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Note: Please do not save a copy of this User Guide to your personal drive as the document 
is regularly updated. Please continue to access the User Guide using the INZ Kit link (which 
can be saved as a favourite) as this will always take you through to the most up to date 
version of the User Guide 



Recent updates and additions to the user guide 

Update Section User guide 
update date 

Updated instructions to reflect current 
process 

4.12.14 Entering visa conditions 
(before a visa is issued) 

27 Oct. 2022 

Added a note to refrain users from 
closing a SO validation activity until a 
face image is received 

3.3.5 System Concern - Virus Scan 
failure 

25 Oct. 2022 

Added a note to indicate that the 
‘Reviewed and Completed’ field is 
locked for Immigration Officers 

4.12.3 Rework application 25 Oct. 2022 

Added a note to indicate that border 
alerts and warnings must be raised in 
AMS 

2.10.2 Creating Alerts and 
Warnings 

18 Oct. 2022 

Removed the note about self-approval 
of alerts and warnings for Border 
Officers 

2.10.2 Creating Alerts and 
Warnings 

18 Oct. 2022 

Added a note to specify the character 
limit for names (surname, given and 
middle names) 

4.12.11 Update client details 18 Oct. 2022 

Added a note to prevent users from 
setting the status of risk activities to ‘On 
hold’ 

4.4.8 Refer to another team 17 Oct. 2022 

Modified workaround when applicant is 
ASH with conditions 

4.2.10 Flagging an RFI/PPI 11 Oct. 2022 

Added a subsection to describe how to 
handle face images that failed virus 
scan 

3.3.5 System Concern - Virus Scan 
failure 

11 Oct. 2022 

Added a section to describe how to 
share a record 

2.1.9 Share a record 10 Oct. 2022 

Added a note to reflect that an SO 
validation activity can only be closed 
after the requested face image has 
been provided 

3.3.8 Complete an SO validation 
activity 

4 Oct. 2022 

Added a section to describe how to 
create inline (manual) RFI 

4.12.24 Creating an inline RFI 
activity (manual RFI activity) 

28 Sept. 2022 

Updated the instructions for border 
officers when creating an alert/warning 

2.10.2 Creating alerts and warnings 27 Sept. 2022 

Added a workaround to indicate that 
sponsor related documents are not 
currently displayed in the Documents 
metadata object view 

2.13 Reviewing application 
documents 

27 Sept. 2022 

Added a workaround to indicate that 
the multiple RMR creation functionality 
does not work for EAs yet 

10.6.2 Creating multiple RMRs 23 Sept. 2022 

Added an important for users not to 
create RFIs manually, except in specific 
scenarios 

4.2.10 Flagging an RFI/PPI 22 Sept. 2022 



Removed workaround relating to 
PowerBI report not working 

4.5 Assessing a change of identity 
assessment activity 

20 Sept. 2022 

Added steps to search for police 
certificates using the advanced search 

3.3.2 System Concern – police 
certificate 

20 Sept. 2022 

Added a workaround to remove 
duplicate content in the RFI letter when 
applicant is ASH with conditions 

4.10.2 Assessing an RFI/PPI activity 16 Sept. 2022 

Added a step to indicate how to 
determine the fee band 

7.8.3 Specify the fee to be waived 16 Sept. 2022 

Removed workaround to manually 
synch withdrawn status with AMS 

4.12.8 Manage withdrawals 15 Sept. 2022 

Updated steps to complete an RMR to 
reflect the new screenshots and 
removed the workaround 

10.6.3 Completing an RMR activity 15 Sept. 2022 

Added a note to reflect that assessment 
activity for new risks has been added 
and renamed the section 

4.4 Assessing a Risk assessment 
Activity / Assessment Activity for 
new risks 

15 Sept.2022 

Added a new section to reflect that a 
new QC activity will now be created for 
declined applications 

8.4.4 QC activity for declined 
applications 

14 Sept. 2022 

Removed a note to reflect that RSQC is 
temporarily managed outside ADEPT for 
RV21 applications 

8.6 RSQC for RV21 applications 14 Sept. 2022 

Added a section to describe how to 
assess CP assessment activities 

5.2.5 Assess a CP assessment 
activity 

13 Sept. 2022 

Added an important note to refrain 
users from deactivating assessment 
activities 

4.2.12 Closing an assessment 
activity 

8 Sept. 2022 

Added an important note to say the IO 
must enter the interim visa expiry date 
if the applicant is on an interim visa 

4.11.1 Decline an application 
4.12.8 Manage Withdrawal 

7 Sept. 2022 

Modified note 2 to clarify the 
instructions to follow when no 
treatment is required  

4.4.6 No treatment required 6 Sept. 2022 

Added a note to reflect that RSQC is 
temporarily managed outside ADEPT 

8.5 Performing application-based 
QC 
8.6 RSQC for RV21 applications 

5 Sept. 2022 

Added a section describing how to 
handle a change of sponsor 

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 to use the ADEPT System 
functionality to assist in the decision-making process for relevant immigration matters.  

The purpose of this guide is to ensure that INZ staff:  

• Understand the end-to-end process an application follows in the ADEPT system and where 
manual tasks may be triggered.  

• Can access and log in to the ADEPT system. 
• Can navigate the ADEPT system according to their role.  
• Understand how to process tasks relevant to their role in the ADEPT system. 

Additional learning 
Before reading this guide, complete the Welcome to ADEPT module on Learn@MBIE.  

Audience 
This document is for anyone within INZ and the wider Ministry of Business, Innovation & 
Employment (MBIE) who require: 

• read-only access to ADEPT to view information held within ADEPT  
• read/write (edit) access for users requiring a higher level of functionality such as 

Immigration Officers, Immigration Managers, Support Officers, Health Assessment Team 
users, Technical Advisors, Risk and Verification users etc., who have dedicated dashboards 
and editing rights. 

This guide must not be distributed externally.  
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