
The new order form in AEGIS allows a user to order a 
Background Screen and/or Managed Services on one form. 
This will eventually replace the separate order forms we have now.

The first page in the form will present options and inputs based on 
selections made and client options already defined.

CONSOLIDATED ORDER FORM
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General Note: 
When a section is completed (i.e., clicked Continue), that section will collapse, 

but still be accessible. You can go back and click on the header for any 
previous step and make changes. IF changes are made, continue to go 

through the data entry form and complete each step to ensure accuracy.

Select Packages
The Account selection will deter-
mine if you are able to select a 
Background Screen package and a 
Managed Services package. Some 
accounts are not setup for both.

If an account doesn’t have packages 
in one, then that select box will be 
disabled / grayed out. 

Managed Services, Applicant Express and Secure Volunteer
Selecting a Managed Services option will disable Applicant Express for the order 
because Applicant Express cannot yet handle Managed Service products and pro-
vider selection. Secure Volunteer clients can designate their order as SV even 
when ordering managed services, but this can only be done in AEGIS.

Search for Previous Orders
After package options are selected, you will be able to see if there were previous 
orders for the subject. The search can be done by name, SSN or email.

Example of client with only Managed Services packages:
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Search Results
Results from the search will populate with a few details about the subject such as 
address, date of birth and their last order date. More details on each order can be 
viewed with the “Details” button. If you have Applicant Express and you are not 
entering a Secure Volunteer order, you may click the button to start the Applicant

If a previous order does not exist for the subject, click  “Start A Blank Order" for an 
empty form. It will default to Applicant Express if enabled, but you may also switch 
to a Manual Entry form via the tab.

Enter / Verify Subject Information
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If an Existing Order is used, then the form is prepopulated with that existing 
data. If there are changes, the data can be changed for the new order. The 
previous order will not be a�ected.

If a Managed Services 
package was selected, 
additional options will be 
presented, this includes
the provider selection 
(Choose Providers) button.

Choose a Provider pop-up screen
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New Middle Name Requirement: 
One addition to note on the Manual entry form is the requirement of either 
the Middle name or the checkbox to acknowledge that no middle name was 
provided. Hovering your mouse on the Help/Question Mark icon will help 
explain the checkbox.

The Verify Information pop-up shows 
a condensed view of the data and 
options selected.

The Search Options and the Review Order pages are both mostly 
unchanged. They are only shown if doing a background package and not 
necessary for a Managed Services only order.
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