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Objective
The aim of this guide is to provide assistance to suppliers in the process of getting registered with an
Achilles community. This includes the end to end process of the application through to completing the
questionnaire and other key areas once the questionnaire has been published.
How to Use the Guide
The Supplier User Guide is an interactive document that incorporates hyperlinks to make navigation
simple.
•

The contents page and divider pages are hyperlinked so you can click on a relevant title to take you
straight to that section of the guide.

•

As this document has been created as a PDF, you will also be able to view each section in the
hyperlinked bookmarks down the left hand side of the PDF reader program you are using. If these are
not available and you are using an Adobe program, navigate to View  Navigation Panels 
Bookmarks.

•

To navigate to the next or previous page, click on the

•

If at any point you would like to go back to the contents page, click on the
of the page.

icons.
logo at the top left corner

Guidance
Throughout the guide there a number of boxes that contain additional information. Look for boxes that
contain one of the following icons:
Important – this information is critical for you to know
Tip – this information is supplementary to other key information
Permissions – these boxes detail the relevant permissions required
Content
Some of the information contained within this guide is universal to all supplier organisations, however some
sections only apply to certain communities you are registered with. As such, the sections of the guide that
refer to these optional modules are marked with the
icon. Your user permissions (see section on My
Settings) will give you an overview of what additional modules you may have. You can also check with
your company administrator.
Assistance
Should you require assistance with any aspect of the registration process or have any other queries, please
contact the relevant community customer services department who will be happy to help. All email
communication that you are sent will have these contact details.
Alternatively if you are unsure of the correct details, please navigate to http://www.achilles.com/en/aboutachilles/contact where details of the worldwide offices are listed.
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Completing the Application
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Once you have chosen the community that your company wishes to join, click on the link to start the
application.
You will be taken to a welcome page similar to the below:

Figure 1: Welcome Page

What is a registration code?
You may have received an email on behalf of a community or individual buying organisation inviting you to
join a particular community. This email will contain a registration code for you to enter into the welcome
page. By using the registration code, some of your company details will be pre-populated into the
application.
Enter the code into the field on the welcome page and click on the button entitled Start registration.

What if I don't have a registration code?
If you do not have or cannot locate the registration code, you can still complete the application for the
chosen community by clicking the link “I don't have a registration code”.
Note that if you complete the application without a registration code, you will be required to fill the
information in and submit the application in one sitting as previously entered information will not be saved.
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Understanding 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
“About You”.

- 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 you to remove a selection that you have just made when selecting places or
codes.
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Application Sections
There are four sections to complete in the application:
About You – contact details for the person who will be responsible for completing and maintaining the
questionnaire
About Your Company – contact and other key information regarding your company
Product Selection – where you will select the products or services your company can offer the industry
Summary – displays products selected and cost of subscription

ABOUT YOU
If you have used a registration code, this section
may be partially completed but can be changed
accordingly.
The contact person that is entered here will be the
main Achilles contact for the company (i.e.: the
contact who will complete and update the
questionnaire).
Once the four main fields have been completed,
click on the Continue button. If the details supplied
match a record already in our back office, you will be
asked to login with your existing login information.

Figure 2: About You – Contact Person

Once you are in the next part of the section, the
contact persons details above are greyed out. Should
you wish to make changes to the person listed, click
on the Change Person Details button at the top.
In the following part of the section you will then be
asked to enter a job title, contact numbers and
address details.

Once this section has been completed, click on the
button entitled Next: About Your Company.

Figure 3: About You – Contact Details
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Application Sections
ABOUT YOUR COMPANY
If you have used a registration code, the
company name may be pre-populated, but
can be changed.
The question regarding what capacity you are
applying refers to the type of organisation you
are. If your company is also incorporated, a
check will be made on existing companies in
the system
Tip:
The options and checks are as follows:
1.International, Regional or Group Head Office
2.Local Head Office (Part of a Group)
3.Standalone Head Office
4.Branch/Divisional Office
5.Facility/Factory
If your answer is one of the first three options, a check will be
made to ensure that the incorporation number provided is
unique.
If your answer is the 4th or 5th option, only the company name
will be checked.

Figure 4: About Your Company – Name

Once this part has been completed, click on the
Continue button.
If you wish to go back to the previous page, click
on the button entitled Previous: About You.
In the section below, you will be required to enter
the trading address of the company (if this is the
same as the contact address entered in the
previous page, you can tick the box “Same as
contact address”).
Tip:
The trading address should be the
location of the premises where your
company carries out its business
operations and should not be a PO
Box address.

If you wish to go back to the previous page, click
on the button entitled Previous: About You.
Once this section has been completed, click on the
button entitled Next: Product Selection.
Tip:
Annual Turnover = Total Gross Revenue.

Figure 5: About Your Company – Address
Achilles Information Limited
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Application Sections
PRODUCT SELECTION
In this section you will be required to either indicate the products or services that you can offer the
community, or select the maximum product codes you will choose later in the process by selecting a tier.
In most communities, the pricing is tiered depending on the number of codes you choose (the price of
each tier is listed on the page).
In some communities the pricing is tiered based on the annual turnover of the company – in these
communities, ensure that annual turnover is entered to give the correct price.
Depending on the community, you may be able
to click on the Change currency button to show
the cost in another currency.
The product code structure is broken down into
three levels, with each level providing more
specific products/services. For example:
Level 1 = 3.0.0 (Services)
Level 2 = 3.3.0 (Research & Development
Services)
Level 3 = 3.3.1 (Engineering (R&D) Services)
For most communities, you will be required to
select product codes at level three.

Figure 6: Product Selection
Tip:
It is recommended to only select product /service codes
that are specifically targeted to your business.

Anywhere with a
symbol indicates there are
keywords associated with the level three product
code. These keywords may help you understand what
a particular code covers and these terms are also
searchable by the buyers of that community.
Figure 7: Keywords
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Completing the Application
Each code that you select will then
be shown in the right hand side
section.
You can click the
icon next to a
selected code to remove it.
If you wish to go back to the previous
page, click on the button entitled
Previous: About Your Company.
Once this section has been
completed, click on the Continue
button.
You may have the option to add
additional products to your
subscription before the Summary
page.
Figure 8: Product Codes Selected

SUMMARY
This last page allows you to view a
summary of the codes selected, and a
breakdown of the subscription. You also
have the opportunity to change the
currency of the payment (if available for
that community).
Here you can also add a PO number and
are given the option to change the invoice
contact to be a different person to the
main Achilles contact.
Ensure that the T&Cs are read and the
box ticked as you will not be able to
proceed.

Figure 9: Summary
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Submitting the Application
Once you are ready, click on the button entitled Submit and generate invoice to complete the process.
From the following page you can view your invoice for the payment. This can be sent to your accounting
department.

Figure 10: Summary - Invoice

Once you have a copy of your invoice, click on the Finish Application button to close the application
page. You will then be redirected to the Achilles page for the community you have applied for.
Access to the community questionnaire will only be granted once payment has been made. Upon receipt of
payment, a welcome email confirmation will be sent which will include a link to create your login details.
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Creating Login Details & The Home Page
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Creating Login Details
Using the link supplied in your
welcome email, you will be taken to a
page to create your login details.

Tip:
The link provided will remain valid
until such time as you click to use it.

You will be automatically supplied with
a username which you can change if
you wish. If the username supplied
has already been taken by another
user, you will be asked to change it
(you could just add some digits to the
end).
Passwords must be at least 8
characters, including a mixture of
upper and lower case letters and
numbers. Once you have entered and
re-entered a suitable password, click
on the Continue button.
Figure 11: Create Logins – Username/Password

You will then need to add some
memorable information so that if
at any stage you forget your
login details this information will
help you to retrieve the correct
details.
Once you click on the Continue
button, the process is complete.

Figure 12: Create Logins – Memorable Data

You will be logged into your account automatically where you can click to start completing the
questionnaire.
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The Home Page
Once the login details have been created, you will be automatically taken to the home page where the
questionnaire is available to be completed. If your organisation is also a buyer member, you may be
required to switch from Buyer view to Supplier view using the tabs at the top of the page
The Buyer options are detailed in the separate Buyer User Guide.
Any items that are outstanding are listed
in yellow. As the questionnaire is yet to
be completed, there will be a yellow box
advising you to complete the
questionnaire.
Below this, there is another box that
indicates the status of the questionnaire
and expiry date.
To start completing the questionnaire,
click on either the Select button next to
the outstanding item or the Edit button in
the questionnaire status box.

Permissions:
Questionnaire

Figure 13: Home Page

Down the left hand side of the home page, a list of menu
options is available. These options may be different for each
supplier depending on the community they are joining.

You can log out at any time by
clicking on the Sign Out icon in
the top right of the page.

The Information Centre shows a list of
useful documents that you can view and
download. Clicking the More button will
show the full list of all documents
displayed.

To log back into this site; navigate
to https://one.achilles.com, enter
your username and password and
click on the Proceed button.

Figure 14: Login Page
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My Settings
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My Settings

Figure 15: My Settings

On the left-hand side menu, you will see an option called “My Settings”.
From here you will be able to change your contact information, view your access, change your
security information or login credentials and amend your language preferences by navigating
through the tabs.
Tip:
Ensure that you save any
changes made to each
tab

CONTACT DETAILS
In this tab, you can update the contact information – name, email address, contact number, job role and
address. Note that if you have a questionnaire role (your contact information is used within the questionnaire),
changes you make in this section will be reflected in the questionnaire.
ACCESS
This tab shows a read only view of the permissions your user role has. Permissions cannot be amended in
this section. Only Administrators or Achilles personnel can change the permissions for users.
SECURITY
In this tab, you can amend the memorable data: memorable date, memorable word and name of first school.
You may require this if you forget your username or password.
USERNAME & PASSWORD
You can amend these details in this section. Note that you may find that an alternative username has already
been used in the system so you would need to modify it slightly. Password changes must follow the same
principle: at least 8 characters, including a mixture of upper and lower case letters and numbers.
PREFERENCES
In this section, you can amend your language preferences for both the overall system and each community
that your company is registered with.

Achilles Information Limited
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Manage Users
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Overview
On the home page, and if you have administrative access, you will see an option called “Manage Users”.
From here, those with Administrative access will be able to update, add or remove users from the system.
The Manage Users section contains a list of everyone associated with the company:
User = someone who has login access
Questionnaire Roles = someone who is named in the questionnaire as a contact.
A person may be a user only, only have Questionnaire Roles or be both a user and a contact in the
questionnaire.

Permissions:
Manage Users

Figure 16: Manage Users

Achilles Information Limited
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Create New Users
To add new users (or people who can be
listed as having Questionnaire Roles),
click on the button entitled Add New.
Once you have completed the contact
information required, click on the Save
Details button at the bottom of the page.
The new person can then be added into
the questionnaire as a contact if
required.
Once the details for that person have
been saved, you can click Make User
which will send that person an email
detailing how to create login credentials
to access the site.

Figure 17: Create New User

You can click on the Remove User button once
this has been done if you need to remove their
access.
You will also be able to set the appropriate
permissions for that user, such as Questionnaire
(to be able to access, edit and submit the
questionnaire), Manage Users and other
community specific permissions.
Click in the box next to the relevant permission
and select – a tick will appear. Unselect by clicking
the permission again. Any changes made to the
permissions will be automatically saved and will be
updated for when the user next logs in.

Figure 18: Create New User

Note that brand new users will not have any Questionnaire Roles at the bottom of the page. This section will
contain data if that person is then used as a contact within the questionnaire.
Achilles Information Limited
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Remove Users
This should only be used if the user is required to be permanently removed from the system. If you only want
to remove certain access for a user, click the users name and amend their permissions as per the next
section – Amending Existing Users.
To permanently remove existing users, you will firstly need to ensure that they have no Questionnaire Roles
listed. The reason for this is that your questionnaire cannot have areas with missing contact references.
These roles will firstly need to be replaced by another contact by going to the relevant sections of the
questionnaire that the current user is referenced. You may want to click on the user from Manage Users first
to see where their Questionnaire Roles are within the questionnaire.
Click on the Remove button next to the user and confirm the action to remove them from the system.

Figure 19: Remove User

If you attempt to remove a user that
has active Questionnaire Roles, the
following warning will appear:

Once all Questionnaire Roles have
been removed, you will be able to
permanently remove that user from
the system.
Figure 20: Remove User - Contact
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Amend Existing Users
From the main Manage Users page, you can reset passwords for users that already have access, and
resend the invite email to users that have not created their login credentials.

Figure 21: Manage Users - Main

From the main Manage Users page,
click on the name of the user you wish
to make changes to. Here you can:

Update the users contact information
and click on the Save User Details
button.
Remove the user’s login access by
clicking on the Remove User button

You can then make the person a user
again in the future as the button
alternates between Remove User/Make
User

Amend the permissions for that user
within the community/communities. Any
changes will be automatically saved.

View Questionnaire Roles for the user.
Figure 22: Amend Existing User
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Information Centre
On the Home Page screen there is an area called Information Centre which holds useful documents such
as help guides and notifications from Achilles. These documents are organised into categories and as a
company administrator you have the ability to choose which categories are visible to your users.
To set access rights to each user
individually, click the name of one
user and scroll down to their
permissions.
Click on the Information Centre
check box and you will be able to
select which categories the user
has visibility of. This can be
repeated if you have access to
more than one community.

Figure 23: Individual Permissions

To set access rights to multiple
users, check the boxes next to
the user names and click the
Information Centre Access
Rights button.
You may firstly need to select the
relevant community first before
ticking each category.
This can be repeated if you have
access to more than one
community.

Figure 24: Multiple Permissions
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Completing the Questionnaire

Achilles Information Limited
30 Western Avenue, Milton Park, Abingdon, Oxon OX14 4SH UK | T: +44 (0)1235 820813 | E: enquiries@achilles.com | www.achilles.com

24

From the Home Page, clicking on Edit next to the questionnaire will take you into the summary page. This
first page welcomes you to the community.
There are Hints and Tips to help you
familiarise yourself with the
questionnaire layout and other useful
information.
For some communities you will have
the option to change the language of
the questionnaire.
Down the left hand side, the sections of
the questionnaire are visible. Some will
already be populated with information
supplied in the application.
The
icon indicates that no
information has been entered into that
section. The
icon indicates that
some information has been entered for
that section and
icon indicates all
required information for that section
has been completed.
Important:
The questionnaire can only be submitted
when all sections have been completed.

Figure 25: Questionnaire Summary

REQUIRED FIELDS
There are some questions that are mandatory to answer. You will not be able to submit the questionnaire
without answering all questions indicated with (Required). It is recommended that you complete the
questionnaire in its entirety (not just required fields) as this builds a complete picture of your organisation.
UPLOADING DOCUMENTS
Throughout the questionnaire you may be required to upload supporting documents or images. If you have
multiple documents to upload into one section, ensure that they are combined and uploaded as one document.
Note that the maximum file size for any attached document is 8mb and the types of file that can be uploaded is
listed next to the Add Document option. It is recommended that valid documentation is uploaded where
required as this will save time during the Data Checking process.
PRINTING THE QUESTIONNAIRE
You may find that there are some areas of the questionnaire that require input from other departments such
as Finances or Health & Safety. Once you are in a section of the questionnaire, the print button will be
available. Clicking this will return a PDF version of the questionnaire which can then be emailed or printed.
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ASSOCIATED INFORMATION
In some areas of the questionnaire, you have the ability to link information to multiple product codes. For
example, in the Quality Management section, you can add the appropriate QMS information and then link
the details to each product code you have selected. This is also a feature for Environment Management,
H&S Management, Region of Supply (in Location section), Factories (if you manufacture a product),
Contract References and Contact Information.

UNDERSTANDING BUTTONS
- Once you started completing the questionnaire, these buttons will appear in the top
right hand corner of the screen, you can save or print your entered information at any time. The system will also
save your information automatically when you move between pages. The submit button will remain grey until all
required information has been completed, at which point it will activate and turn red for you to submit your
questionnaire.
- You can use this button to add specific additional information, such as policies, regions or
product/service information.
- You can use this button to upload a document or image, the formats that are acceptable will
be provided .
- This icon will provide you with further information on the question it is located next to.
- This icon 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 provide you with a list of previously entered information of the same
category for you to re-use. This may be contact details, contract details or address details etc.
-

- These buttons allow you to view or remove documents or selections.

- These buttons apply to contact details and allow you to edit previously entered
information or select from a list of other contacts that have been entered.
- This button can be found in the products & services section and will provide you with details on how
to upgrade your subscription.
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Questionnaire Sections
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There will be a different number of sections in the questionnaire, depending on your community and
subscription. This section of the guide will explain the main sections that will be available to you. If you are
registered on other communities, you may find that some information that is universal to all communities
has been completed already (i.e.: financial information, insurance policies).
COMPANY INFORMATION
This section includes information regarding the company name, previous name and website.
The trading address will already be completed in this section. If your company is registered, you will be
required to enter the registered address as well. For any address listed you can click on the Select
Existing Record button to use address details already populated in the questionnaire.

Figure 26: Address - Select Existing Record

CONTACT DETAILS
The mandatory areas of this section will already be completed: Primary Business Contact, Invoice Contact
and Achilles Administration Contact. Any of the contacts listed can be changed to an alternative if required.
You can add a Secondary Business Contact if necessary by either selecting a contact already listed in the
questionnaire or by adding a new contact.

Figure 27: Contact Details

COMPANY PROFILE
This section provides an overview of your company to [potential] buyers. It includes one required question
regarding the company’s Marketing Statement and the option to upload a company logo and/or corporate
picture.
Achilles Information Limited
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PRODUCTS AND SERVICES
The products that were selected in the
application will appear in this section.
Any of these can be removed from this
page by clicking on the Remove button
next to the code.

Please also note that if your community
has tiered pricing, the current level (total
number of codes your company can
select) will appear at the top of the
page. If you need to upgrade to a higher
level, click on the Upgrade button.

If you want to add more product codes,
click on the button entitled Add more
product codes.
Figure 28: Products & Services – Product Codes

The product code structure is broken down into
three levels, with each level providing more
specific products/services. For example:
Level 1 = 1.0.0 (Products)
Level 2 = 1.1.0 (Drilling Equipment)
Level 3 = 1.1.1 (Drilling Machinery)
Depending on your community, you will be
able to select product codes at either level
three, or level three plus Activity (level four).

Tip:
It is recommended to only select product
/service codes that are specifically targeted
to your business.

Figure 29: Products & Services – Add More Product Codes
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For each product or service code
selected, you will be required to
answer a set of questions. Click on
the blue hyperlink of the product
name to complete the questions.
If any of the product codes selected
have keywords associated –
indicated in the product code picker
with the
icon – you will have the
ability to select which keywords (if
any) are applicable to your company.

Figure 30: Products & Services – Questions

If a selected code is a product (rather than a service or works), you will be asked a question regarding
whether you are a Stockist, Manufacturer or Agent. If you select Manufacturer, you will be required to add
the details of the factories used.

Figure 31: Products & Services – Factories

Once the details of the factory have been added, you will be able to link the factory to any other product
specific code. You can add multiple factories for any product code selected.

Figure 31: Products & Services – Apply Factory to Codes
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In the Products and Services section you will also be asked to provide a contact reference. Here you can
either link to a contact that has already been provided in the questionnaire or add a new contact.

For Region of Supply, you can either search
for a region or select through the list
hierarchy to find the correct location. For
some regions you will only be able to select
by country. In others you will be able to
select states or counties.
The regions selected can be linked to other
product codes you have listed.
Tip:
When selecting regions, ensure that the correct level
is chosen. E.g.: if you supply to the whole of Europe,
select the continent, however if you supply only to
some European countries, select at the country
level.
Figure 33: Products & Services – Region of Supply

For the following questions regarding Quality Management Systems, H&S Management Systems and
Environmental Management Systems, the same following principle applies:
• Select “No Documented System” or “Add New” from the drop down list. If a system has already been
entered into another product code or the relevant management systems section, you will have the option to
select this system.

Figure 34: Products & Services – Management Systems

• Enter a name for the system to identify it if you have multiple systems in place.
• Answer the following questions accordingly, including uploading the company’s certificate if required.
• Link to the relevant product codes at the bottom

Figure 35: Products & Services – Apply System to Code
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Depending on the community, you may see a final section called Contract References, where you can add
details of previous contracts that your company has undertaken that relates to the product code selected.
Select Add New from the drop-down list, or if the Contract References section of the questionnaire has
already been completed, you can select an existing reference to link to the product code.
You will be required to enter the contract details – although the section refers to previous contracts, you can
select an end date in the future if the contract is ongoing. For the contact details, ensure the person used is a
contact from the company you contracted with.
Again the Contract Reference can be linked to each of your product codes at the bottom of the page. There is
no limit to the number of contracts you can link to a product code.
Once you have completed all required fields in the section, click on the Return to List button. You can then
repeat the process with the remaining product codes selected.
You will find that if you have linked information already to your other product codes that this section shouldn’t
take long to complete.

MANAGEMENT TEAM
In this section, you can either link to a contact already entered into the questionnaire or add a new contact.

GROUP INFORMATION
This section asks for the company’s ultimate parent company and other associated companies.
If your organisation does have an ultimate parent company, you will be required to fill in the associated details
such as address (in which you can link to an existing address or enter a new address), whether they are
registered and their financial information.
If your company has other associated organisations, you will be required to click on the Add button in order to
enter the company details (name, relationship and any other comments).

Figure 36: Group Information
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FINANCIAL INFORMATION
In this section you will be required to enter the last three years of financial accounts as well as answering the
questions below (financial accountant details and shareholders details). The first year will already have some
information from your application.
If you have been trading less than three years, you will still be required to select a date for all three records;
however you can give a valid reason for not providing financial figures.
It is recommended that if you have been trading for one or more years that you do provide full financial figures
where possible. Buyers may use financial information as part of their search criteria. By not providing this
information, you risk not being displayed in some buyer searches.
For each year that you are able to provide figures for, enter full figures for the data. Figures should be shown in
units with no non-numerical data such as commas or currency signs.

Figure 37: Financial Information – Invalid Characters

Ensure that the figures entered match the summary of accounts that you upload into the questionnaire.
If either the Pre-Tax Profit or Total Shareholders Equity figures are negative, please use a minus sign (-) to
signify this.
Total Short Term Liabilities (Current Liabilities) are conventionally displayed without minus signs or brackets as
they are always deficit figures. You will therefore not be able to enter non-numerical data into this field.
Total Assets = Current Assets + Fixed Assets. Therefore the figure provided for the Current Assets should not
exceed the figure entered for Total Assets (unless your Fixed Assets are deficit figures).

3rd Party Data Feeds
You may find that some (or all) of the financial figures have been pre-populated by feeds provided by a 3rd
party. The origin of the data will be listed next to the figure(s). You will be unable to edit these figures, so if there
is an issue with the numbers, you will be required to contact the relevant 3rd party to rectify any inconsistencies.
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LOCATION
This section details any office locations your company may have, other than your company’s trading and/or
registered address. To add a location, click on the Add button and select a function from the drop-down
list. You can link to a previously used address or enter a new address.

Regions of Supply and Factories (if you
manufacture certain products) are also
included in this section. These questions
may already have information supplied if
you have completed the Products and
Services section of the questionnaire.
You will also be able to see how many
product codes each region or factory is
linked to.
Tip:
When selecting regions, ensure that the
correct level is chosen. E.g.: if you supply to
the whole of Europe, select the continent,
however if you supply only to some European
countries, select at the country level.
Figure 38: Location

For each Region that you select, you
can link to any product code you
have listed. Note that only one
region can apply to any one product
code.
Figure 39: Location – Apply to Codes

You can add [more] Factories to this section as well, by clicking the button entitled Add. To view or link
more product codes to a Factory, tick the boxes at the bottom of the Factory details.
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INSURANCE
In this section, you will be asked to provide at least one type of insurance cover. Some communities will have a
different required cover for suppliers to provide.
Click on the required insurance and complete the information requested. If you do have this cover, ensure that
you attach a valid certificate or letter from your broker. Having valid and full supporting documents will save
time during the Data Checking process.
If you want to add any other insurance cover; click on the Add button on the main Insurance section page.

CONTRACT REFERENCE
If this section is visible, there will be a summary of any contract references that have been linked to the product
codes. Click on the Add button to enter details of more contract references.

SUPPLY CHAIN MANAGEMENT
In this section you will be asked to provide details of any supply chain management processes the organisation
has. If you indicate there is a person within the company responsible for supply chain, you can link to a contact
already existing in the questionnaire or create a new contact.
QUALITY MANAGEMENT SYSTEM
If you have already entered information
regarding QMS in the Products and
Services section of the questionnaire,
there will already be details regarding
QMS in this section.
You will be a required to add a contact for
QMS – again you can link to another
contact that exists elsewhere in the
questionnaire or add a new contact.
If you want to add [another] Quality
Management System, click on the Add
button. On the main page you can also
see how many product codes each QMS
is linked to.

Figure 40: Quality Management System
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H&S MANAGEMENT SYSTEM
If you have already entered information
regarding Health & Safety in the Products and
Services section of the questionnaire, there will
already be details regarding H&S systems in
this section.
You will be a required to add a contact for H&S
– again you can link to another contact that
exists elsewhere in the questionnaire or add a
new contact.
If you want to add [another] H&S Management
System, click on the Add button. On the main
page you can also see how many product codes
each system is linked to.
Figure 41: H&S Management System

ENVIRONMENTAL MANAGEMENT SYSTEM
If you have already entered information
regarding EMS in the Products and Services
section of the questionnaire, there will already
be details regarding EMS in this section.
You will be a required to add a contact for EMS
– again you can link to another contact that
exists elsewhere in the questionnaire or add a
new contact.
If you want to add [another] Environmental
Management System, click on the Add button.
On the main page you can also see how many
product codes each EMS is linked to.
Depending on the community, you may be
asked to specify which areas are covered by the
environmental policy.

Figure 42: Environmental Management System
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CSR (CORPORATE SOCIAL RESPONSIBILITY)
In this section you will be asked to provide a contact for CSR where you can link to a contact already
existing in the questionnaire or create a new contact.
You will also need to answer questions in relation to CSR. If you answer “Yes” to any of these questions,
you will be required to give further details.

CARBON MANAGEMENT
This section asks for details regarding your company’s carbon footprint. If your company has been
externally audited, please provide details. If your organisation has a carbon management policy, ensure
that a valid certificate is attached as this will save time during Data Checking.

USEFUL DOCUMENTS
Depending on the community questionnaire that you are completing, you may find there are useful
documents in this section such as product code guides and sector specific information.

The following page contains details about the Customer Specific Questions section. Any additional sections
that are available to complete are community specific and not covered in this guide.
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CUSTOMER SPECIFIC QUESTIONS
Within some communities, individual buying organisations may have a TSMS (Total Supplier Management
Solution) in place. Suppliers who would like to work with these buyers are required to complete the TSMS
questions. These extra questions are specified by the individual buying organisation that has the TSMS in
place. The questions asked by the buyer in the TSMS questionnaire are added into this section of the SMS
questionnaire.
For those companies that have completed a buyer’s TSMS, the relevant questions will be populated in the
Customer Specific Questions.
Note that if there are no TSMS questions associated with the community questionnaire, this section will be
blank.
If your organisation intends to work with a buyer who has a TSMS, you will be able to complete the
questions relating to that buyer in this section by clicking Answer Questions. If you do not want to work
with that buying organisation, simply leave the questions unanswered.
If you answer some or all of
the questions and decide
that you do not wish to
proceed with being a
member of a buyer’s TSMS,
click on the Remove button
on the main page of this
section.

Figure 43: Customer Specific Questions

Compliance
For some buying organisations, you may be able to see at a glance if your company is compliant to work with
the buyer. Compliance is determined by the subscription level and audit required in order for your company to
supply ALL products/services to that buyer.
If after answering the Customer Specific Questions for a buyer, there is a
have met all the requirements to supply your products/services to that buyer.

in the compliant column, you

If after answering the questions there is a
in the
column, hovering over the
icon will advise you on
what is required in order to become compliant with the
buyer.
In this example, although this supplier meets the
requirements for subscription and CSQs, they have
not undertaken the correct level of audit and are
therefore not compliant:

Figure 44: Compliance
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Submitting the Questionnaire
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Once the questionnaire has been fully completed, the Submit button at the top should change from grey
(inactive) to red (active). If this is not the case, it will be because one or more (Required) questions
have not been completed. Check that all sections down the left hand side of the page have the
icon
displayed.
Click on the Submit button and then click OK to take you to the final page.

At this stage the questionnaire has NOT yet been submitted (you must agree to the declaration
to complete the process).

On the final page you will be
required to agree or
disagree with the statements
listed. Should you disagree,
you will be required to
provide a reason (that will be
published for buyers to view)
before submitting.
If you agree to the
statements, click on the
Confirm button to complete
the process (which submits
the questionnaire).

Figure 45: Submitting Questionnaire - Declaration
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Data Checking
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DATA CHECKING PROCESS
Once the questionnaire has been submitted, it will be sent to Achilles for data checking. The content of the
questionnaire will become read-only as no changes can be made by your organisation whilst in data
checking.
The team of data checkers will receive a copy of your questionnaire in which they will check for the
following:
•
•
•
•
•
•
•

Spelling & grammar
Misrepresentation of the company
Incorrect answers
Missing information
Inconsistencies between answers
Out of date information
Community specific qualification criteria

Any documents that have been attached to the questionnaire will be cross-checked against the content
within the questionnaire. The process for data checking may also include cross-checking against other 3rd
party companies for confirmation of answers.
If the data checker finds any issues with the content of your questionnaire, they will either:
• Mark what the issue is within the questionnaire along with an explanation – these issues would need to
be reviewed and amended by yourself or someone from your organisation
• Correct the issue within the questionnaire along with an explanation of why it has been amended – you
have the ability to override these amendments if you wish
In both cases, the questionnaire will need to be reviewed by your company before it can be published –
any changes made by Achilles have to be approved by your organisation. Please read the section on the
next page for guidance on reviewing the questionnaire.
If the data checker finds no issues with the content of the questionnaire, they will pass the submission.
Once the data check has been completed an email confirmation will be sent from Achilles to your
organisations specific Admin Contact listed in the questionnaire. If the data check has been rejected for
any reason, all issues raised or amended will be listed within the email confirmation.

Data Check Pass and Publish
Upon passing the submission, the questionnaire will be published and made available to the buyers in your
community in a read only format. Once published, you will be able to edit the questionnaire again in order
to make changes or updates in the future. If any changes are made to the questionnaire, it will be required
to be submitted and checked by Achilles. Once the submission has been approved again, the changes will
be updated on your published questionnaire.
If available in the community you have registered with, you will then be able to download copies of the
community certificate and stamp.
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Responding to Data Checking Feedback & Resubmission
The email that your nominated Admin Contact will receive may contain some queries raised during data
checking.
At the point of receiving this email, the
questionnaire will be back with you in
editable format so it can be reviewed
and resubmitted. When you have
logged back into the questionnaire, the
summary page will also show you what
areas of the questionnaire have either
been amended or raised by the Data
Checker.
Sections that have edit or queries will
be shown by a
icon in the left-hand
side menu. The user can select this
section to view the details. At the top of
the section there will be a note
regarding how many issues were raised
in the section and/or how many issues
were amended by Achilles in the
section.
Figure 46: Data Checking Issues

If the

icon is visible next to an answer, click to see the query that has been raised.

If the
icon is visible next to an answer, click to see your original answer and the reason for the edit made
by Achilles.

Review, amend and save each section accordingly. You are not required to make changes if you feel that
the content is correct, however please note that you will be required to comply with the qualification criteria
of that community.
Tip:
Any icons indicating issues raised or amendments
made by Achilles will remain in the questionnaire
until such time as it has been resubmitted for
review.

Once you are happy with the content, click on the Submit button and then OK to take you to the final page.
At this stage the questionnaire has NOT yet been submitted (you must agree to the declaration to
complete the process).
On the final page you will be required to agree or disagree with the statements listed. Click on the Confirm
button to complete the process (which resubmits the questionnaire).
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Community Certificates & Stamps
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The availability of both certificates and stamps is subject to the community your company has registered with.
Once you have logged onto your home page after your questionnaire has successfully passed data checking, you
will find two additional menu items on the left-hand side.

Figure 48: Community Certificates and Stamps

COMMUNITY CERTIFICATE
Once the community questionnaire for your company has been published, you will be able to download a
copy of your community registration certificate. This certificate can be used by your company to promote
your completed registration with the community. You may choose to have these printed and displayed or
sent to buying organisations who enquire about your company.
COMMUNITY STAMP
Once the community questionnaire for your company has been published, you will be able to download a
copy of that communities’ registration stamp (logo). This logo can be used by your company to promote
your completed registration with the community. The logos you download could be used for:
•
•
•
•
•
•

Exhibition slides
Literature and brochures
Headed Paper & Stationary
Email Signatures
Websites
Vehicles/Plant/Tools

AUDIT STAMPS & CERTIFICATES
Should your organisation be required to undertake an audit or assessment as part of the validation process
for that community, there may be Stamps & Certificates available upon completion of the audit. These will
be downloadable from the same area as the registration stamps and certificates. For some communities,
you may have the option to also print a statement of all selected product codes and the status for each.
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Assessment & Audit Reports

Assessment & Audit Reports
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This section of the guide is only applicable to communities that have Audit or Assessments as part of the
assurance process, or where there is an assessment available by a 3rd party. You will also require the
correct permissions to be able to access the report section. The option for Assessment & Audit Reports is
available from the left-hand side menu.

From here you will be able to view any
current and expired Audits or
Assessments that your company has
had.

Permissions:
Supplier View Audit
Reports

Figure 50: Assessment & Audit Reports

By clicking on a hyperlinked report type, you
will be able to read the information around
the audit or assessment. This typically
includes:
• Expiry Date
• Dates Assessment/Audit took place
• Scores or status’
• Attached reports or summaries

Figure 51: View Assessment & Audit Reports
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Keeping Up-To-Date
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Updating the Questionnaire
Throughout your subscription period, information can change or become out of date, and not just date
sensitive information. This can include any of the following:
• Changes to contacts
• Organisation changes (such as ownership, addresses, CSR policy or carbon output)
• Changes to selected product codes
• Revising contract references
• Updating financial information
• Adding new/updated insurance documents and amending information
• Updating ISO documents for Quality, Environment and H&S and amending information

It is recommended that you review your questionnaire information on a regular basis to ensure that this
information is kept up-to-date.
You may find there are some areas of the questionnaire that have Expiry Alert icons:
These
icons indicate data that is either due to expire (orange) or has expired (red). Details of these alerts can be
found on the following page of this guide.
When you have reviewed the questionnaire, it can be submitted to Achilles for Data Checking. As per the
process explained in the previous section of this guide, your questionnaire may pass data checking (and
replace the existing questionnaire that buyers in your community will see), or it may be rejected in which
case there may be areas that you need to review or confirm before resubmitting.
Note that only once the questionnaire has been passed during data checking will it be re-published. For
example, if you have updated some expired insurance covers in your questionnaire, but had not updated
the finances (resulting in your questionnaire being rejected), the same expired insurances would still be
displayed to buying organisations.
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Expiry Alerts
WHAT ARE EXPIRY ALERTS?
Within the questionnaire, there are
areas that hold time bound
information, i.e. information that has
an expiry date. If any information
held within your questionnaire is
either close to, or has passed one of
these dates, an Expiry Alert icon will
appear.
Sections that have expiry alerts will
be shown by a
icon in the lefthand side menu. The user can
select this section to view the
details. At the top of the section
there will be a note regarding how
many expiry alerts there are in the
section.

Figure 52: Expiry Alerts

An orange icon appears when that date is due to expire within the next 14 days. If you are updating the
questionnaire when one of these icons appears, it is recommended that where possible the information is
updated. However, we understand that you may not have the updated documents to attach as yet which
means that you can still submit the questionnaire whilst the documents are still in date.
A red icon appears when that date has expired (the icon will be shown on the day of that expiry date and any
day after until the date has been changed). If you are updating the questionnaire when one of these icons
appears, you will not be able to submit the questionnaire until the date has been changed – the option to be
able to submit will be inactive. If the information you are updating has associated documents or certificates,
please ensure that these are also updated before submitting the questionnaire for review.

EXPIRY ALERT EMAILS
In addition to the icons within the questionnaire, we will contact you by email when one or more of these
dates is due to expire. For each date that is due to expire, an email will be sent (regardless of whether they
expire on the same date). These emails are sent to both your nominated Admin Contact and Primary
Business Contact – unless these contacts are the same, in which case only one email will be sent.
The Expiry Alert emails are sent at 14 days before the date is due to expire and again on the date of expiry.
After this time, no further emails are sent. It is recommended that these areas of the questionnaire (including
any associated attached documents) are amended as soon as you have the updated information.
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Annual Renewal Process

Annual Renewal Process
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In order to maintain your visibility on the community search system, your company must fulfil the following
annual requirements:
1. Pay the renewal subscription fee (if applicable to your company)
2. Update and submit the community questionnaire, including being re-published
If either or both of these requirements are not met by a certain timeframe, this could result in your company’s
details being removed from that community’s search system (until such time as the requirements are met).
In order to ensure that these requirements are met by suppliers and reduce the risk that a supplier may be
temporarily excluded from buyer searches, Achilles start contacting the relevant people within your company
well before any deadlines have passed.
The timeline below shows the renewal process for suppliers, as well as the status that is visible to buyers. The
period in which to pay and update the questionnaire is tied in with the annual renewal date. Throughout this
period, you will receive reminders of outstanding payment and/or incomplete questionnaire updates.

Validated

Status:

Renewal
Process:

-60 Days
(Start of
Renewal
Process)

-30 Days

Update Due

+30 Days
(Deadline for
Payment)

0 Days
(Subscription
Renewal
Date)

Warning (Out of Date)

+60 Days

+90 Days
(Deadline for
Questionnaire)

Suppliers are not required to pay first, update later. It is up to each supplier as to the order they wish to renew
their subscription. For example, your company may have a policy of signing off payments once a month,
resulting in a wait for the payment to be made. You may want to consider starting to update your questionnaire
information in the meantime.
1. RENEWING SUBSCRIPTION FEE
From 60 days before your subscription renewal date, your company will receive regular emails to advise that
payment is required in order to remain visible to the community. These emails are sent directly to the invoice
contact listed in your questionnaire.
Every supplier has until 30 days after their subscription renewal date to make payment (three months from first
contact). This length of time has been put in place as we understand that it can take some time to get
payments signed off by accounts or department heads. If by 30 days after your subscription renewal date we
have not received and processed the payment, your questionnaire will be removed from the search system.
Within the regular emails that will be sent, an invoice will be included for the amount due. Payment can be
made by credit card or by bank transfer (BACS, CHAPS). Please call the relevant team listed on the renewal
emails if you have any questions regarding the payment.
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2. UPDATING THE QUESTIONNAIRE
The other requirement for suppliers to remain searchable by the community is to fully update the
questionnaire with any changes. All information previously entered will still remain in the questionnaire.
The reason that we ask for a full update to take place is that any number of changes may need to be
made, not just time bound information such as insurance. As such we would recommend that a review of
all information is made to ensure that everything is still accurate for your company.
The same emails that are sent to the invoice contact regarding payment also include a note regarding
updating the questionnaire. Additional emails regarding the requirement to update the questionnaire are
sent until 90 days after the subscription renewal date. This means that suppliers have a period of five
months to fully update their questionnaire and have it re-published. This extended period is an
acknowledgment that it can take time to gather updated documents and information from varying locations
in an organisation.
If by 90 days after the subscription renewal date the questionnaire has not been updated, submitted for
data checking and re-published onto the search system, your questionnaire will be removed from the
search system.
Once you have logged onto your questionnaire, review each section down the left hand side. Ensure that
anything that may have changed within your organisation, as well as time bound information is updated
and saved. You might want to think about the following when reviewing the questionnaire:
• Changes to contacts
• Organisation changes (such as ownership, addresses, CSR policy or carbon output)
• Changes to selected product codes
• Revising contract references
• Updating financial information
• Adding new/updated insurance documents and amending information
• Updating ISO documents for Quality, Environment and H&S and amending information
You may find there are some areas of the questionnaire that have Expiry Alert icons:
icons indicate data that is either due to expire (orange) or has expired (red).

These

When you have reviewed the questionnaire, it can be submitted to Achilles for Data Checking. For details
on how the data checking process works, read the section of the guide entitled Data Checking.
Note that only once the questionnaire has been passed during data checking will it be re-published. For
example, if you have updated some expired insurance covers in your questionnaire, but had not updated
the finances (resulting in your questionnaire being rejected), the same expired insurances would still be
displayed to buying organisations.
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Additional Questions
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This section of the guide is only applicable to buying organisations and communities that use Additional
Questions as part of their tendering process. In order to view Additional Questions, you will also require the
correct permissions.
Additional Questions is a Request For Information (RFI) tool that enables buyer users to screen and
differentiate suppliers by asking the supplier additional questions related to a tender or contract. This helps
the buyer to short list suppliers with the appropriate capabilities.
If your company is invited to answer
Additional Questions from a buying
organisation, the Primary Business
Contact (and if available, the
Secondary Business Contact) will
firstly receive an email
communication, confirming the
deadline date, buyer name and
asking you to log onto
www.achilles.com in order to review
the questions.

Figure 53: Example of Invite Email

Once you have logged on (and if you
have the appropriate permissions), you
will see the option for Additional
Questions in the left hand menu.
You can also see any outstanding
invite(s) on the home page.

Permissions:
Additional Questions Supplier

Figure 54: Additional Questions
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After clicking on either of the links on the
home page, you will be taken into the
Additional Questions area that contains the
Dashboard, Open Opportunities and
Closed Opportunities (that have since
passed the deadline date).
From there you can navigate to the Open
Tab and view the Additional Questions in
more detail by clicking on the Select
button.

Important:
The buyer may have uploaded important
information – look out for this under
“Document”

Figure 55: Additional Questions Dashboard

From here you can view the questions
asked by the buyer.
Firstly indicate your interest from the dropdown options and click on the Confirm
button. The options are:
1. If you are not interested in the
opportunity, the questions will remain
on the dashboard, however the buyer
will be informed of your decision to
decline.
2. If you are interested, answer the
questions accordingly and click on the
Submit button. You can save your
answers and return to this area if you
require before submitting.
Figure 56: Open Additional Questions Event

Tip:
The file size limit for uploading
documents is 8mb.

Tip:
If you do not indicate your
interest but do submit answers,
the question will default to
“Yes”.
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Supplier Patron
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This section of the guide is only applicable to suppliers who purchase Supplier Patron as an additional
product. In order to use Supplier Patron, you will also require the correct permissions.
Supplier Patron gives businesses partial buyer access. This will allow users to
• Search for suppliers by company name and Achilles ID
• Search for suppliers by the products and services they offer
• View the search results, along with audit information (if applicable to your community)
• Download reports based on the search results
• View some sections of the supplier questionnaires

Home page for users that have Supplier Patron access,
which will have the search functionality enabled

Permissions:
Supplier Patron

Important:
Access to Supplier Patron is only enabled upon
successful validation of the questionnaire.

Figure 57: Supplier Patron Home Page
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Company Search
The first type of search that can be done is a company name or Achilles ID search. This search can
begin by using either the Company Search on the Home page or the option in the left-hand side menu.

Figure 58: Company Search

Company Name
Enter all or part of the name of the company you are looking for
and click on the Search button. The search button will not
activate until some information has been entered.
Companies with a name that includes a word starting with the
text you entered will be returned.

Supplier’s Achilles ID
Enter the whole supplier ID you are looking for and click on the
Search button. The search button will not activate until some
information has been entered.

Tip:
For the Company Name search, the
results returned will include all
suppliers whose current company
name includes the term you entered.
It does not include suppliers with
your text in their previous company
name or other fields.

Tip:
A search can only be performed on
the name or ID, not both. When
clicking into one of the search fields,
the other will be disabled.

Only the company that matches the ID searched for will be
returned – partial ID’s will not return any results.
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Company Search
Your Company Search Results
Companies whose name includes a word which started with your
text or whose Achilles Supplier ID matches the number entered are
displayed. Click on the supplier name to view their questionnaire.
Note that some of the subscription or community names may be
abbreviated. The columns of data available will be limited to the
subscription details and, if available, audit information.

New Search
Search again by entering a new
[partial] name or a whole Achilles
Supplier ID and clicking on the
Search button.

Figure 59: Company Search Results
Tip:
The Questionnaire status indicates
if the supplier’s information has
been validated by Achilles. Until
validated only basic information will
be available.

Tick Suppliers
By ticking the box next to a supplier’s
name, or the box at the top (which
selects all suppliers from the results),
you have access to more reports in the
Actions area.

Actions
Here you can access various
reporting options
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Product Search
Overview
Search Tabs
• Products and Services – users can add single or multiple product and service codes that are available in
the community they are searching under
• Region of Supply – not enabled for Supplier Patron Members
• Other Criteria – not enabled for Supplier Patron Members

Figure 60: Product Search

Reset Criteria
Clicking on this button will
revert your search back to
the default settings (before
any additional criteria was
added).

Selected Criteria
Communities for which you have
visibility of will be listed here
before any other criteria are
selected. As you add criteria,
these will be added to this area.
Clicking on the
symbol will
delete this criteria from your
search

Results Counter
This will show all suppliers in the
community before any criteria are
selected. As you add or remove criteria,
the counter will update with the number of
suppliers found. Once the results are
below 1000 you will be able to click on
the View Search Results button to view
the suppliers included in the results.
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Product Search
Products & Services
Find the Right Code
• Either enter text in the free text search box and click on the Find button
• Or browse through the three levels of codes by clicking on the + sign next to headers to show the
codes under that heading. Depending on the community, you will be able to select codes at level
two, level three or level three plus activity/keyword

Figure 61: Products and Services

Keywords/Activities
Any keywords or activities that are
selected (4th product code level) will be
shown in a drop-down list under the
level three product code

When you select the ‘And’ criteria, you will
be shown suppliers who can provide all
the product codes you have selected.
When you select the ‘Or’ criteria, you will
be shown suppliers who can provide any
of product codes you have selected.
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Product Search
Results
Click on the View Search Results button to see companies that
match your search criteria. The results will be listed in alphabetical
order by company name and each page will display 10 results. Click
on the supplier name to view their questionnaire. Note that some of
the subscription or community names may be abbreviated.

The columns of information available
will be limited to Subscription details
and, if available, audit information.

Figure 62: Product Search Results

Tick Suppliers
By ticking the box next to a suppliers
name, or the box at the top (which
selects all supplier’s from the results),
you can access more reports in the
Actions area.

Actions
Here you can access
various reporting options

Tip:
The results will only display
suppliers with validated
questionnaires.

Refine Search
You can remove search
criteria by clicking on the
relevant
on the right handside. Click on the Products
and Services tab at the top to
add further search criteria.
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Search Actions & Reports
There are a number of reports available:
Reports on all Suppliers:
Supplier List - creates a PDF containing the details of your search and the suppliers returned, which
can be used as an audit trail.

Figure 63: Search Reports

Reports on Selected Suppliers:
Contact Details - exports contact details for all suppliers in your search into a spreadsheet, which can
be used for mail merges.
Products Codes - exports details into a spreadsheet of all the suppliers in your search along with
information on the products / services they provide.
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Supplier Questionnaire
From the search results, you can click on a supplier name to view their questionnaire. As a Supplier
Patron user, you will be able to see only partial company information on each supplier. Initially the
Company Profile is shown which summarises the supplier information such as subscriptions,
questionnaire status and contact information.
You can click on the menu on the left hand side to see further
information.

Tip:
If the questionnaire has not yet
been validated, only basic
information will be available.

Figure 64: Supplier Questionnaire

Assessments and Audits – if available within your community, basic details of what assessments or
audits the supplier has completed will be listed.
Company Information – here you will be able to see all company details for the supplier
Contact Details – in this section you will have visibility of the main contacts for the supplier
Products & Services – here you will be able to view a list of the products/services selected by the
supplier.
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NOTiCE
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This section of the guide is only applicable to suppliers who purchase NOTiCE as an additional product. In
order to view NOTiCE, you will also require the correct permissions.
NOTiCE gives businesses the facility to be emailed relevant contract opportunities occurring in the UK and
across Europe within all industry sectors, as published in the Official Journal of the European Union
(OJEU). Emails are delivered daily as soon as notices are published in the OJEU, giving businesses
immediate market intelligence. Access to the entire OJEU database containing thousands of business
opportunities is included.

If purchased, a
link will be
available on
your home page
to take you into
the NOTiCE site

Figure 65: NOTiCE Link on Home Page

The NOTiCE site has the
same functionality as it
currently does, with a link
to take you back to your
home page.

Permissions:
NOTiCE for Suppliers
Figure 66: NOTiCE Website
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To Amend the CPV Codes Selected
• Click on “Your Email Profile”, then the link to “amend your CPV Code selections”
• Then “Add a CPV Code”
• Either use the search facility at the bottom of the page, or select into each subset of folders to locate codes
of interest
• Once you have selected a code, click OK to add it, or cancel if not
• If you wish to remove any existing code, change the option to Excl from Incl and “save ALL changes”
• Click “Close” when you have made all changes

To Amend the Email Addresses that Receive the Notifications
• Click on “Your Email Profile”
• Enter the email address you wish to add into the field and click the >> icon to add to the list
• To remove an email address, select it in the list of recipients and click the << icon to remove it

Figure 67 & 68: Update Profile
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To Search the OJEU
• Click on the Search OJEU option on the home page
• Amend the search to look at current notices or archived notices
• In the standard search option, enter the awarding authority/country/keywords
• In the advanced search option, enter the CPV code/document number or official journal number if known
• Click search to bring back any results that match your criteria
• Click on any Notice Title that is shown to see the detail of the contract

Figure 69 & 70: Search OJEU
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About Achilles
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Why do over 790 of the world’s largest businesses use Achilles?

UK Suppliers
commenting on
Achilles

Achilles helps businesses identify and manage potential risks in their supply chain in
order to protect people, planet and profit. Achilles identifies, qualifies, evaluates and
monitors suppliers on behalf of some of the world’s largest corporations. We carry out
thorough verification of supplier data and undertake thousands of on-site audits to
ensure the supply chain is compliant. This enables buyers and suppliers to form longterm, mutually beneficial and trusted relationships. We raise global standards by
forming communities of buyers and suppliers across a wide range of industries –
including automotive, construction, ICT, finance, mining and cement, oil and gas,
public sector, service industries, transport and utilities.

“Achilles key strength is
that it is the premier
accreditation standard in
our industry. It is essential
to winning high value
contracts from the biggest
buyers.”

How do we support suppliers?
Win new business
Our established communities of buyers enable suppliers to promote themselves to a
broad range of buying organisations – locally and in new markets. Supplier information
can be viewed by all buyer members in an Achilles Community, raising visibility and
opening up the potential for new business opportunities and revenue streams.
Reduce pre-qualification time and effort
As a supplier you can enter your pre-qualification information once making it available
to all buyers within the community. This delivers real benefits in time and cost savings
by avoiding the need to repeat detailed questionnaire completion for multiple buyers in
the same sector.

“We were given a buyer
contact list by Achilles and
we met a new client
through that”
“Achilles is primarily used
by us as a marketing tool
to differentiate us from the
competition. Once we are
accredited it helps us win
new business.”

Verified quality assurance
Achilles' independent verification is a key differentiator allowing you to demonstrate
your standards as a supplier. This verified quality provides credibility, and many
suppliers use Achilles Qualification "stamps" and scores as an integral part of their
marketing programmes.
Business improvement
Many elements of our service to suppliers provide feedback that can be used to drive
and demonstrate continuous improvement, and set you apart from the competition.
Buyers can view comparison data across suppliers, and view performance trends giving you the opportunity to demonstrate improvement and show superior
performance or standards.

+93,000
Worldwide
suppliers

790+ of the world’s
largest buying
organisations

11 industry
sectors

Global operations
in 22 countries
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Thank you.

www.achilles.com
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