
 

 

 

 

Create a trial and purchase Service Request – how to guide 
 
This document provides a guide creating a trial and purchase Service Request 
This information is also available as a video tutorial. 
 
Band 1 and 2 items are not available for trial. 
 

1. Select client 
 

Step Description 

1.1 You are required to go through the EMS portal and submit a P1 form for all Equipment 

Service Requests except for Band 1. 
 
Some equipment items will require Advice. Go to the advice resources on our website 

to learn more. 
 

1.2 Go to the home page of the aSAP portal 

1.3 Select applications and then service requests from the drop down. 
 

 
 

 
 
 

1.4 Select ‘create service request’ 

 
 

 

1.5 Find the client by either: 

1. Entering NHI, or 

2. Entering birth date AND last name 
 

1.6 Select ‘find customer’ 
 
 

1.7 If the client is correct, select ‘select customer’, if not, search again. 

 
 

 

https://vimeo.com/1025763418?share=copy#t=0
https://accessable.s05.system7.co.nz/advisory-resources/


 

 

 

 

 

 

1.8 Select ‘create application for this client’ 
 

If you need to update the client details, select ‘go to customer. Details on how to 
create and update a client record are provided XXXXX 
 
 

 

 
 

 

2. Create Service Request 
 

 

Step Description 

2.1 Select ‘create MOH Advice request’ 

 

 
 

2.4  
Check client and details are correct (these will flow through from the previous screen. When 

this is done, you can close that section by hovering your mouse to the right of the section 
name (in this case ‘general’), and clicking the arrow that appears. 
 

 
 
 

You can do this for each section. 

 

 



 

 

2.5 Application subtype will default to trial. 

 

 
 

 

2.4 Select the EMS funding criteria from the drop down for which you are making this 
application. 

 

 
 

 

2.5 Retrieve the rationale from the EMS Portal by clicking the search icon. 

 
 

2.6 Enter the expected trial start date, the expected trial duration will be 20 days. This is 
calculated from the expected trial start date. 

 

 
 

 

2.7 Select ‘proceed to next step’ 

 
 
If mandatory fields are missing data, a message will display at the top of the page. 

 

2.11 Select address to be deliver to: 

 

If you select ‘use Assessor’s address’, the item will be delivered to the address we have on file 
for you. 

 
If you want to deliver to an address that is not an address we have on file, search address 
finder: 

 



 

 

 
 
Check the address shown is correct. 

 

You can save this new address as the customer’s primary address. 
 

2.12 Select who the contact (for this delivery) is. 

 
Select predefined delivery instructions by clicking the drop down on ‘special delivery 

instructions’. 
 

To add free form delivery notes enter these in the ‘special notes for equipment delivery: 
 

 
2.13 Select ‘save and next’ 

 

 
 

 

 
 

3. Enter Service Request details 
 

Step Description 

3.1 Data from the previous screen will show in the general and details sections. 
 

You can select both items AND items for purchase on this screen. 
 
The process is the same for both. 

 

3.2 There are four ways to select equipment – select from list, select from catalogue, create a non 
catalogue item, or create accessories. 



 

 

 

For Band equipment, it is quickest to use ‘add list equipment’. If you are selecting from the 

catalogue, select ‘add equipment from full catalogue. 

 
If you are creating a write in item (one that isn’t in the Band or catalogue’, select ‘add non 
catalogue item’.  

 
If you are creating accessory items, select ‘add accessories’ 

 
 
 

 

 

3.3 If you have selected ‘list items catalogue’, click on ‘select band filter’ and then checking the Band 

you require, and click ‘apply’ 

 

 
 
You will then only be presented with equipment items on the selected Bands. 

 

 

3.4 If you have selected ‘non list trial items catalogue’, the Band selection above will be available to 

select from. 
 

You can also key in: 
 
SIC code (Accessable item code),  

Supplier code, 

Search by supplier, 

Or by product name search. 
 
If you select product name search, you should enter one key word into box 1, and/or one key word 
into box 2. E.g. if you want to select a Karma wheelchair, enter as below. 

 



 

 

 
 
Selecting refurb is not required, as refurb or new is selected when processing occurs at Accessable. 

 

Alternatively, you can use the categories on the left. For more information on using the catalogue, 
go to XXXXX 
 

3.5 If you have selected ‘add non catalogue item’, or ‘add accessories’ 
 
You will be prompted to enter the equipment information. It is essential that all the information is 

entered so we can create the item and full track and service it. 

 
 All the information you need will be on the supplier quote. 
 

Enter: 

• Product name 

• Supplier name – search for the supplier. If supplier is not in the list, you can add it in the 
field below: 

 
• Product type – this should be base product, accessories, or package (e.g. essential for 

discharge package) 

• Supplier product code – this will be on the quote 

• Product classification level 1 and 2 – click on the search icon and choose from the 
options, e.g. 

 



 

 

 
 

• URL to product – if one is available 

• Supplier quote – the quote number 

• Product description – a short description telling us what the product is. You can use the 

description on the quote. 
 

3.6 When you have selected all the required items, click ‘continue application’ 

 

 
 

You will be returned to the previous screen. 
 

3.7 The items you have selected for trial will be shown in the 1st table, items selected for purchase will 

be sown in the bottom table. 

 
 



 

 

 
 
You can add additional items if required. 
 

3.8 Click ‘proceed to next step’ (at bottom of page.). 
 

3.9 Upload the EMS propriety 1 form. Use the Add files button to add other supporting documents, 

such as quote and spec form (if required). 

 

 
 
You can select multiple files at one time by holding down the shift or ctrl button. 

 

3.10 Click ‘proceed to next step’ 
 

3.11 Select address to be deliver to: 

 

If you select ‘use Assessor’s address’, the item will be delivered to the address we have on file for 

you. 
 

If you want to deliver to an address that is not an address we have on file, search address finder: 

 

 
 
Check the address shown is correct. 

 
You can save this new address as the customer’s primary address. 

 

3.12 Select who the contact (for this delivery) is. 
 

Select predefined delivery instructions by clicking the drop down on ‘special delivery instructions’. 
 
To add free form delivery notes enter these in the ‘special notes for equipment delivery: 



 

 

 

 
3.13 Select ‘proceed to next step’ 

 

 
 

3.14 You can now choose to preview and edit, close and come back to it, or submit. 

 
Once you submit, the service request cannot be amended. 
 

 

 
 
You will be asked to declare the information is correct. 

 

3.15 To view your application, select service requests from the applications drop down at the top of the 

screen: 

 

 
 

3.16 The service request you have just created will be at the top. Check it says ‘pending approval’. If it 

doesn’t, you have not submitted the request, and it will not be processed. 
 



 

 

 
 

  


