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aSAP ‘How To’ Guide

How to Build and Submit a Write-in Application for Band 2/ Band 3/ Non list

Solutions with Accessories

In response to feedback, we have modified this process to reduce the input and time
required.

This document will show you an example of how to build and submit a Write-In Application
for Band 2/ Band 3/ Non list Solutions with multiple accessories for trial.

Please follow the following principles for Base Products with Multiple Accessories

Obtain quotation from suppliers directly (Do not use the collaboration function on aSAP
Portal)
These can now be submitted with only ONE product item in either the Catalogue Item
section or ONE product item in the Non Catalogue area.
o Option 1: Add Base Product from aSAP Product Catalogue
» Please enter the highest cost item that is part of the equipment solution
being requested.
o Option 2: Add one Non Catalogue (Write-in) item onto your application
= Fillin all required fields and refer to Supplier Quotation number
= Enter subtotal GST exclusive cost
Attach Supplier Quotation under Supporting Documents section
Examples of solution types:
o Power wheelchair base with accessories
Manual wheelchair with accessories
Commode with accessories
Standing frame with accessories
Paediatric walking frame with accessories

o O O
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Example: Power Wheelchair with Accessories

Please see our guide below for instructions

1. Seek Electronic Quotation of Complex/ Non list solution from Supplier

2. Create a Trial Service Request for your customer in the aSAP Portal
a. Follow the tutorial video on “Create a MoH EMS Equipment Service Request
Band 2 List Band 3 List or Non List Purchase”
b. For Service Request Sub Type field select Trial
c. When you get to the Items section refer to this document instead of the video

Tip: Tutorial videos link: https://www.accessable.co.nz/individual-pages-folder/asap-tutorial-videos/

Navigation Tabs

d. Provide Delivery Address under Address Information
e. Click Go to Save and click Save Service Request

Tip: Save regularly as you work on the Service Request

3. Add Item to your Service Request

Option 1: Add Base Product from aSAP Product Catalogue and Attach Quotation

1. Gotoltemstab
a. Click Items tab
b. Click Add Catalogue Item

Items

Total Equipment Cost (Inc GST) Total Equipment Cost (Excl GST

Catalogue ltems
ADD CATALOGUE ITEM
Catalogue Product 4 Supplier Supplier Product Code Price Payable After Discount Catalogue Type Quamuwy

2. Add Base Product from the aSAP Product Catalogue
a. Search and add item from the Catalogue
Follow the tutorial video on “How to use the Catalogue”
b. Example: Q6 Edge 2.0 Powerbase Wheelchair
i. Under Supplier field enter *Allied Medical
ii. Under Product Name field enter *Q6 Edge
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Tip: *is a wildcard character. No space before and after *

c. Findtheitem and click [*J then click Add to add the item

dSAP Portal A Customers~  Advice Requests -~  Applications ~  Catalogue -  Accessable MOH Assessor ~

Note all pricing is confidential do not disclose prices to any 3rd party

CONTINUE SERVICE REQUEST

Catalogue Type: Select... v
Catalogue Level: Select... v Supplier Product Code Product + Supplier SIC Code Catalogue Price Type + Lead Time (days) Catalogue Catalogue
PRIDETIR8110026 Q6 Edg s onList (%)
e RIDETIRB110026 Q6 Edge ENON List Mot Non List [+]
PRIDEQSEDGE2.0 Q6 Edge EM109 2.ist MoH gand3 (&)
Supplier: *Allied Medical —— NON 2 List M
JETIR8110024 iINON 2L vio
2 @ View details
Supplier Product Code: PRIDEDGN142104  { iINON 2.ist
e et Q6 Edge PRIDEDGN142014 ( INON 2.List @
PRIDEACC142524  { INON 2.ist ™ Y]
Product Brand Name: —
PRIDEACC142525 ( iNON 2.ist MoH Nonlist [¥)
Broduct Crlegoey: Select... b PKBASEEDGE2.0 ( INON 2 List MoH Band3 [(¥)
Additonal Properties: 7‘ Hire PKBASEEDGEHD { INON 2.List MoH Band 3 E
il PKBASEEDGEZ ( Turning Degrees Height INON 2.List MoH NonList [¥)
fial
= ‘ | Degrees: 0.00 Cms: 0,00 Inches: 0.00 I ,
|__] Refurbished 2
,J sanlinks Weight Length
CLASSIFICATION LEVEL FILTER Kgs: 0.00 Cms:.0.00 Inches: 0.00
User Weight Capacity Width
CLEAR FILTERS [ search | Kgs: 0.00 Cms: 0.00 Inches: 0.00

d. Select the Expected Trial Start Date, system will automatically calculate Expected
Trial End Date (20 working days.)

Trial Details

Expected Trial Start Date *

23/09/2019 Trial Duration (Working Days)

Expected Trial End Date =

e. Scrolldown and click Add
f. Click Continue Service Request to return to Service Request.

aSAP Portal A Customers~ Advice Requests ~  Applications -  Catalogue -  Accessable MOH Assessor «

asap Portal > Product Catalogue (MOH)
Product Catalogue (MOH)

Note all pricing is confidential do not disclose prices to any 3rd party

Catalogue Type: Select... v
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Option 2: Add One Non Catalogue Item for Base Product and Accessories and Attach
Quotation

1. Add Base Product with Accessories as Non Catalogue Item
a. Click Items tab
b. Click on Add Non Catalogue Item

BSAP POI’tal 4 roctamers~  Advice Requests ~  Applications ~  Catalogue ~  Accessable MOH Assessor ~

General Details Address '~ »ym tion I '3 Coll borations Supporting Documents Comments Change Assessor Goto Save

Non Catalogue Line Items

Non Catalogue Product ¥ Supplier Product Code Price Payable After Discount

There are no records to display.

c. Enterall the fields required (see example below, all supplier, equipment and pricing
provided as indicative only)

@ Create

Equipment Information

Application * Supplier
PWC with Multiple Accessories Trial Allied Medical Ltd x Q

Write-in Product

Supplier Name Non Catalogue Product *
Allied Medical Q6 Edge 2.0 Power wheelchair with Tilt Seat and Accessories

Supplier Product Code

Quotation No: 123456 Link/URL to Product
Product Classification Level 1 * Product Description
Mobility x Q Power Wheelchair with Multiple Accessories (Quotation No: 123456)

Product Classification Level 2 *

Wheelchair - Power Mid Wheel Drive x Q

Product Classification Level 3 Q
Product Type

Package v

© Accessable - Correct at time of publishing 23 October 2019




—

accessable

Pricing
Base Price Excl. GST * Quantity *
15000 1

Price Payable After Discount
15000

Rationale for non-catalogue product selection *

Power wheelchair Package for Trial

Trial Details

Expected Trial Start Date *
23/09/2019

[

Trial Duration (Working Days)

Portal Comments

ADD ITEM

d. Click Add Item

4. Once you have added the item return to Items tab
a. Checkitems have been added correctly
b. Click Go to Save tab and click Save Service Request

Tip: Save regularly as you work on the Service Request

d SAP PO rtal A Customers ~ Advice Requests ~  Applications ~+ Catalogue ~  Accessable MOH Assessor ~

General Details Address Information Collaborations  Supporting Documents Comments Change Assessor  Goto Save

Non Catalogue Line Items

ADD NON CATALOGUE ITEM

Non Catalogue Product ¥ Supplier Supplier Product Code Price Payable After Discount  Product Ty

Q6 Edge 2.0 Power Wheelchair with Tilt Seat and Accessories  Allied Medical Ltd  Quotation No: 123456 - Package [Z]
« »

5. Add Supporting Documents (Supplier Quotation and Wheelchair Specification Form)
a. Follow the tutorial video on “How to Add a Supporting Document”
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6. Save and Submit Service Request
a. Click Go to Save tab and click Save Service Request
b. Click General tab to return to the top of the Service Request

[el-3-]]l Details Address Information Items Collaborations Supporting Documents Comments Change Assessor Goto Save

c. Click Submit Service Request to submit Service Request

aSAP Portal "

Customers ~  Advice Requests ~  Applications ~ Catalogue ~  Accessable MOH Assessor ~

m Details  Address Information Items Collaborations Supporting Documents Comments Change Assessor  Goto Save

Edit Service Request (MOH Assessor)

[ ADD NEW SERVICE REQUEST ” CANCEL SERVICE REQUEST H REQUEST APPLICATION COPY ]

SUBMIT SERVICE REQUEST

&service Request Be

General
Info Assessor
Service Request Number Status Assessor * Assessor Organisation
APPD02295 Solution Build Accessable MOH Asses -

d. Click Submit to confirm submission

Data privacy declaration

I confirm all the information on this form is true and correct at time of completion

Tip: Please do not interrupt submission during processing

Data privacy declaration

I confirm all the information on this form is true and correct at time of completion

Q susmIT NCEL

S
Tip: Following a successful submission Status will show Pending Approval

a SAP portal A& Customers - Advice Requests ~  Applications ~  Catalogue ~  Accessable MOH Assessor ~

[c=4C 1l Details  Address Information

Items Collaborations Supporting Documents Comments Change Assessor  Goto Save

General
Info Assessor
Service Request Number Assessor * Assessor Organisation

APP002295 Accessable MOH Asses |

Status
Pending Approval

Service Request Contract Type Assessor Default Branch

MOH - MOH EMS - DSS - Equipment - Trial accessable

Last Updated DateTime

14/09/2019 3:11 PM
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