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DASHBOARD  
The dashboard is a central location where you are able to effectively manage your Achilles 
account. 

 

PROFILE  
This displays how much of your profile you have completed, the data for the profile will be 
pulled from the questionnaire, therefore the profile will always be 100% complete. 

 

QUESTIONNAIRE  
If you make any changes to your questionnaire but do not submit to Achilles for validation, 
there will be a draft version held on the Dashboard.  The status indicates where the draft 
questionnaire is in the validation process, this will either be in edit mode or submitted. The 
progress section indicates the number of sections you have completed within the 
questionnaire. 
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PROFILE  
When a buyer finds your organisation in their search results, they will see your profile first. 
This provides more detailed information about your organisation, as well as links to your 
latest published questionnaire. We have provided a view of your profile so that you can see 
how your organisation is presented to buyers. 

 

Below is an example of the information we are displaying on your profile. 

 

 
 

AUDIT 
Current Audit 

If you are not required to complete an audit the box will display ‘Not Applicable’. 

Where your organisation has completed an audit the details will be available on your profile, 
including your ‘Report’ and ‘Audit Status’ 

 

• If your profile is showing a ‘tick icon’, then your organisation’s audit is current. 

• If you have an ‘explanation mark icon’ this means that your audit is out of date and a 
new audit will need to be completed to improve this status. 

• If you have a ‘cross icon’ this means that you are required to have an audit, but 
haven’t had one yet, you would need to undertake an audit to receive a tick icon. 
 

To view the full details of the audit, including scores and reports, click on the audit details 
link. 

 

Historic Audits 

Where the supplier has historic audits the details of each can be accessed by clicking on the 
view (eye) icon. 
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COMPLIANCE 
The compliance section indicates whether your organisation is compliant to work in the 
community, based on the information you have provided. 

 

• If you have a tick this means that you have completed the level of assessment 
required and your organisation is compliant. 

• If you have an ‘explanation mark icon’ this indicates that your organisation has not 
met the level of assessment required. 

 

The different levels of compliance are: 

• Member = (Level 1 in the previous Supply - Line system) 

• Silver  = (Level 2 in the previous Supply - Line system)  

• Silver+ = (Level 3 in the previous Supply - Line system)  
 

ACCESS TO QUESTIONNAIRE 
Click on questionnaire button in the top right corner of the profile to access the editable and 
published versions of the questionnaire. 

 

Please note that out-of-date information is displayed to buyers via your organisation’s 
profile and questionnaire, so it is important to keep this information up-to-date. 
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COMPLETING THE QUESTIONNAIRE  
The purpose of this section of the User Guide is to provide an overview of the qualification 
questionnaire and guidance regarding requirements that suppliers must fulfil to be 
published to buyers.    

 

QUESTIONNAIRE STRUCTURE 
The qualification questionnaire can be found via the dashboard, profile or header menu.  
The questionnaire itself is navigated from the menu page (see below for an example) and is 
broken down into a series of sections.  You can click on the information icon  to see a 
description of the key themes of each section. 

 

All sections must be completed before the questionnaire can be submitted for review.  Your 
organisation will only receive a published status (enabling buyers to see your 
questionnaire/profile) after responses are submitted and successfully validated.   

 

 
 

ACCESSING THE QUESTIONS 
 

 
Depending on user permissions, users can view, edit or download the questionnaire. 
 

• To edit a section of the questionnaire, click on the ‘actions’ icon located to 

the left of section title and then click on the ‘edit’ icon.  

• To view a section of the questionnaire, click on the actions icon and then click on the 

view icon.  Please note:  clicking the ‘view’ icon on the section title name will 

open a view only version of the section. 

• To download a copy of the questionnaire section, click on the actions icon and then 

click on the ‘download’ icon.  Please note:  the download will only include the 
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questions and responses currently visible in the questionnaire and will not include 

conditional questions that have not been triggered.  

QUESTION TYPES AND KEY FEATURES 
Within the qualification questionnaire there are various types of questions that a user may 
be asked.    

 

• Reusing Responses:  where the ‘reusable’ icon appears against a question the 
response can be used again where similar information is requested in a different 
context elsewhere in the questionnaire (eg: in a different section).   

• Repeating questions: some groups of questions can be repeated so that you can 
provide multiple entries. Click on the ‘Add’ icon to create another set of these 
questions.  Examples include financial information and contract references. 

• Evidence based questions:  where the ‘upload’ icon appears next to a question, 
the response requires a copy of a specific document in pdf document as evidence of 
supplier qualification against that specific topic.  

• Conditional Questions:   Some questions are dependent on the answers of other 

questions.  For example: Can it be demonstrated that this QMS has undergone any 

third party assurance (eg: audit) or certification to ISO 9001:2008 or equivalent? 

 

If the answer of this question is ‘yes’ additional questions will appear in the section, 

which will ask for details of the Awarding Body and the expiry date of the 

certification.  

 

QUESTIONNAIRE STATUS 
 

 
 

The top of the questionnaire menu page provides information about the current status of 
the supplier organisation and the degree to which the questionnaire is up-to-date.  

   

• The ‘status’ indicator refers to your overall organisational status regarding completion 
and submission: 
 
o In Progress: you are completing your organisation’s questionnaire for the first time 

and have not yet submitted a completed questionnaire for review; 
o Submitted: you have submitted the completed questionnaire and are awaiting 

feedback from Achilles regarding its publication; 
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o Review Required: your submitted questionnaire has been rejected and you need to 
address issues and resubmit; 

o Published: your questionnaire is validated and published; 
o Review due: the date at which it will be 12 months since last publication; 
o Expired: it has been more than 12 months since your questionnaire was last 

published. 
 

• The ‘Last Published’ date refers to the date when your organisation’s questionnaire was 
last successfully validated by Achilles in its entirety.  

• The ‘Review Due’ date refers to the date when the next review is required.   You must 
update and submit your organisation’s qualification questionnaire at least once every 12 
months. 
 

QUESTIONNAIRE SECTION STATUS 
Each section of the Questionnaire has an accompanying status, which reflects the degree to 
which it has been completed by the supplier.   

 

o Not started: this is the Questionnaire Section status that will appear if a supplier is 
new to Achilles and has not yet started completing the questionnaire.  This status 
may also appear in other specific circumstances. For example: You have upgraded to 
join a second community, requiring additional questionnaire sections to be 
completed. 

o In Progress:  this status indicates that a section has been started, but there are one or 
more mandatory questions that are yet to be answered.   

o Completed:  this status indicates that all mandatory questions have been completed 
within a section.            

SUBMIT FOR REVIEW 
When all mandatory questions and all sections are ‘Completed’, click on the ‘Submit for 
Review’ button, which will send the qualification questionnaire to our team of validators. 

The Data Checker will review the submission. When the review has been completed, an 
email will be sent to the primary business contact to communicate the outcome. 

   

If there are no issues with the submission, the status will change to ‘Published’, together 
with an updated date of last publication. 
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REVIEW REQUIRED 
If the Achilles data checker finds that there are issues with the submission, they will return 
the questionnaire to you for review and resubmission.    

 

• Notifications and prompts will appear in the supplier profile, and relevant sections of the 

questionnaire menu:  

o Click on a section that is highlighted with the ‘alert’ icon  
o Each question that has had an issue raised will be highlighted  
o Click on the ‘view issue’ link to see the comment left by the Data Checker 
o Make the necessary updates and save the section 
o Once all of the issues have been addressed, resubmit the questionnaire to Achilles.’ 
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REQUEST INFORMATION FUNCTION 
Request Information function is a tool that enables buyer organisations to ask 
supplementary questions of suppliers.  Questions may be asked specifically about upcoming 
opportunities or for buyer organisations to obtain information to supplement questions they 
have already asked within the questionnaire as part of the registration process. 

 

The buyer who initiates the Request Information event will use responses provided in the 
questionnaire as part of their initial selection criteria.  It is therefore important that you keep 
your organisation’s profile up to date and you have a valid Achilles subscription. 

   

THE REQUEST INFORMATION EVENT 
A Request Information event comprises two main sections 

1. Event details – contains key information and guidance about the event including any 

relevant supporting documentation uploaded by the buyer, deadlines and contact 

information. 

 
2. Questions – a range of response formats are available, set by the buyer.  Response 

options include 

I. Text – respond only with text 

II. Document upload – respond only with an attachment 

III. Single answer – respond from a pre-defined list with a single option e.g. 

Yes or No 

IV. Multiple answers – provide multiple responses from the pre-defined list 

Event Statuses 

Events will be one of two statuses:  

1. Open Events have been issued by the buyer organisation and are within the deadline 

specified  

2. Closed Events are events that have passed the deadline date.  

Statuses are visible in both the event or within the Request Information page. 

 

Response Statuses 

The response status changes as the event is populated with responses or based on whether 
the supplier wishes to register interest in the event or not.   

Registering Interest - Use the “Actions” button to register interest in an event.  
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Each event is assigned a range of statuses 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 

 

Changing a Response  

If the user has responded as “not interested” to an event, the questions will have a padlock 
symbol displayed against them.   

 

 
 

To change the status from “not interested” to “interested”, select the “Actions” button and 
select “interested”.  This will inform the buyer that the supplier is now interested in the 
event and unlocks the questions enabling the user to edit the response.   

 

DOWNLOAD AN EVENT 

To download the details from an event into Excel, select the “Actions” button within the 
event. 
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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 and access the questionnaire in either edit or view only 
mode. 

 

To add a user, simply complete the form with the user details, select the ‘User’ Achilles 
System Role and select the type of access for the questionnaire (edit or view only mode).’ 

 

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. 
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To add a User Administrator, simply complete the form with the user details, select the ‘User 
Administrator’ Achilles System Role and select the type of access for the questionnaire (edit 
or view only mode). 

 

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 word ‘Edit’ 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 ‘How to 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. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


