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SEARCH 

Start your search either by accessing supplier search from the main menu, or by clicking on 
the magnifying glass in the page header. Clicking the latter will open up a text box, and text 
entered will search against supplier name, region of supply and commodities/products 
supplied. 
 

 
 

From your results you can access supplier profiles, start Request Information events and 
export results to Excel. Note that the suppliers you see will depend on your community 
membership.  

 

KEYWORD SEARCHING 
The text you enter will be matched against company name, Achilles ID, commodity code, 
commodity name, and region of supply. To match a whole phrase, use inverted commas as 
follows: “steel pipes”. Note that keyword text must always be entered first to commerce a 
search.  
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FILTERS 
The filters shown down the left of the screen 
can be used to narrow your results. They are 
expanded or collapsed using the arrow 
symbol in the dark grey bar.  

The search results on the right will be 
continually updated as you add and remove 
filters, with the yellow counter top left 
showing how many suppliers match your 
criteria. 

You will see the following filter types: 

- Commodity Codes: Filter suppliers by 

the products or commodities they 

provide. Click the select button to 

open up the selector and then drill 

down through the structure. Use the 

drop-down to decide whether you 

want suppliers who match all or any of 

the commodity code selections.  

- Location: Find geographies that 

suppliers serve, and decide whether 

you want suppliers who match all or 

any of the location selections.  

Once you have made selections across 
different filter categories, you can review these at a glance by clicking on the eye symbol at 
the top of the Filters pane. Click on the crosses if you want to remove individual filter terms. 

All filters, including keywords can be cleared at once using the Clear all filters button located 
bottom left.  
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VIEWING RESULTS AND DOWNLOADING 
Your search results list will load progressively each time you scroll to the bottom of the 
screen. From the list you have access to several powerful pieces of functionality:  

- Results grid provides an at-a-glance view of data including maximum contract size 

and key compliance factors. The compliance columns should be understood as 

follows: 

o Quality Management System: Supplier has a QMS that has undergone third 

party assurance. 

o Environment Management System: Supplier has an EMS certified to an 

international standard.  

o Health and Safety Management System: Supplier has a certified or audited 

HSSE policy that has undergone third party assurance. 

o Irish Labour Law Compliant: Organisations employing staff or sub-contractors 

in Ireland who comply with current Irish labour laws 

- The State column shows as “Current” if the supplier has an up-to-date profile. The 

state is shown as “Out of Date” if the supplier profile information has passed its 

expiry date.  

- Click on the dots and eye icon at the left of each row to access each supplier’s profile  

- Sort by clicking on column headers.  

- After clicking in the circular row selectors (select all using the circle in the list 

header), you can download your supplier list to Excel. The file will detail all of the 

search criteria used.  

 

REQUEST INFORMATION 
You can also use the search results to initiate a Request Information event. Go to next 
section in User Guide. 
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REQUEST INFORMATION 
Request information is a tool that enables your organisation to ask questions of suppliers as 
part of a tender process, or to obtain supplementary information on an adhoc basis.  A 
request information event can be issued to any supplier as long as they have a valid Achilles 
subscription and meet the criteria the user has selected.   

 

Once issued, suppliers will be notified of the event and be able to provide responses as 
appropriate. 

 

EVENT STATUSES 
Events have three statuses 

1. Draft are events that have in the process of being defined but have not been sent to 

the supplier. Content added to the event will be autosaved as it is populated, and 

only draft events may be deleted. 

2. Open events have been issued to suppliers and are within the deadline specified 

within the event.  

3. Closed events have passed the deadline date.  
 

SUPPLIER RESPONSE STATUSES 
Suppliers can choose to respond to events or not and may also change their response status 
as long as the event is in OPEN status.   

In addition, a number of other statuses are allocated based on the progress made by the 
supplier as follows: 

Invited - the buyer organisation has sent the event, but a response has not been 
provided 

Interested – the supplier organisation has registered an interest in the event to the 
buyer but a detailed response has not yet been provided 

Not interested – the supplier organisation has registered as not being interested in 
the event 

In progress – the event is being populated with a response.  Note, responses are 
automatically saved. 

No response – no response has been provided to the buyer 

Responded – the response has been sent to the buyer 
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The status of the response is displayed in the relevant column as shown below. 

 

 

 

CREATING AN EVENT 

Events comprise three main sections 

Event details 

Key information about the event can be added here.  Supporting documentation can easily 

be attached to the event along with mandatory information which is clearly indicated.   

Note: there is a maximum file size of 30MB to each single file.  There is no limit to the 
number of files that may be uploaded. 

If the buyer organisation wishes to allocate a different contact within their own 
organisation to manage responses and be the main point of contact for suppliers, an 
alternative may be selected by clicking on the drop-down option within the “Event 
Contact” field.   

 
Questions 

A range of question formats are available for the supplier to respond.   This has been 

designed to ensure suppliers provide the relevant information requested.  Select the 

appropriate question format from the list available below:   
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Text     suppliers can only respond with free text 
Document upload   suppliers can only respond with an attachment 
Single answer   suppliers can respond with a single response from a list that 

you have created 
Multiple answers   suppliers can select multiple responses from a list that you 

have created 
 

Select suppliers 

Searching for, and the selection of suppliers is carried out using the search feature which can 

be accessed directly from the Request Information tool.  To add suppliers to an event that is 

in draft status, click on the supplier area of the event, select the “Actions” button and select 

the “search for suppliers” option.  Once the relevant suppliers are selected, select the 

“Actions” button and select “Add to existing Request Information event”.  Once selected, the 

suppliers are displayed within the Request Information event. 

 

 
 

Issue Event  

Once satisfied that the event is ready to be issued, the email notification sent to suppliers 

can be viewed (note, the content of the notification cannot be changed).  As soon as the 

event is issued, its status will change to OPEN and can no longer be edited. 
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VIEWING SUPPLIER RESPONSES 
When responses have been received from suppliers, they can be downloaded in to Excel by 
selecting the Actions button within the event under the “suppliers” section of the event.  
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VIEW SUPPLIER PROFILE  
 If you want more details on suppliers, you will be able to view the suppliers own personal 
organisation profile on the Achilles system. 

 

The supplier profile will include the suppliers compliance data and audit details and access to 
their full questionnaire data. 

 

ACCESS THE SUPPLIER PROFILE 
You will be able to access the supplier profile once you have undertaken a search and have 
found the supplier that you would like to view. 

 

 
 

 

As the image displays above to view thepProfile click on the 3 dots to the left-hand side of the 
supplier details, an eye symbol appears, click on this to view the profile. 

 

SUPPLIER PROFILE ITEMS 
 

 
 

COMPLIANCE 
The compliance section displays the supplier’s compliance after completion of their 
assessment.  This indicates whether the supplier is compliant to work in the community based 
on the information they have provided. 
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• If they have a ‘tick icon’ they have completed the level of assessment required and 
they are compliant. 

• If they have an ‘explanation mark icon’, this indicates that they do not meet the 
standards required and would need to complete the required level assessment to 
become compliant. 

 

AUDIT 
Current Audit 

Where the supplier has not completed an audit ‘not applicable’ will be displayed on the profile 

Where the supplier has completed an audit, details will be stored on the supplier profile, this 
is where you will find the full audit report details and audit status. 

• If the supplier has a ‘tick’, then the audit is current 

• If they have a ‘cross’ this means that the supplier has not completed an audit when 
they are meant to. 

• If the supplier has an ‘explanation mark’ this means their audit is out of date. 
 

View the full audit details, including scores and reports by clicking on audit details link. 

 

Historic Audits 

We also display the suppliers historic audits which you can access through this profile page 

 

Access to Questionnaire 

Click on the ‘questionnaire’ button to see the supplier’s latest published questionnaire. 
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MANAGE USERS  
If you have been granted the User Administrator permission, you will be able to access 

‘Manage users’ from the Header bar, with the settings symbol  . 

  

CREATE A NEW CONTACT, USER OR USER ADMINISTRATOR 
If you want to create a new contact or user, click on the ‘Create New Contact’ button within 
User Management as detailed below. You will be required to provide a first name, last name 
and email address as a minimum for each person. 

 

 
 

There are three types of Achilles system roles’- types of users that you are able to select, 
below include the descriptions and how to set them up. 

 

Contact  

You are able to name contacts, they will not have any access to the system. 

 

To add a contact, simply complete the form with the contact details and click on the ‘save 
and close’ button. 

 

User 

Users will be able to use the system. To add a user, simply complete the form with the user 
details, select the ‘User’ Achilles system role. 

 

Once complete, you need to invite the user, click on the ‘Invite’ button and an invitation will 
be sent to the user to create their password. 

 

User Administrator  

User Administrators have the same access to the system as a user, along with the ability to 
add, edit and delete users. 

 

To add a User Administrator, simply complete the form with the user details, select the ‘User 
Administrator’ Achilles system role. 
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Once complete, you need to invite the User Administrator, click on the ‘Invite’ button and an 
invitation will be sent for the user to create their password. 

 

VIEW AND EDIT CURRENT USERS 
A list of all of your organisation’ current contacts and users can be searched, viewed and 
edited. 

 

• Search for a user by typing in their name in the search bar. 

• View a user’s details by clicking on the row of the user in the list. 

• Edit a user’s details by clicking on the ‘Edit’ link next to the user in the list. 

 

 
 

A number of options will be presented; 

Edit Icon  click on this icon to make any change to user details or to change the 
permissions of a user (instructions to do this are set out in the beginning section of this 
guide – see ‘Create a Contact, User or User Administrator). 

User Icon   click on this icon to activate the user.   

Disassociate Icon  click on this icon to disassociate the user from the account. 

 

 

 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


