
 

 

 

 

Submitting a housing service request – how to guide 
 
This document provides a guide on submitting a service request for housing modifications.  
 
This information is also available as a video tutorial 

 

1. Select client 
 

 

Step Description 

1.1 Go to the home page of the aSAP portal 

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

 
 
 

 

 

.1.3 Select ‘create service request’ 

 
 

 

1.4  Find the client by either: 
1. Entering NHI, or 

2. Entering birth date AND last name 
 

1.5 Select ‘find customer’ 
 

 

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

 
 

 

1.7 Select ‘create application for this client’ 
 

 
 
 

 

https://vimeo.com/1025796526?share=copy#t=0


 

 

 

 

2. Create Service Request 
 
 

Step Description 

2.1 Select ‘create MOH service request for housing’ 

 
 

 

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 Enter application sub type by clicking the search icon. 
 

 
 
This will be either  ‘basic’ or ‘complex’. 
 



 

 

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

 

 
 

 

2.7 Select ‘save and next’ 
 

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

 

2.8 As with other screens, you can close that section by hovering your mouse to the right of the section 
name (in this case ‘application summary’) 
 

The application number and client name will display. 

 
Like for like replacement will always be no for a housing service request. 

 

 
 
 

2.9 Select address to be modified: 
 

This will usually be the client’s address, but if you can enter an alternative address for this client, 
or create a new one using the address finder. 

 
Select the type of property from the drop down. 

 
 
 

2.6 Select ‘save and next’ 
 

 
 

 

 



 

 

 

3. Enter service request details 
 

Step Description 

3.1 Client data will flow through from the previous screen. 

 

3.2 Indicate if the client is willing to be income and cash asset tested if required. 

 

 
3.3 You will have created a request in the EMS Portal. 

 
Select that request using the search button 

 

 
 
 

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

 

 
 
 

3.3 Enter a short description of this service request in the summary field. 

 

 
 

3.4 

 

 
 

 
 
 
 

If there is a contact other than the client for the modifications you can select it from contacts 

already entered for this client by clicking the search to the right of the ‘customer representative’ 

field, or create a new contact. 



 

 

 
3.1 Add the housing items you are requesting by clicking the blue field ‘add housing items’. 

 

 
 

3.2 Enter the items you want to request by clicking on the search icons of product classification 1, 2 

and 3. All are mandatory. Enter a description of the modification. 

 

 
 

3.3 Click ‘submit’ at the bottom of the screen. 

3.4 Upload the EMS propriety 1 form.  
 



 

 

 
 

3.5 Use the Add files button to add other supporting documents. Go to the aSAP section of our website 
to learn what documents need to be included in a housing service request. 
  
 

3.6 No other fields on this screen need to be completed. 
 

3.7 You can save the service request by clicking ‘save service request’ and the bottom of the page. 

 

If you are ready to submit the service request, go to the top of the page and select ‘submit service 
request’. 
 

Once you do this, the service request cannot be amended. 

 

 
 
You will be asked to declare the information is correct. 

 

3.10 To view your applications, select service requests from the applications drop down at the top of 
the screen: 

 

 
 

3.11 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. 
 

 
 

 

https://accessable.s05.system7.co.nz/asap-resources/?process=3963#Documents%20required%20in%20a%20Service%20Request

