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About 3iVerify 

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

laborious Supplier compliance monitoring tasks. The system does this by enabling Questionnaires, Assessments, 

Audits and Information Requests to be sent to Suppliers for them to complete and upload information about the 

Supplier and / or Manufacturer. This helps efficiently gather information about 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 Manufacturers and ensures that robust due diligence and verification processes, that 

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 3iVerify 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. Because 3iVerify is highly customisable and is developed iteratively, 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 latest version 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 for enhancing your experience are highlighted in a yellow box like this one. 

 

mailto:support@primority.com
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1. Logging in to 3iVerify 

To log in to 3iVerify you will need to know the following information: 

Information Example Comments 

Web address us.3iVerify.com or 
portal.3iVerify.com 

This is the address of the local server your 
3iVerify application runs on. 

Account name e.g. MyAccountName01 This is used to determine the connection to 
your dedicated database. 

User name e.g. jf@haccpnow.com This is your username (normally your email 
address) 

Password e.g. password This will be the password assigned to you, or 
the password you have set. 

 

 

Note: If you have forgotten your password you may request that it is resent to your email address by clicking on the 

‘Forgot Password’ link directly beneath the ‘Sign In’ button. 

 

mailto:jf@haccpnow.com
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2. The Main Menu 

Once you are logged in the “Home” menu will be displayed as shown below. Simply select the area you wish to work 

with. 

 

 

 

  

Tip 1: If you wish to keep the page open that you are working on but want jump into another area of the system 

to check or edit something, right click on the area you wish to visit on the left menu and select ‘Open in a new 

tab’. 

Tip 2: Sometimes, depending on your screen resolution and web browser settings the screens may appear a little 

squashed. To remedy this, use the CNTRL + plus or minus keys on your keyboard to zoom in, or out, until you will 

find a level of ‘zoom’ that works for you. If the problem persists you may need to change your screen resolution 

to a higher one. 

Please note that the “Home” menu is 

also shown on the left of the screen 

and you can easily navigate to any 

other section at any time. 

If you do not have Administrative 

Privileges you will not be able to 

access the Admin area. 
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3. Adding a New Supplier 

Managing Supplier information is a key, but sometimes complex, task that will ensure that your business has up to 

date information on your Suppliers, their Contacts, the Materials they sell to your company. It is also how we will 

manage the details of who the Manufacturers are for these Suppliers and Materials they supply. This is important 

where the Supplier is a ‘middle man’ third party type of business like an import agent, broker, aggregator or 

wholesaler. In this section we will look in detail at the essentials of managing Suppliers, Contacts, Material and 

Manufacturers. For clarity, we will first define who these entities are and what the relationship is between then so 

that things are clear when you use 3iVerify: 

Key Supplier Entities in 3iVerify: 

• Supplier – This is the company you buy materials (raw materials, ingredients, food products, packaging or 

other supplies) from.  They may, or may not, be the manufacturer of the products that they sell you. For 

example, ingredients manufacturers and agri produce growers often distribute their products through 

wholesalers, agents. Brokers and aggregators. In this case the Supplier will not be the Manufacturer. 

 

• Contacts – These are the Contacts at the Supplier. Typically, we are interested in the Commercial, 

Emergency and Technical Contact at the supplier as these are key people that we may need to interact with. 

You can also store Additional Contacts in 3iVerify for larger organisations. 

 

• Material – This is a list of Materials that you purchase for re-sale or for use in your Products or food 

operations. These may be finished products, raw materials, ingredients, chemicals, packaging and other 

supplies for which you need to monitor legality, quality. 

 

• Manufacturer – This is the actual Manufacturer of the Material that you purchase. It is important to 

understand that there may be more than one Manufacturer for a given Material, e.g. commodities like 

sugar, salt, packaging, etc may come from multiple Manufacturers. They may also come from different 

Suppliers. 

 

To get started click on the Supplier menu option at the “Home” menu. To add a new Supplier Simply click on the 

green ‘Add Supplier’ button.  

 

Clicking the “Add new supplier” 

button will result in the Supplier edit 

screen below. Complete the details 

and then save the supplier record. 
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Please note that if you do not know 

the Supplier address, or you want 

the Supplier to complete this 

information you may click the ‘Is 

Optional’ checkbox to bypass the 

need to enter all the address details. 

Note: You will need to complete the 

Contacts tab information before 

you will be allowed to save a 

supplier. 

 

Tip: If you want the Supplier to add their correct details, click “Is Optional” when saving the Supplier Details, they 

will update the address when they complete their first Questionnaire. 
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Mandatory Supplier Information: 

The mandatory information required in the Supplier details tab is as follows: 

Field Mandatory Comments 

Client / Site Y This is where you select the Customer of the Supplier, normally 
YOUR business name. 

Site Y Not mandatory when ‘Is Optional’ is selected. 

Supplier Name Y  

Site Name Y Not mandatory when ‘Is Optional’ is selected. 

Address 1 Y Not mandatory when ‘Is Optional’ is selected. 

Address 2 Y Not mandatory when ‘Is Optional’ is selected. 

Address 3 N  

Address 4 N  

Address 5 N  

Post / Zip Code Y Not mandatory when ‘Is Optional’ is selected. 

Country Y Not mandatory when ‘Is Optional’ is selected. 

 

Contacts Information: 

Before you can save a Supplier, you must as a minimum, select the Account Manager from the Customer / Client (i.e. 

the Customer of the Supplier) and enter the details the Technical in the Contacts area shown below. This is required 

because we need to know the Technical Contact information to be able to send information requests to contacts at 

the supplier. To do this click on the Contacts tab and then enter the details and then click the ‘Save’ button at the 

bottom of the screen. See section 5 for more detail on adding Contacts.  
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3. Updating a Supplier 

Normally, Primority will have imported your initial list of Suppliers when your system is first implemented. However, 

information may be missing, or incomplete. This will require you, or the Supplier, to update this. If you are going to 

update this information, then you will need to search for the Supplier first and then edit the details and update the 

record as shown below. 

 

 

  

To search for an existing Supplier, go 

to Suppliers and select the Site for the 

supplier and then start typing in their 

name, the Supplier name will show in 

a predictive list as shown. 

Select the Supplier you want and hit 

the enter key and the Supplier will be 

loaded on screen as shown. You may 

then edit the details as previously 

described. 
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4. Deleting a Supplier 

Occasionally, you may need to delete a Supplier from the system, because they are no longer an active supplier or 

through error when entering a supplier.  

 

Please note that for audit trail purposes we do not actually delete the Supplier. Instead, we make the record 

‘inactive’. This means the record is still held in the background and can be accessed for audit trail purposes for later 

re-activation in case it was deleted by mistake.  

 

  

To Delete a Supplier for the ‘Delete 

Supplier’ button in the top right of the 

Supplier details tab. Click this and the 

Supplier will be removed. 

To make a record active again, simply 

click on the ‘Active’ checkbox at the 

bottom of the Supplier Details tab 

and then click the Update button. 

 

To review inactive records, check the 

‘Show inactive only’ check box to the 

right of the search box. This will 

populate the search box with 

inactive records and you can then 

select the relevant supplier and 

review their records. 

You can re-active a Supplier by 

scrolling down the screen to the 

bottom and selecting the ‘Active’ 

checkbox and then Save the record. 

The Supplier will now appear in the 

normal search results. 
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5. Updating Contacts for Suppliers 

Updating contact details for Suppliers is crucial. There are two types of supplier that need to be updated, the 

Commercial Contact and the Technical Contact. The most important of these is the Technical Contact. This is the 

person who will receive all the requests for information. It is therefore vital that the correct contact name and email 

address is entered for the Technical contact as well as a password for their use as this is what they will use to login 

and complete the questionnaire.  

 

Note: It is important to select an Account Manager at the top left of the Contacts area as this is the person whose 

email address will be set in the ‘from email address’ of all emails from the system to the Supplier Technical Contact. 

  

To save Contact details simply 

complete as many of the fields as 

you can and click the “Update” 

button. 

Please note that the Supplier Details 

should be saved first and that if the 

Supplier Details are not saved a 

message will be displayed to alert 

you. Remember that you can check 

the “Is optional” checkbox on the 

Supplier Details tab to skip having to 

enter the Supplier address details 

temporarily. 
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6. Mapping Existing Materials to Suppliers 

You may wish to associate an existing Material with a Supplier for the purposes of mapping which Supplier provides 

which Material and for the purposes of sending Material Questionnaires to existing Suppliers. Normally, all your 

Materials will be imported before you begin using the system. However, if you have new Materials you wish to add 

please see the next section ‘6. Adding New Materials’. 

The process of mapping an existing Material to a Supplier is as follows. From the Supplier Details tab, check the 

Materials list to ensure the Material has not already been added / mapped to the Supplier. If not, then click on the 

green button ‘’Map new material’ and then select the material you wish to add. This will then be added to the list of 

Materials available for management in the relevant Supplier record. 
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7. Adding New Materials 

Adding new Materials is achieved from the Materials section (or from the Supplier details tab) by clicking on the 

green ‘Add new material’ button or icon. This will result in a pop-up form where you can enter the name of the 

Material and select the checkbox to ‘Link Material to Supplier’. This will create a link to the existing Supplier record 

you are working with. 

 

  

Note: Ensure that the ‘Link Material 

to Supplier’ checkbox is selected to 

make a relationship between the 

Material and the Supplier. This 

makes the Material appear in the 

Materials list. 
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7.1 Linking Materials to Suppliers and Manufacturers 

Materials may not be manufactured by the Supplier, for example; in the case of an Agent, Importer or Broker. In this 

case we wish to capture the Manufacturers details for the Material. To do this first select the Material you want to 

work with and then uncheck the ‘Show linked only’ checkbox. Search for the Manufacturer you want to link. Finally, 

click on the Link / Unlink button next to the Manufacturer list. If the Manufacturer does not exist, click the Add 

Manufacturer button and enter their details. If you do not know who the Manufacturer is, you should find out from 

the Supplier and then enter this information. 

 

 

8. Automatically Send a Supplier Questionnaire 

To sending an existing Supplier Approval Questionnaire click on the “Approvals” tab and then select the 

Questionnaire you wish to send. Ensure that the “Automated approval” option is selected. 

  

Once a Supplier Approval 

Questionnaire is selected the “Date 

last sent” will be displayed to inform 

you of any recent questionnaires 

that have been sent. You may then 

set the “Auto send on expiry“ check 

box 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. 

Note: If the Manufacturer you 

want to link is not present you 

may need to add the 

Manufacturer by clicking the Add 

Manufacturer button. Then use 

the Link / Unlink icon to create a 

new relationship (or remove 

one) between the Supplier, 

Material and Manufacturer. To 

search the full list of available 

Manufacturers, uncheck the 

‘Show linked only’ checkbox first. 
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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 and to the 

Commercial Contact if the Cc to Commercial Contact checkbox 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 Questionnaires like the one below: 

 

  

The supplier will receive an email 

from the Account Manger 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 you will be informed by email. 

 

What the Account Manger Sees: The Account Manager of the Supplier will receive an email informing them of the 

submission for approval as shown below: 

  

The Account Manager 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 for approval the 

Questionnaire will then be locked to 

the Supplier and cannot change it 

while you are reviewing it. If you 

choose not to approve the 

Questionnaire they may be asked to 

re-submit after making changes. 

The Supplier will receive 

notifications from you if this occurs. 
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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. 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 

Feedback on each section. 
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Feedback Requests: 

There is a special page on every Questionnaire issued called Feedback. This is a place where you can ask the supplier 

for Feedback on information they have entered, and they can ask you for clarification or Feedback and respond to 

your requests. It is completely two way and maintains an audit trail of the conversation about the Questionnaire. A 

Feedback 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 feedback 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 feedback point. 

The Feedback page may be viewed by both the Supplier and you at any time. An example of this is shown below. 

 

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

always a good idea to check the Feedback page before you complete the final Questionnaire Approval however to 

ensure that all outstanding points have been addressed.  

An email notification will be sent 

to the Supplier each time you add 

a Feedback 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 because if the 

Questionnaire is locked the 

Supplier will not be able to change 

any information or upload any 

Documents. 

 

Notice that a full audit trail of 

Feedback is available from both 

sides. 

This is included in the final 

Approval document for the record. 

Feedback can also be added and 

responded to here. 
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Final Approval: 

When you have been through all sections of the Questionnaire, checked the Feedback and have Approved each 

section individual 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 electronic signature. Note, that the Approve button will not be 

enabled until all mandatory information in 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. 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. 

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. 

  

After the PDF document has been 

generated it is then available for 

viewing in the Questionnaire List 

screen as shown to the left. Clicking 

on the “View PDF” link will display 

the document. 

Note: You can unlock an Approval 

without sending a rejection email 

using the Unlock Questionnaire 

menu item. This opens the 

Questionnaire so the supplier to 

make any amendments at their end. 

They can then re-submit for approval 

when the task is completed. 
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10. Manually Updating a Supplier Approval Record: 

There may be circumstances where you want to manually approve a Supplier by uploading a Supplier document that 

is to be used as the basis for approval. For example, when you or a third party has conducted an audit. In this case, 

you can manually upload the audit report in to the system and approve the supplier or otherwise, recording your 

reasoning for the decision. 

 

Note: If you make a mistake you can edit the details you have entered by clicking on the Edit icon in the list below. 

The record will be shown in the edit area, where you can make any changes and update the record. 

Select the ‘Manual approval’ option 

in the Approvals tab of the Supplier 

area and select the Approval and 

Expiry Date, the Approval Status 

and then select your name as the 

Approver. You will need to enter 

your password to electronically sign 

the approval. Then upload the 

Approval document and enter a 

reason for the approval and click 

the ‘Add new approval’ button. 
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11. Automating Supplier Assurance Tracking 

Tracking the Assurance, or Certification, credentials of a Supplier is a key mechanism in monitoring the standards the 

Supplier is operating to. This can be a good indicator of risk with respect to the resilience of their food safety systems 

and the quality of the food they produce. 

 

The selected list of Assurance Schemes becomes the required list of Assurance Schemes that the Supplier is expected 

to operate in compliance with, you will be able to automatically schedule reminders for the supplier to upload a copy 

of their Certification for you to verify and store. 

Automated Assurance Information Requests: 3iVerify can automatically prompt your Supplier by email to upload a 

copy of their latest Assurance Certificate for any given assurance standard.  

 

  

Applicable Assurance: 3iVerify 

allows you to select the relevant or 

‘Applicable Assurance’ schemes 

that you expect, or require, the 

selected Supplier to adhere to. To 

set the list, click on the right hand 

‘Applicable Assurance’ tab within 

the Assurance tab and then select 

the relevant Assurance / 

Certification schemes for the 

Supplier. Click the ‘Save assurance’ 

button to save this for the 

Supplier. 

To request the Supplier Certification 

credentials, select the Assurance 

Scheme in the list from the left hand 

‘Assurance Approvals’ tab. Then, 

click the Assurance Scheme in the 

“Schema” list. Select the ‘Auto 

remind’ checkbox if an automated 

reminder is required on Assurance 

Certificate expiry. Click the ‘Send 

request’ button and an email will be 

sent asking the supplier to upload 

their latest Assurance Certificate. 
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12. Manual Assurance Tracking 

There may be cases when you wish to manually upload the Assurance Certification. For example, if you already have 

a copy of their certificate and don’t want to disturb the Supplier unnecessarily. This feature allows the user to upload 

the Certificate of Assurance and set its “Last audit date” and “Expiry date”. 

 

New Assurance records are added to the list below and the details can be edited later if you made a mistake or wish 

to update the information. 

  

Select the ‘Manual assurance’ 

option and the relevant fields will 

be displayed. Select the Assurance 

Scheme and enter the Assurance 

(or Certificate No) and Grade 

(optional). Then select the ‘Updated 

by’ and upload the actual 

Certificate, this is normally a read 

only pdf. There is a file size 

limitation of 5mb. Select the “Last 

audit date”, “Expiry date” and the 

“Checked date” and click the ‘Add 

request’ button. 
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13. Automatically Send a Material Questionnaire  

Material Questionnaires are usually highly detailed requests for information about food materials. They result in a 

detailed material specification with links to all supporting documentation and can be used to provide a single source 

of information to customers or regulators.  

 

As with the Supplier Approval Questionnaire, an email is sent to the Supplier with their login details and they can 

complete the Questionnaire and send back to you for Approval in the same way as for Supplier Approvals. 

  

Select ‘Automated assurance’ and 

the Material in the drop-down list. 

Click ‘Add new material’ if needed. 

Select the Material you wish to send 

the Questionnaire for. If you wish 

the Material Questionnaire to be re-

sent to the Supplier on expiry select 

the ‘Auto send on expiry’ checkbox. 

Click ‘Send Questionnaire’ and an 

email will be sent to the Technical 

Contact of the Supplier prompting 

them to complete the Material 

Questionnaire. 
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14. Manually Approve a Material 

There may be cases where you wish to manually approve a Material by a different methodology, for example where 

you have laboratory tests, or already have historic information you wish to log in the system.  

 

  

Click on the ‘Manual approval’ 

option. Select the Material and then 

complete the Approval date, Expiry 

date and Approved by fields. Then 

select the “Approved / Not 

Approved” option button and enter 

the “Reason for approval/not 

approved”. Click ‘Add approval’ to 

save the information. As previously, 

the record will be added to the list 

below and can be edited at a later 

stage. 
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15. Manage Supplier Documents 

All Supplier Documents that are uploaded as part of any Questionnaires for the Supplier will appear in the Supplier 

Document Section and can be managed from here. This area allows Documents to be classified by Document Type 

and Tagged for ease of searching and an Expiry Date applied to them. Documents may also be added manually here 

with the use of the ‘Add new document’ button.  

 

When manually adding a document enter a “Document Short Name”, select a “Document Type”, then choose the file 

you want to upload. You can then “Tag” the Document record to make it easier to search for in future. 

 

Note: Document Types may be edited, and added, using the icons to the top right of the Document Type field. 

 

 

 

Tip: When tagging a Document enter the word you want to search on in future and then hit the Return / Enter 

key. 


