Equipment Name 4 Asset Owner Supplier (Product) SIC Code (Product) Start Date Application Number (Application)

There are no records to display.

Create Safety Risk

Please note the additional sections in the ‘Customer’ will show you the equipment and
services associated with your Customer post the aSAP go live.

Note: A historical view will need to be requested.

Goto Save: the all-important save button! Best practice is to click on the blue ‘Save
Customer’ button after you have made changes to a section or inputted further
information.
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