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Introduction 

 

This document is intended to help guide you through the Oyu Tolgoi Registration process for 

the Supplier Qualification &  Management System (SQMS) for Oyu Tolgoi LLC. This system is 

operated by Achilles, who can be contacted by emailing oyu.tolgoi@achilles.com or by 

phoning on:  

Asia  -  +852 2815 7100 (English)   

 + 852 3996 7364 (Mongolian)  

If you have any further questions, not answered in this document,  please send us your query 

at oyu.tolgoi@achilles.com  and an Achilles representative will respond to you . When you start 

your registration process for SQ MS, it is helpful to under stand the terminology used in the 

application process and some of the standard functionality that the system uses. Not all users 

have time to read a full user guide, so in order to ensure that you have all the information 

that you may find useful, there is  a quick start section at the beginning of this guide that will 

provide you with some basic system functionality and features.  

 

SQMS ï Supplier Qualification & Management System  

Registration Stage  ï whereas suppliers register their interestôs and provide basic 

information such as contact details, address, products and 

services that you offer or would like to supply with Oyu 

Tolgoi.  

 

Prequalification Stage  ï suppliers who are not identified as low risk will be invited to  

complete  a prequalification for Oyu Tolgoi during the tendering 
stage. This involves completing more detailed information in 

HSE, Finance, Quality Management, CSR and HR Management to 
facilitate the supplier qualification assessment.  

 

 

mailto:oyu.tolgoi@achilles.com
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Quick Start Help 

 

 

INFORMATI ON REQUIRED  

 

 

 

When completing Oyu Tolgoi SQMS Registration Stage,  it is necessary to provide certain 

company information, you may find it helpful to have this information on hand before you 
start your questionnaire.  

 
1.  Comp any address and contact details.  

 

2.  Company incorporation details (e.g. registration number, if applicable) based on a 

single legal entity not your parent company or head office.  

 

3.  Basic details of your companyôs financial year/employee numbers.  
 

4.  Upload State Registration Certificates (mandatory), Organisation Chart (mandatory) 
and Marketing Material (optional)  

 

5.  Details of the products or services that your company wishes to provide.  
 

UNDERSTANDING THE BUTTONS  

 

 -  This button will appear at the bottom of a page and will allow you to continue to 

the next page or section. If you are moving to a new section, the button will give the name of 

the next section; for example, if the next section is about your company, the button will look 

like this:   

 

 -  This button will allow you to go back to the previous section or page, the 

name of the previous page will be displayed in the button, as you can see here, the previous 

section was ñAbout Youò. 
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 -  This button will automatically scroll the page you are on back to the top . 

 -  This button will appear when the page you are on contains fields where 

previous information entered has been locked, you can use this button to unlock and change 

these fields.  

 

 -  This icon will provide you with further information  on the question it is located next to.  

  -  This button will produce a list of key words and is only used in the product & service 

code section, the keywords will help you to match your products and services to the codes.  

   -  This button will allow yo u to remove a selection that you have just made when 

selecting places or codes.  

 

ENTERING YOUR INFORMATION  

 -  If the term ñrequiredò appears next to any question or request for information, 

this means that the information or answer must be completed in or der to submit your 
application and finish your registration.  
 

If you do not enter information in these fields, the system will not allow you to continue to 

the next section (or submit your application), it will highlight the field and display the 

followin g message:   
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 -  Where a field has a small arrow on its right, this is a drop down menu and 

you will need to select your answer from the list provided. You will not be able to enter free 

text in these fields. Some fields will only accept your infor mation in a particular format such 

as numbers, dates or characters. If you enter the wrong format in these fields, the system 

will highlight the field and display the following message:   

 

 

 

Where information is given in a particular format such as dates and places, the system has  
features to help make this easier.  

 
If you are required to enter a date, you will see a blue calendar icon, which when clicked on  
will display a calendar for you to pick a date from:  
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Welcome 
 

STARTING YOUR REGISTRATION  

Welcome Page & Menu Bar  
 

This is the first page you will see in the registration process, you will notice that the menu 

bar at the top of the page is highlighting the section you are in, and will give you visibility of 

where you are in the application pro cess.  

 

 

 

 

 

 

 

Using a Registration Code  

If you have been provided a 

registration code in your invitation, 

you can enter  it here, you will then 

need to click on the bottom right 

hand button to start.  

 

Not Using a Registration Code If 

you have not received a registration 

code, simply click on this link to start 

your registration  

Tip:  
If you have a registration code, some of your information will be pre -

populated during the application. If you do not have a code, you will be 

required to complete  all of your company information, as represented in the 

screen examples used in this guide.  
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The ñAbout Youò section will capture 

your basic contact details, the system 

will automatically check to see if you 

have previously provided Achilles your 

information.  

The Email address  entered here will 

be used for your SQS registration 

details.  

Information 

entered here will be 

locked (greyed out) 

when you click 

Continue , and the 

page will expand.  

 

Additional Details  

You can enter further details in the 

about you section such as additional 

contact information. You will then 

need to scroll down the page to enter 

all required fields before you can 

continue to the next section.  
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The About your company  section will capture basic company details. Again, the system will 

automatically check to see if your company has previously provided Achilles information.  

 

Incorporation Details  

You will be required to provide your 

companies incorporation details in 

this section. It is important that you 

enter the details of your specific legal 

entity in these fields, not that of your 

parent company. Depending on your 

answers here, additional information 

may be required.  

Tip:  
Incorporation is the process of legally establishing a 

corporate entity as separate from its owners. For example: 

in the United Kingdom, an incorporated company will be 

registered with Companies  House and have a company 

registration number. In the US this should be your 

Incorporation number or Federal Tax ID number . 
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You will be required to enter further information about your company including your companyôs trading 

address. This should be the physical address where you provide your products and services from.  

 

Note:  If your company is trading from the United States, Canada or South Africa , you will 

be asked to complete some additional information regarding Local content.  

Tip: As you answer these questions and/or 

make selections additional questions may 

appear; please use the scroll bar to make sure 

that you have answered all of the questions.  

You may click ά{ŀƳŜ ŀǎ ŎƻƴǘŀŎǘ 

ŀŘŘǊŜǎǎέ if the details were the 

same, 
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Additional and Required details  
 
You can enter further details in the 

ñAbout your companyò section such as 

additional information relating to your 

business operations in Mongolia  which is 

highly important  for Oyu Tolgoi . 

If your compa ny is a ñ100% Foreign 

Entityò please select the appropriate 

answer accordingly.  

If youôre a ñMongolian companyò, you 

are highly recommended to provide the 

most accurate and appropriate details on 

each sections.  

You will then n eed to select on the 

dropdown menu  to choose on each 

sections to let you proceed on the step.  

Total number of employee  

Refers to all employees both  

permanent and temporary employees.  

 

Last Financial Year  

You will need to click on the blue 

calendar icon shown to the right before 

the calendar will be available. Free text 

is not permitted in this field.  

Accounts Information  

You should make sure you enter up - to -

date information in this section, all of 

your information will be checked and 

validated by Achilles before it will be 

published.  

Annual Turnover  

A companyôs Annual Turnover refers to 

its Gross Revenue. Please note, this field 

will only accept numerical characters. 

For  example, for a turnover of $1 

Million, you should enter ñDollars ï 

United Statesò in the Currency field and 

1000000 in the ñTurnoverò field. (Please 

do not include ñ,ò or ñ.ò) 

Mongolian South Gobi Nationals  

Refers to all South Gobi residence  

including permanent  and temporary  
employees .  
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More Additional Details  

 
The following details are 

required, as indicated, you 

may enter ñ0ò if no such 

functions exists to  your 

company.  

The last 3 remaining 

questions will allow you to 

select on the dropdown 

menu  to specify some details 

about the status of your 

current and future dealings 

with Oyu Tolgoi LLC.  

 

You will need to agree to 

the principles laid out by 

Oyu Tolgoi . To  view the 

Oyu Tolgoi Procurement 

Policies , click on the link 

below  
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Product Selection ς Selecting Product Codes 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You are now in the ñProducts and Servicesò section; here you can select all products and 

services that you would like to supply.  

Searching & Selecting Codes  
The product codes have been structured in a 3 level hierarchy: Category 

>  Sub -category > Product / Service. Clicking on the check boxes will 

expand the category. You can only select at Product / Service level.  
Alternatively, you can use the search by free text to find potential 
matches.  
You may press ñClic k  to see product bro chureò.  

Adding/Removing Codes  

To add a Product / Service click on the 

check box. Selected product codes 

are displayed in the right pane. To 

remove a code simply click on the 

bin.  Press continue  to proceed.  
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Registration Submission 

SUMMARY  

 

 

 

 

 

You have completed your SQMS Registration, should you be invited to  

Screening/Prequalification assessment, Achilles will contact you again in the future.  

Terms & Conditions  

You will need to accept to the Terms and 

Conditions before you can complete the 

TSMS process. You can view them by 

clicking the link provided.  

Tip:  
Before you finish your application, you will see details 

of the next stages. Your information will be submitted 

to Achilles for validation, once this has been 

completed your information will be published to Oyu 

Tolgoi.  
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SETTING LOGIN CREDENTIALS  
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 
 

 
 
 

 

 

 

 

 

 

 

 

Credentials  

 

Once you have finised your 

application on TSMS , you 

will come to a summary 

screen informing you of the 

next steps, at the bottom of 

this screen you will find the 

ñset up login detailsò button. 

 

Login Details  

You can create a username and password here, and are required to fill in some memorable data 

when logging in for security reasons. Once you have completed this information, if you forget your 

password, Achilles will use this information to confirm your identity.  


