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Submitting an 

EMS Advice 

Request 

1. After logging in to PWF, click  
2. At the top of the Add Project Request screen, click 

 
3. Type in EM and “EMS Advice” will display, press Enter 
4. Edit the Title to provide your client's name, e.g. MONDAY Frank, 

5. Remove the advice types not required, 

e.g. For Housing Advice, remove "Equipment" and "Vehicles" 

6. Scroll down this page to attach all required documents by clicking on 

the Select files button, click on your files and click the Open button 

7. Click the  button to send your request to ENZ 
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 Viewing New 

Requests 

Clicking on the Projects Requests tab, you will be able to see requests you have 

submitted that have not yet been initially reviewed by Enable New Zealand 

 

 

 Viewing 

Acknowledged 

Requests 

Once Enable New Zealand has completed the initial review, your request will 

display in the Projects Page tab 

1. Clicking on the Title (Client name) to display the request details 
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 Viewing 

Request 

Details 

Once Enable New Zealand has completed the initial review, your request will 

display in the Projects tab 

1. Clicking on the Title (Client name) to display the request details 

You will be able to view: 

1. Who the EMS Advisor is (Manager) 

2. What Status the request is at: 

 Awaiting Review – to be assigned to an EMS Advisor 

 Under Review – an EMS Advisor has picked up your request 

 MOH Review – has gone to the MOH Review Panel 

3. A task called “Comms Task for Assessors”. This can be used for you to 

contact the EMS Advisor from within the request. 

4. Any Messages sent to you. These will also appear in your Outlook mail 

5. The Files you attached when submitting the request. You will be able 

to view any other files attached to this Project Folder and you will be 

able to add additional files if required. 
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Searching 

 
Using this Search option will search for any character in a request 

Common ones to use would be: 

 Name, any part of it; e.g. SON will return Morrison, Nelson, Sonny… 

 NHI 

 
Wil display: 

 Favourite Projects (requests) 

 Recent Projects 

 Recent Tasks 

 

 Sorting 

Projects Page tab 

You can sort the order of requests in multiple ways by clicking on any of the 

headings at the top of the list. 

E.g. Clicking on Start will display requests oldest to newest or vice-versa. 

 

 

 Sending Messages 

(emails) 

1. Click the title of your task 

2. Click the Messages tab and click Add Message 

3. Record your message in the white area below the heading 
4. Tick the box next to the name of the person you are sending this 

Message to 
5. If you wish to attach a document, click Select Files 

a. Click on the file to attach 
b. Click Open 

6. Click Send 
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 Receiving 

Messages (emails) 

Replying to a Message can be done either via: 

 the Message received via your email program (Outlook) or  

 by replying within the PWF Request. Go to the Message and start typing in 

the “Reply to this discussion…” area 

Either way the reply email will save against the PWF Request. 

Where there are files attached, they will display as a link rather than the normal 

email attachments. Click on the link to open the attachment. 
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 Reply to 

Messages 

The “To” address will look like this. It means it is replying back to the request in PWF. 
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 Viewing 

Files/Documents 

1. From the Projects Page tab, click on the Title name to display the 

request details 

2. Scroll down the page to the Files section 

3. Click on the document title you wish to open 

Depending on the document type you may get one of these screens 

below display. 

This may display at the bottom left of your screen. Click on it for the Word document to open. 

 

Or this may display in the middle of your screen. Click on Open to display the document. 

 

 

 Adding 

Files/Documents 

1. From the Projects Page tab, click on the Title name to display the 

request details 

2. Scroll down the page to the Files section 

3. Click on Add File 
4. Click on the file to attach 
5. Click Open 

6. Click  

 


