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Introduction 
 

This Guide provides information on the Agency Registration for Service Provider users.  

  

The Service has been designed to allow you to access Audit, Maintenance, Applications, Management 

Information and Verification pages using your Unipass certificate.  

  

The Service has been enhanced to improve system security and to provide the ability for Service providers 

to create Agency Registration applications on behalf of members. Service Providers can only access the 

Service from an approved IP address that will have been agreed on joining the Service.  

  

The service is accessible via the following link which will display the Service Provider home page as shown 

below:   

  

https://agencyreg.origoservices.com/serviceprovider/Login.aspx  

 

 
 
Log in click on the Unipass logo for access via your Unipass certificate. 

 
  

https://agencyreg.origoservices.com/serviceprovider/Login.aspx
https://agencyreg.origoservices.com/serviceprovider/Login.aspx


 

 
Page 5 of 18 

 
Data Classification: Restricted 

 

Upon gaining access to the application you will be presented with the following menu. The options available 

on this page will be dependent upon user access rights set for you in the Maintenance section.  

The options are:   

  

• Audit  

• Maintenance  

• Applications  

• Management Information  

• Verification  

• Logout  
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Audit  
  
Selecting the Audit facility will display a table of agreed audit details for each application submitted to your 
organisation. These details are in read-only format and cannot be altered.  

 

 

The details will be displayed in Application Reference Number sequence but by clicking in the heading field 

of any column within the table the table will be sorted by that column’s values. Clicking on the same column 

again will re-display the information in reverse sequence. 
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Double clicking on any line will display details of the application and the Product Provider(s) to whom the 

application has been submitted.   
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Maintenance  
  
Clicking on Maintenance in the menu will reveal the sub menu options as below:   

  

• Change Log  

• Maintain Panels  

• Maintain Contact Details  

• Maintain Users  
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Change Log  

The Change Log provides read-only access to the log of all changes made to the User details 

(Maintenance, Audit, Submitted Applications or MI). By default, only the current day’s changes will be 

displayed with a facility provided to search for previous day’s changes.  
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Maintain Panels  

The Service Provider Panel Details page provides access to the panel information for your organisation 

which is used within the Agency Registration system.  

  

While you have access to the panel details, should you require these to be updated, please contact the 

Agency Registration Helpdesk who will initiate the change. Contact details for the Helpdesk can be found 

in the Contact Us facility in the top right corner of the webpage.  

 

 

How to Maintain your Panels 

 

After clicking on ‘Maintain Panels’ form the ‘Maintenance’ section of the home page menu, the table of your 

panels which appear on the Origo Agency registration form will appear. 

 

(N.B. If you are registered for the Origo Agency Administration Service then please remember to update 

your panels on this service also. Log on to the Agency Administration page > Profile > Maintain > Panels 

Provided > +Add) 
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To add a new panel, click on add panel beneath the table.  (If you wish to edit a panel, please double click 

on the panel to bring up its details to be edited). 

 

  
 

 
The fields which you will now be required to fil in are: 

 

Panel Name – What you wish your panel to be called, 

Panel Order – Where in numerical order of the panel list do you wish your new panel to appear, 

Mandatory – If you wish your panel to be automatically selected by an applicant, 

Must Select One – If you have more than one panel & wish to group them, one of the group of panels must    

be selected ‘Yes’ for the panel combination to be valid. If you are not grouping your panels then the default 

for all panels MUST be ‘Yes’, 

Active – If you wish to make your panel active for an applicant to select.  Please be aware that a panel 

cannot be deleted, it can only be deactivated. 
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Once the fields have been completed click save at the bottom of the page. 

 

 
 

 

Your new panel will now appear on the list on the and be available for selection by any new applicant. 
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Maintain Contact Details  

Service, Technical, Application Enquiry and Web contact details can be added / edited here.   
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Maintain Users 

Options are provided on this page to allow you to maintain details for users. 
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By double clicking on the email address in the list, the page below opens, and you can decide which users 

can access the Applications, Audit, Maintenance, MI and Verification functions.  
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Management Information  

  
If you log into the Management Information facility the page below will be displayed showing a table of 
agreed totals for the current year (Monthly and Year to Date) of all applications submitted to the Agency 
Registration system and those applications which were selected for submission to your organisation.   

 
The details will be displayed in Month Beginning sequence (Jan to Dec) but by clicking in the heading field 

of any column within the table the table will be sorted by that column value. Clicking on the same column 

again will re-display the information in reverse sequence.  

  

Double clicking on a row will display details of the Product Provider(s) to whom the applications you 

approved have been submitted during the selected period.   

  

The print button allows you to print a more user-friendly print out without the screen controls being present 

on the printed output.  
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Application Verification  
  
If you log into the Application Verification facility the page below will be displayed showing a table listing 

each application submitted to your organisation for verification.   

 

The details will be displayed in Application Reference Number sequence but by clicking in the heading field 

of any column within the table will sort by that column value. Clicking on the same column again will re-

display the information in reverse sequence.  
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Double clicking on an application will result in the full application details being displayed on the Application 

Details page.  

 

 
 

From within this page you will be able to Approve or Reject the application. To reject an application, you 

must enter a rejection reason.  

  

Approving the application will remove it from your list of applications awaiting approval and the full 

application details will be automatically issued to Product Providers.  

  

Rejecting the application will remove it from your list of applications awaiting approval and automatically 

issue an email to the applicant advising of the rejection and the reason for the rejection (as entered by you).  

 


