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About 3iVerify 

3iVerify is a cloud-based Supplier Compliance Management system that automates time consuming, 

laborious Supplier compliance monitoring tasks. The system does this by enabling any type of 

Questionnaire / Assessment to be sent to Suppliers for them to complete and upload information 

about the Supplier, their food safety and quality systems and their raw material and product 

information. It helps you verify their claims about food safety and quality and provides a 

documented record of this with a full audit trail. The data entered into the system by both parties 

has integrity built in, as each party cannot edit the other party’s information. This helps ensure that 

the information originates from the source that is making the claim. 3iVerify also provides tools for 

risk assessing the information that comes from Suppliers and ensures that robust due diligence and 

verification processes which stand up to regulatory and food safety and quality standards are in 

place. The system also provides easy ways to share information with others, such as regulatory 

bodies and customers, so that all supporting documentation can be viewed by those with whom the 

user or the Supplier wish to share it. 

About this User Manual 

This User Manual is intended for the use of Customers and Users of 3iVerify, so they can quickly gain 

an understanding of how the system works. 3iVerify is highly customisable and is developed 

iteratively, therefore some of the screens in this document may look slightly different to the latest 

version of the system. Please ensure that you are using the latest version of this document. You can 

request the this by contacting us at support@primority.com. 

For more information about 3iVerify please visit www.primority.com. 

Supported Web Browsers 

3iVerify is an HTML 5 compliant system and supports the latest version of Google® Chrome® and 

Microsoft® Internet Explorer® / Edge®. It should perform satisfactorily on the latest versions of all 

other HTML 5 compliant web browsers, but we do not guarantee this. We recommend that you 

always work on the latest version of the above web browsers for best results. 

Internet Connection 

As 3iVerify is a cloud-based solution you will require a fast internet connection for best performance. 

Conventions in this User Manual: 

Entity Names: These are data entities like Supplier, Customer, and any data that is saved or stored in 

the system and these will be Capitalized to make them stand out. 

On Screen Text: Where on screen text, or messages are referred to these will be quoted in “double 

quotation” marks. 

 

 

 

  

Tips: Any tips we recommend are highlighted in a yellow box like this one. 

 

Note: All 3iVerify module names and system entities in this document, e.g. Supplier, Manufacturer, 

Material, etc. will be indicated with Capitalisation. 

 

mailto:support@primority.com
http://www.primority.com/
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1. Introduction to Approvals 
A robust Supplier and Material approvals process is an extremely important part of quality and food 

safety management standards. It is required of all GFSI (Global Food Safety Initiative) benchmarked 

standards like BRCGS, IFS, FSSC 22000, SQF, etc. The main objective is to have a written approval 

that is based on information provided by the Supplier and then checked, verified and, where 

required, risk assessed by the buyer of the products. 

Typically, Supplier approvals and Material approvals are managed by the Technical or Quality 

Manager within a food business. In larger companies, a team of people may be responsible for these 

tasks whereas in smaller companies it may be an individual manager or even the owner of the 

business. In all cases, it is important to ensure that there is a robust process in place and that the 

correct information is gathered, assessed and recorded for due diligence and audit trail purposes so 

that auditors, standards owners, customers and regulators can have confidence in the standards 
that your business operates to. 

3iVerify’s Supplier Management module provides users with powerful Supplier and Material 

approval tools based on: 

• Manual approvals 

• Questionnaire approvals 

This document explains how to manage both manual and automated Questionnaire approvals. 

The general principle of 3iVerify, and one of its greatest benefits, is the ability to send electronic 

approval questionnaires to Suppliers and Manufacturers of Materials. These questionnaires are 
classified into two general types: 

1. Supplier Questionnaires – covers anything to do with the Suppliers and their 3rd party 

Manufacturers 

2. Material Questionnaires – covers anything to do with a specific Materials you buy from 

Suppliers and their 3rd party Manufacturers 

Note: Questionnaires may be completed by the Supplier or a third party Manufacturer. 

This allows the flexibility to approve a Supplier separately from a Material and gather highly detailed 

information about the Supplier and the Materials they supply. 

In addition to the above it is important to distinguish the difference between a Supplier and a 

Manufacturer so that we can understand which entity is to be approved or unapproved and under 

which circumstances. For example, you may purchase a material from a Supplier who is an import 

broker, but they are not the Manufacturer of the Material. In this case you may wish to have a 

Supplier approval for the import broker in addition to a Supplier approval for the manufacturer. In 

addition to these Supplier approvals, you may want to have a separate Material approval for each 

Material from the Manufacturer. It is therefore conceivable that you can have an import broker or 

wholesale Supplier who has multiple Manufacturers for Materials that the import broker or 

wholesaler suppliers. This may be especially true for commodities like butter, sugar, flour or fresh 

produce. In this case you are highly likely to require a separate approval for each Manufacturer and 

Material combination to ensure that you are compliant with global food safety standards, quality 
standards and food regulations. 
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2. Master Approval Status 
The Master Approval Status of a Supplier, Material or Manufacturer is determined by the outcome 

of the approval process. This operates in conjunction with Questionnaire automation whereby the 

relevant Master Approval Status for a Supplier, Manufacturer and Material will automatically be set 
to Approved when the Questionnaire is approved. 

It also follows that when a Supplier, Material or Manufacturer questionnaire is unapproved that the 

relevant Master Approval status can (optionally) also be unapproved. Why optionally? It is not 

always the case that when a Supplier Questionnaire or Material Questionnaire is unapproved that 

the Supplier or Material is also unapproved. For example, a Supplier may have legitimately changed 

the formulation of a Material and informed the customer of this. In this case, the Material 

specification questionnaire would then need to be reviewed but this does not mean that the Master 

Approval status of the Material will be unapproved whilst the review takes place as this would cause 
disruption to the supply chain / inventory. 

In addition, there may be cases where the Supplier or Material approval may need to be put ‘on 

hold’ or unapproved during a food safety or quality incident until a suitable corrective action has 

been put in place and verified. 

There are three ‘levels’ of Master Approval status as follows: 

1. Supplier 

2. Material 

3. Manufacturer / Material combination 

All three levels are shown (numbered) as follows in the Supplier details tab: 

 

  

1 

2 

3 
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The Master Approval status can be toggled to Approved, On hold and Unapproved. This can ONLY be 

done by either an Admin user or a user with Questionnaire Approver privileges. 

Whenever changes are made to ANY of the Master Approval status levels the user must enter a 

reason for the change in Master Approval status. The changes to Master Approval status are logged 

in the Master Approval audit trail with the details of the change, who changed it and when. This 

process is shown below: 

E.g. Changing the Supplier Master Approval Status:

 

The audit trail of all changes to Master Approval status are then available through the ‘History’ icon 

to the right of the Master Approval status toggle buttons as shown below: 

 

 

  

1 

2 



 

Printed on Issue No. Issue Date Review Date Creation Date Document Author Document Approval Document Ref. Page 

Jan 22nd 2020 1.0 Jan 22nd 2020 Jan 22nd 2021 Jan 22nd 2020 Gwyneth Robertson 

Operations Manager 

James Flynn 

Director 

Approvals 7 

 

Commercial in confidence. 

When the Master Approval history icon is clicked the user will see the full audit trail of Master 

Approval status changes as shown below: 

 

The above principles apply to all levels of Master Approval status. 

Master Approval Status changes from Questionnaire Unapproval: 

Questionnaires in 3iVerify can switch the Master Approval status to Approved or Unapproved but 

they cannot place a Master Approval status to ‘On hold’. This happens when the Questionniare 

(Supplier, Material / Manufacturer) is Approved or Unapproved. However, when a questionnaire is 

Rejected (e.g. from within the Questionnaire) this has NO EFFECT on the Master Approval status, 

and you are advised to change this manually and record the reason for the change as normal. 

Whenever the relevant Master Approval status is going to be changed by a Questionnaire 

Unapproval (for example when ‘unapproving’ a Questionnaire from the Supplier Approval tab or 

Supplier Material tab) to an Unapproved state the User is always prompted to check if they want to 

set the Master Approval status to Unapproved. When a Questionniare is Approved, however, the 

relevant Master Approval Status is always set to Approved. Below is a table of when the Master 

Approval status is changed: 

Scenario User prompted Master Approval Status 
A Supplier has Supplier Master Approval 
status = Approved and the User has 
unapproved a Supplier questionniare for this 
Supplier. 

Yes Supplier Master approval 
status is unapproved if User 
says Yes, otherwise the 
Master Approval status 
remains unchanged 

A Supplier has Supplier Master Approval 
status = Approved and the User has 
unapproved a Supplier questionnaire 
relating to a linked Manufacturer. 

Yes No Change for Supplier Master 
Approval status but the 
Manufacturer is Unapproved 
in background if User says Yes, 
otherwise the Master 
Approval status remains 
unchanged. 
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A Supplier has a Material Master Approval 
status of Approved for a given Material they 
supply directly (i.e. no 3rd party 
manufacture) and the Material 
Questionnaire for this Material is 
Unapproved. 

Yes Material Master Approval 
Status is unapproved if User 
says Yes, otherwise the 
Master Approval status 
remains unchanged. 

A Supplier has a Material Master Approval 
status of Approved for a given Material 
where they have a Manufacturer who 
supplies them, and the Material 
Questionnaire for this Material is 
Unapproved. 

Yes Manufacturer Master 
Approval Status (for the 
Material) is unapproved if 
User says Yes, otherwise the 
Master Approval status 
remains unchanged. 

 

In each case above the decision of the User determines whether the Master Approval Status is to be 

changed and a reason for any change must be recorded in the system. 
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3. Manual Supplier and Material Approvals 
When 3iVerify is first implemented you will probably have an approved Supplier list, some of which 

will have been approved recently. In this case we would not want to send out a Supplier or Material 

questionniare since we do not want to burden the supplier with more work. Instead, we can simply 

upload our documented approval in the Supplier Approvals (or Material Approvals) area of the 

system. To do this follow the instructions below (Example shown is for Supplier Approvals, for 

Material Approvals click on the Material tab at Step 3 below instead of Approvals tab – the process is 

the same except that you will select the name of the Material you are seeking to have approved): 

Step 1: Go to the Supplier module 

 

Step 2: Search for the Supplier and load the Supplier record 
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Step 3: Click on the approvals tab 

 

Step 4: Select the manual approval option 
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Step 5: Upload the approval document and set the approval status, approval date and expiry date 

 

Step 6: Set the ‘Auto send questionniare on expiry’ and, if setting this, choose the Questionniare 
to be sent automatically upon expiry of the manual approval. 

 

Note: Upon expiry of the approval an email will be sent to the Supplier Technical Contact with a link 

and login details to the selected questionniare. This means that you do not need to remember to do 

this. 
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Step 7: Set the Manufacturer (if appropriate) that this approval applies to (if the approval relates 

to a Manufacturer of the supplier). 

 

Step 8: Click “Add New Approval”  
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After the above steps have been completed the Approval will be added to the Supplier Approval 

record in the grid, as shown below. 

 

The manual approval document can be viewed at any time by clicking on the hyperlink. 
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The approval record can be edited, and deleted (archived), as required using the action menu on the 

right of the grid as shown below. 

 

When editing a manual approval record the details will be displayed in the approval editor ABOVE 

the approval grid as shown below. This can be changed and updated as needed. Remember to click 
Update approval when you are finished making any changes. 
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4. Automated Questionniare Approvals 
The real power of automation within 3iVerify comes with the use of its’ Questionnaires. These are 

designed, within the system, to meet almost any information gathering and assessment criteria and 

then they are sent to the Supplier so that the User may assess and approve the Supplier, its’ 

Manufacturers and Materials supplied. This section will run through how to Send a Questionnaire 

and Approve a Supplier, Manufacturer and their Materials and describe the effect that this has on 

the relevant Master Approval status. 

4.1 Sending a Supplier Questionniare 

To send an Approval Questionnaire to an existing Supplier click on the “Approvals” tab and then 

select the Questionnaire you wish to send. 

1. Ensure that the “Automated approval” option is selected. 

2. Select the Assigned User whom you wish to manage the Approval request (this defaults to the Account 

Manager for the Supplier but can be changed to any listed Questionniare Approver User on the list. 

‘Questionnaire Approvers’ for your company are defined in the Admin>User area. 

3. You may choose to add one or more CC Contacts to the request to give them visibility of the request (they 

will be CC’ed on the email request).  

4. Next, select the Questionniare you wish to send. The date of the last time this questionniare was sent will be 

displayed. This is used to inform you if someone else has already sent an approval request to prevent you 

sending a duplicate in error. The Deadline field will be populated automatically (based on your settings, this is 

normally 20 days from the date of first sending) but you may edit this to suit your needs now or later.  

5. If the approval request is for a specific Manufacturer you can click the ‘Manufacturer questionnaire’ 

checkbox to display the list of Manufacturers for the Supplier and select the appropriate one. If the 

Manufacturer you want to send to is not in the list, then you need to go to the Details tab and add it.  

6. You may then set the “Auto send on expiry“ checkbox  (this is normally set to on) to schedule the 

Questionnaire to be resent after the expiry date has passed. You may also elect NOT to send an email to the 

supplier by clicking the ‘Don’t send email’ checkbox. This can be useful if the supplier is aware you are sending 

it and is already in the system. 

7. Click the ‘Send Questionnaire’ button. This will send an email with a link to the newly created Questionniare 

to the Supplier Technical Contact. 

 

 

1 

2 

3 

4 

6 

7 

5 
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Note: When a Supplier Approval questionnaire is sent, an email is sent to the Supplier Technical 

Contact with a link to the login page along with their login details. Emails may also be CC’d to an 

email address of your choice, depending on your selection. They may also be sent the Commercial 
Contact if the CC to Commercial Contact checkbox (in the Contact Details area) is selected. 

What the Supplier will see: The Supplier Technical Contact will receive an email as follows: 

 

The Supplier Questionnaire View: 

When the Supplier logs in they will see a list of all the Questionnaires you have sent to them like the 

one below: 

 

 

 

 

 

 

 

 

 

 

  

The supplier will receive an 

email from the Account 

Manager via 3iVerify. This will 

contain a link to the 

Questionnaire and their login 

information. 

After login, the Supplier 

Technical Contact will see a 

list of all Questionnaires they 

have completed in the past in 

addition the new request. 
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Supplier Questionnaire Submission: 

When the Supplier submits the Questionnaire the ‘Assigned User’, or Account Manager, for the 

Supplier will be informed by email. 

 

 

 

 

 

 

 

 

 

 

 

 

What the Account Manager / Assigned User Sees: The Account Manager or Assigned User of the 

Supplier will receive an email informing them of the submission of the Questionnaire for approval as 
shown below: 

  

The Account Manager (or Assigned User) responsible for Approvals for this Supplier may then log in 

and then complete the Approval process (described in the next section) which will result in a PDF 

with links to all supporting documentation being produced.  

After the Supplier has 

completed ALL mandatory 

fields in the Questionnaire in 

the Questionnaire and 

submitted it for approval the 

Questionnaire will then be 

locked to the Supplier so they 

cannot change it while you 

are reviewing it. 

If you choose not to approve 

the Questionnaire OR Unlock 

the Questionniare, the 

Supplier make changes and 

re-submit. The Supplier will 

receive notifications from you 

if this occurs along with 

instructions. 
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9. The Approval Process: 

When you have been notified that you have a Supplier, or Material, Questionnaire submitted for 

Approval in 3iVerify you will need to click on the link (or log in manually and find the record) and 

open the relevant Questionnaire for approval. When you log in manually, you can simply search the 

Questionnaire List for the Supplier name, Questionnaire name or Questionnaire Reference Number 

as shown below. You may also use the quick filter buttons at the top of the screen. Then click on the 
Action menu to the right and select ‘Approve Questionnaire’. 

 

The Questionnaire will be loaded on screen as shown below. Notice that all information that the 

Supplier has entered is read only to you, so you cannot alter this. Any information that you enter can 

only be entered in the ‘Office use’ defined fields in the Questionnaire. This is where you will record 

your assessment of the information provided by the Supplier in each section of the Questionnaire. 

 

Your task now is to click through the navigation buttons at the bottom of each Section and Approve, 

request Action on each section. 
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Action Requests: 

There is a special section (and page) on every Questionnaire issued called Actions. This is a place 

where you can ask the Supplier for Action or feedback on information they have entered, and the 

Supplier can respond to your Action, feedback or comments. Conversely, the Supplier can ask you 

for Action, clarification or feedback and respond to your requests. This is a two collaborative 

conversation and it maintains an audit trail of the conversation about the Sections int the 

Questionnaire and the information stored there. The Action button is available at the bottom of 

every section and at the bottom of the final Sign Off Page. When you click on this you will get a pop 

up like the one below.  

  

Note: If you have several Action points, you may NOT want to send an email every time as this could 

become tiresome for the Supplier. In this case, only allow the email notification to be sent on your 
LAST Action point. 

 

  

An email notification will be sent 

to the Supplier each time you add 

an Action point, unless you check 

the “Don’t send email” checkbox. 

Note that you can also Unlock the 

Questionnaire by checking the 

‘Unlock Questionnaire’ checkbox. 

This is important as, if the 

Questionnaire is locked, the 

Supplier will not be able to change 

any information or upload any 

Documents. 

 

An email notification will be sent 

to the Supplier each time you add 

an Action point, unless you check 

the “Don’t send email” checkbox. 
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There is also a separate Action (summary) page which may be viewed by both the Supplier and you 

at any time. An example of this is shown below. 

 

 

 

 

  

Notice that a full audit trail of 

Actions (and Feedback) is available 

from both sides. 

This is included in the final 

Approval document for the record. 

Actions can also be raised and 

responded to here in this section. 

 

1. When you open a Section 

that if you have Actions to 

respond to there will be an 

alert banner at the top of the 

page. 

2. A red Comment icon will 

appear on the left menu for 

any sections that have 

outstanding Actions. 

Note: Completion of Actions is not required for final approval, as some of this may simply be commentary. 

It is always a good idea to check the Action page before you complete the final Questionnaire Approval 

however to ensure that all outstanding points have been addressed. 
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Final Approval: 

When you have been through all sections of the Questionnaire and have: 

1. Checked the information and documents uploaded by the Supplier 

2. Checked that all the Actions have been completed 

3. Approved each individual Section you will eventually get to the Sign Off page. Here, you 

need to enter your details and then submit the Final Approval. This will require you to enter 

your login details to form an electronic signature. 

4. Note, that the Approve button will not be enabled until all mandatory information, including 

the ‘Office use’ fields, have been completed. When you click the Approve button for the 

entire Questionnaire you will see the Electronic Signature screen as shown below. Enter your 
3iVerify password to sign off the Approval.  

 

The PDF Approval documents will now be generated, and an email will be sent to the Supplier to 

inform them of the Approval and provide a link to view and download the PDF document. If you 

decide to Reject the Questionnaire at any stage, a message will be sent to the Supplier to inform 

them off this and you will be able to enter a reason for Rejection. Approval of Questionnaires will 

automatically change the Master Approval status as shown below: 

Important Notes for Master Approval Status: 

1. Master Supplier Approval: When a Supplier Approval Questionniare is Approved it will 

automatically set the Master Approval status for the Supplier to Approved. 

2. Master Material for Supplier Approval: When a Material Approval Questionniare is Approved for 

a Supplier (and there is no Manufacturer involved) it will automatically set the Master Approval 

status for the Material for that Supplier to Approved. 

3. Master Material for Manufacturer Approval: When a Material Approval Questionniare is 

Approved for a Manufacturer it will automatically set the Master Approval status for the 

Manufacture and Material combination to Approved.4 

4. Master Approval Status Override: You can set override any of the Master Approval Status flags at 

any time provided you have Admin or Questionniare Approver privileges. 
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Viewing the Final PDF Documented Approval: 

To view the final document, go to the Questionnaire List screen and search for the Approval. You 

may filter the results by selecting the quick search ‘Approved’ button at the top of the screen  or 

searching by Reference No, Assigned User or Questionnaire title.  

 

 

 

 

 

 

 

 

 

Support and Help: 

If you have any questions or require support or training please email support@primority.com or visit 
https://www.primority.com/academy for more information. 

After the PDF document has been 

generated it can be viewed in the 

Questionnaire List screen by 

clicking on the “View PDF” link or 

on the Questionnaire name link. 

This will display the document. 

Note: You can unlock an Approval 

using the Unlock Questionnaire 

menu item. This supplier will be 

notified and can then make any 

amendments. They will need to 

re-submit for approval when the 

task is completed. 

mailto:support@primority.com
https://www.primority.com/academy

