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1. CREATING QUESTIONNAIRE TEMPLATES

1.1 WHERE TO FIND QUESTIONNAIRE MANAGER

Step 1: Log onto your Foods Connected Account

Click Supplier Approval, then Received/Supplier Questionnaires

=
= News & Statistics Supplier Approval v Quality Management Trading & Planning More

Home | More - Customer Tools Supplier Tools

Supplier Manager Company / Approval Documents

== Latest News Next »
o oo ecomens | = My Tasks R —
Pilgrim's Pride Supplier Audit Manager Linked Customers A B %0
Tulp Ltd will operaj Supplier Check Manager Customer Activity Overview bas it
Garethdo doc

confirmed s acqui Recerved Traceabilities

Received Product Intakes View All Tasks
- FSA downplay Supplier Document Manager
A J The Food Standard Risk Assessment Manager bfier a
Freedom of Inform| Honzon Scanning horse meat
scandn Visiting & Audit Schedule

Major progresd Receved Open Book Audits

“
o .

> ‘.’* Anew UN Food and Agriculture Organization (FAD) report Ihal examines how much 1000 1 1081 — 38 wel as where
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1.2 ADDING A NEW QUESTIONNAIRE TEMPLATE

Step 1: Sign in go to the Supplier Approval tab > Questionnaire Manager > Admin

Questionnaire Manager

#8 Company Questionnaires 4= Received Questionnaires =3 Activity Overview  [§ Reports

B Currently viewing JCUREES S ARR W 11Zelo i Questionnaires Change Filters Viewing 13 results | Page 1 of 1
G Dupiicate Selected [ R e

(] Last Modified Title Created By Review Frequency Type In Use Status

55 22/04/2020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) Steve Jones 1 Year SAQ Yes 50 Sent

17/04/2020 14:29:27 SAQ Sustainability Steve Jones 1Year Sustainability No 0 Sent

(S} 17/04/2020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Year Sustainability Yes 2 Sent

= 23/03/2020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent

55 07/02/2020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1 Year Technical Yes 2 Sent

19/12/2019 09:48:10 Supplier Volumes Steve Jones 1 Month Commercial Yes 0 Sent

) 19/12/2019 08:05:08 Supplier Pesticides Usage Steve Jones 1Year Technical Yes 0 Sent
(] 17/06/2019 14:22:11 Supplier Performance Evaluation Steve Jones 1 Year Commercial Yes 3 Sent =

=l 04/02/2019 12:00:44 Agent/Broker Details questionnaire (DR, S,Tri. Freq) Steve Jones 1 Year Technical Yes 0 Sent
28/01/2019 21:13:58 Services Questionnaire (Ex/Col) Steve Jones 1Year Financial Yes 3 Sent =

(5] 21/11/2018 12:26:59 Meat Vulnerability Questionnaire Steve Jones 1Year Financial Yes 1 Sent

= 21/11/2018 12:26:29 Supplier ility Q i Steve Jones 1 Year Financial Yes 0 Sent

= 21/11/2018 12:26:09 Cold Store Questionnaire Steve Jones 1Year Financial Yes 2 Sent

25 50 100 |

Step 2: Select Questionnaire Types

Questionnaire Manager

88 Company Questionnaires 4= Received Questionnaires =3 Activity Overview [ Reports ~  / Admin
Preset Fields Add / Update Questionnaire Types
Export To PDF

Delete Selected

Questionnaire
Types Questionnaire Type Name

—|  Financial

L saQ

' commercial

) Technical

) sustainability

Step 3: Select Add/Update Questionnaire Types. Create your questionnaire types and select Add/Update
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Add/Update Questionnaire Types

Financial

SAQ

Commercial

Technical

Sustainability

(TSl | Add 7 Update

1.3 CREATING / EDITING A QUESTIONNAIRE TEMPLATE

Step 1: Select Add new

Questionnaire Manager

8 Company Questionnaires 4= Received Questionnaires 55 Activity Overview [ Reporis = & Admin

B Currently viewing JENEBESISSBV N ERWA 123 Questionnaires  Change Filters. Viewing 13 results | Page 1 of 1
Duplicate Selected Delete Selecled

) Last Modified Title Created By Review Frequency Type In Use Status
221042020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones 1Year sAQ Yes 50 Sent
L 17042020 14:20:27 SAQ Sustainability Steve Jones 1Year Sustainability No 0 Sent
O 171042020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Vear Sustainability Yes 2 Sent
) 2310312020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent
L) 07022020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1Year Technical Yes 2 Sent
[ 191122019 09:48:10 Supplier Volumes Steve Jones 1 Month Commercial Yes 0 Sent =
O 1911212019 08:05:08 Supplier Pesticides Usage Steve Jones 1vear Technical Yes 0 Sent
O 170612019 14:22:11 Supplier Performance Evaluation Steve Jones 1vear Commercial Yes 3 Sent
) 041022019 12:00:44 Agent/Broker Details questionnaire (DR. S,Tri, Freq) Steve Jones 1Year Technical Yes 0 Sent
L 28012019 21:13:58 Services Questionnaire (Ex/Col) Steve Jones 1Year Financial Yes 3 Sent
O 211112018 12:26:59 Meat Vulnerability Questionnaire Steve Jones 1 Year Financial Yes 1 Sent
O 21mnr018 1226:20 ging Supplier y Q Steve Jones 1vear Financial Yes 0 Sent =
O | 211112018 12:26:09 Cold Store Questionnaire Steve Jones 1Year Financial Yes 2 Sent
25 50 100 |

Step 2: Now you are on the setup details of that specific questionnaire.
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Questionnaire Manager -

L)

e R T [V
Gmeinoenare e e
Dheflasll L iheanind
Hegpres Hugipa
Condaesnal Shere

| sl Dekal S4Bl

| riaslss: [ula £ lose

Mg e d Quesiicmaging

Creats Q@uestionnaire

Commpary 10 | Groug)

Set your questionnaire toa site.

Mame your questionnaire.

_——_'_'_'_'_
Fr—
- Set your questas a type
- Gedert Type - v ——
es - | Setyour questto require
c — a review.
g - P
his -
N-:- - Wl - L LI p 3 SOL U TATH G el L e
W b T Fed - M SO INANY i OO BN A0 SRR UBETE ENGE STWIRG WEE i &
O ENE IV SURICTT T SOOI RN WATH ITRS NS 40 B BaNt ciosad)

- NS b [mA g -
Sumpiar Types i A1 Tupnhar Tepss Select Supmier TypEm
.
Sconing Syetem Setup
ERroerng an Form P .

| Select Suppler Types to be
shown for Questionnaire

_| Turn on scoring here if it
is needed.

LY

Step 3: Once complete select Save & edit Questionnaire or Save & Exit if not building the questionnaire

yet.

1.3.1 AUTO SHARE SCHEDULE

This stage can only be completed when the details of a questionnaire have been set up and saved.

Step 1: Click the Action button beside the required questionnaire in the Company Questionnaires section

of Questionnaire Manager, then select Edit Details

3 0 Sent I =
ew Responses

& 0 Sent Completed Comparison Report
: 0 Sent Completed Snapshot Report
I Edit Details I
E 3 Sent . . :
Edit Questionnaire
g 1 Sent Edit Confirmation Template
Preview
E 4 Sent ) o
View Edit History
5 1 Sent Send to Suppliers
Send to Individuals
s 7 Sent

FOODS
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Step 2: Click Auto Share Schedule

MNews & Statistics

Supplier Approval

Quality Management

Trading & Planning

Questionnaire Manager - Edit Questionnaire

# Selup

Step 3: Complete the details:

Questionnaire Manager - Edit Questionnaire

5] Preset Company Details

@ Auto Share Schedule

# Setup

Schedule Name

Description

Frequency

Start Date

End Date

Schedule Dates

Select Sections

Supplier Type
All

[z] Preset Company Details

© Auto Share Schedule

Enter the Schedule Name

4 Back

s

O paity O weeky @ montnly O Quarterty €4——

Select the frequency

_E
\ Choose a start
| «————| andend date

ALL sections are selected

4 Select specific sections to share —————

Supplier Sub type Status

Choose specific sections
to share if necessary

Supplied Via

All

All

All

Supplier'Customer

Supplier

Supplier

Supplier

Customer

Supplier

Supplier

Oo0ooooao

Supplier

Step 4: Click Confirm Suppliers
D Supplier

D Supplier

mm= FOODS

Supplier Name

COOK

Select a specific

= Production Site

CPF -Demo 1

Demo Company 1

supplier/suppliers or select all
using the filters if necessary

Demo Customer

Demo Customer

Foods Connected

Fresh Food Supplies

Test Supplier11
Test Supplier111

WalkMe

CONNECTED

-

Clear Filters

Supplier Type
Test
Test
Meat

Ingredients

Ingredignts
Test

Seafood

Meat
Meat

Meat

Confirm Suppliers




Step 5: Complete the Contact Name and CC in users (if necessary)

Select Sections ALL sections are selected = Select specific sections to share

Supplier Name Via Contact Name / CC User(s)

Fresh Food Supplies - Site 2 - Rob Phelps v | -CCin User(s) - v

Update Suppliers Generate Schedule

Step 6: Once happy with the Contact Names, click Generate Schedule

Select Sections ALL sections are selected < Select specific sections to share

Supplier Name Via Contact Name / CC User(s)

Fresh Food Supplies - Site 2 — Rob Phelps v _CCin User(s) - v

Update Suppliers Generate Schedule

The schedule will appear as shown below.

If required, use the Action button to edit the schedule or delete the schedule.
Questionnaire Manager - Edit Questionnaire € Back

# Setup [E] Preset Company Details @ Auto Share Schedule
O Add New

Schedule Title Date Range Next Share Date Actions

Guide Example 24/06/2022 - 28/10/2022 24/06/2022 E

1.3.2 BUILDING THE QUESTIONNAIRE FORM

Step 1: Build your questionnaire using the form builder to suit your needs. To add a new section select Add
New Section.

Questionnaire Manager - Update Form € Back

Template Name i i
New questionnaire Save Title © Add New Section

Form Preview

0 You have not added any elements to your form yet. To get started, click ‘Add New Section’.
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Step 2: Add your section name and any intro text and then select Add Section

Add New Section

Section Name New section =
Page Break After No
Expand / Collapse No

Intro Text (Optional)
Instructions regarding completing section

This text is here to inform you |

Quick Add Section Fields
Label Type Hide Label Required

-- Please Select -
-- Please Select -- - -
-- Please Select --

-- Please Select - -

New Section looks like this below

Questionnaire Manager - Update Form € Back
Template Name Edit Options
New questionnaire B Save Title ©Add New ~ = & Reorder A Triggers ~ Scoring Criteria

Form Preview
@ New section © C-

@ This textis here to inform you

Step 3: To add a new field or question select Add New — Standard Field

Supplier Check Manager - Update Form € Back

© Add New »
= Section

# Standard Field

Template Name

Testing model . Sav;Tlﬂer % Reorder ~ A Triggers ~

Form Preview

@ New section External Field

mm FOODS
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Step 4: Now add in the details of the question & how you want it answered using the field types.

r

Add New Field
Field Label ——— . <+ Enter your question here
What is the question? m
Section New section v
Choose the field type or
Field Type Standard Dropdown - Single ¢«————— | way to answer question
Options 1 Yes (e
Choose the answers or
1 No <4— . .
options for the question
Help. Text Guide your users with help texi] Help text is good to
I guide the user
Help Image | Choose file | No file chosen Select if this question is
m——wﬁ—’—’/ required to be answered
Required 0o @« ways () _Condition Based by the user
Visible ©® @ Aways Condition Based
Select if this question is
Caiical conditionally based on
. the answer of another
question.
Select if this questions
visibility on the check is
conditionally based on
the answer of another
ADDING A HELP FILE TO QUESTIONNAIRES question.

Sometimes a help file may be beneficial for example in attaching a contract or criteria information.

This can be done by following steps 6 and 7 (above) then scroll down the Field Type list and select Help
File. Then click Choose File and upload your required document.

Field Type I - Please Select— - I
-
Help Text Checkbo:x Grid
Completion Aids Field Type

Help File - provide a file that

Comment - sub heading o provide the user with information

Help Image |nternal Field Reference - display value of another fizld within the form File Choose file | Nao file chosen

Help File - provide a file that the user can download for more information

Required i} Preponulated Ootions

Then follow the rest of the steps below
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Step 5: Once done select Add Field

Add New Field

Field Label What is the question? m
Section New section M
Field Type Standard Dropdown - Single ~
Options 1 Yes G x
1 No @ x
AT
Help Text VGuide your users with help texi
A:
Help Image !_?hO_OSAe ﬁle\ No file chosen
Required ©® @nNo (O Aways () Condition Based
Visible O @® Aways ) Condition Based

Cancel Add Field

New Field looks like this below

Questionnaire Manager - Update Form € Back
Template Name Edit Options
New questionnaire B Save Title ©Add New ~ 3 Reorder ~ A Triggers - Scoring Criteria

Form Preview
@ New section © C
@ This text is here to inform you

@ Whatis the question? @ --Please Select— al

Step 6: To be able to use Scoring on the questionnaire repeat the same steps up to Step 7 but in the Field,
Type choose a weighted dropdown. Add in the answer and the points that the answer is worth and select
Add

mm FOODS
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Update Field

Field Label What is the question? [ Show |
Section New section X
Field Type Weighted Dropdown -  ~

s ———
Weighted Options Yes {5
Help Text Text is here to help you.

74

Help Image [ Choose file | No file chosen
Required O @nNo O Aways ) Condition Based
Visible ©® @ Aways (O Condition Based
Show in Completed Table i) No

Delete Field (SNl Update Field

Step 7: Repeat steps to build up your check using the various field types available to you.
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1.4 ADDING EXTERNAL FIELDS

When adding an external field please follow steps in section 1.3 to navigate to the questionnaire editing
sections. Please follow the steps when in Editing Questionnaire Section.

Step 1: Find Questionnaire you wish to edit and select Edit Questionnaire

Questionnaire Manager

# Company Questionnaires 4= Received Questionnaires B3 Activity Overview [l Reports & Admin

B Currently viewing SRS ISV IRR Y=o 2l W Questionnaires Change Filters Viewing 14 results | Page 1 of 1
E I LC Tl C Duplicate Selected [Tk ]

Last Modified Title Created By Review Frequency Type In Use Status
27/04/2020 17:37:28 New questionnaire Steve Jones 1 Year Technical Yes 0 Sent
. View Responses
22/04/2020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones 1 Year saQ Yes 50 Sent Completed Comparison Report
Completed Snapshot Report
= 17/04/2020 14:29:27 SAQ Sustainability Steve Jones 1 Year Sustainability No 0 Sent
_ 17/04/2020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Year Sustainability Yes 2 Sent H
i 23/03/2020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent
+ Preview
07/02/2020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1 Year Technical Yes 2 Sent View Edit History
i li
= 19/12/2019 09:48:10 Supplier Volumes Steve Jones 1 Month Commercial Yes 0 Sent Send taSappliers
Send to Individuals
_ 19/12/2019 08:05:08 Supplier Pesticides Usage Steve Jones 1 Year Technical Yes 0 Sent =

Step 2: Select Add New and then External Field

Edit Options
© Add New » |  Reorder A Triggers A Page Names 5

= Zection

# Standard Field [ Ned ~ |

External Field

© GC
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What section in your
questionnaire do you want
the external field to pull
into

Step 3: Enter in the Information — where the field is that you want to pull through

@ Enier details for the External Field below. When you are finished click the 'Add Field' button to retum to the Form.

Seeten Investment Details Outlined Is it a Questionnaire/Audit/Risk Assessment
Field Label e /Supplier Check you are retrieving information
/ from
jicol Questionnaire Manager
Form Type Ouestionnaie Is it a Questionnaire or
Confirmation Form you are
Template Cost of Production Lamb - Baselir + . .
retrieving from
External Field / Enterprise Turnover - Livestock Enterprises for the Year - Sheep Enterprise Flock 1 - Ex| v
Select the ) Minimum VEIW value O Average Value () Sum Of Values
questionnaire/template Cancel

Select the field you want to pull in

you are pulling the field ] ] .
(The figure or information needed

from

Step 4: Select Add Field
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1.5 ADDING ISSUE TRIGGERS TO THE QUESTIONNAIRE

Email alerts are a feature which allow you to create a trigger when a certain answer is given to a question.
This will then send an email to someone to notify them of the answer to the question.

Step 1: As you progress you can create Email Alerts from the answers that have been chosen. To do this
select Triggers & Email Alerts.

Questionnaire Manager - Update Form € Back
Template Name Edit Options
New questionnaire OAdd New ~ 3 Reorder - A Triggers Scoring Criteria
Form Preview & Email Alerts

@ New section ONMGC~

o This text is here to inform you

@ Whatis the question? € --Please Select-- b4

Step 2: Now select Add Alert

Questionnaire Manager - Update Form - New questionnaire - Email Alerts € Back

To add a new alert click the 'Add Alert’ button below. When you are finished click the 'Done’ button to return to the Form

Field Alert Rules Recipients

You have not added any alerts.

Step 3: Now setup your alert. If someone answers a question a certain way that answer will trigger an alert
to a user.

Step 4: Select from Field the question

Questionnaire Manager - New questionnaire - Email Alerts € Back to List
Field New section - What is the question? v
Field Option Yes v
Recipients -- Please Select -- v
Technical x

mm FOODS
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Step 5: Then select the answer from Field Option that will raise the trigger/alert

Questionnaire Manager - New questionnaire - Email Alerts € Back to List
Field New section - What is the question? v
Field Option Yes v
Recipients -- Please Select -- v
Technical x

Step 6: Now add the user or team from Recipients that will receive the notification and select Add to list.
Once done select Save.

Questionnaire Manager - New questionnaire - Email Alerts € Back to List
Field New section - What is the question? v
Field Option Yes v
Recipients -- Please Select -- b4
Technical x

Trigger setup will look like this below

Questionnaire Manager - Update Form - New questionnaire - Email Alerts € Back

To add a new alert ciick the 'Add Alert’ button below. When you are finished click the ‘Done’ button to retumn to the Form.

© Add Alert Cancel Done

Field Alert Rules Recipients

New section - What is the question? Option equal to Yes Technical (Z Update n

Step 7: Repeat steps to add triggers to any question.

1.6 SETUP SCORING CRITERIA
Set the scoring for your Questionnaires here if you want to use it.
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Step 1: Select Edit Questionnaire

Questionnaire Manager

#8 Company Questionnaires 4= Received Questionnaires S8 Activity Overview [ Repors = £ Admin

@ Currently viewing JEYERS BV AR V(eI 0 Questionnaires | Change Filters Viewing 14 results | Page 1 of 1
L LC C Duplicate Selected [ LR ]

o Last Modified Title Created By Review Frequency Type In Use Status
@ 271042020 17:37:28 New questionnaire Steve Jones 1 Year Technical Yes 0 Sent
View Responses
& 22/04/2020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones 1 Year SAQ Yes 50 Sent Completed Comparison Report
B Completed Snapshot Report
) 17/04/2020 14:29:27 SAQ Sustainability Steve Jones 1 Year Sustainability No 0 Sent
o 17/04/2020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Year Sustainability Yes 2 Sent
= Edit Confirmation Template
L) 23/03/2020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent
Preview
- 07/02/2020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1 Year Technical Yes 2 Sent View Edit History
= Send to S li
0 191122019 09:48:10 Supplier Volumes Steve Jones 1Month Commercial Yes 0 Sent i i
Send to Individuals
o 19/12/2019 08:05:08 Supplier Pesticides Usage Steve Jones 1 Year Technical Yes 0 Sent

Step 2: Then select Scoring Criteria

Questionnaire Manager - Update Form € Back

Template Name Edit Options
QAdd New ~  $Reorder~ A Triggers ~ Scoring Criteria

New questionnaire

Form Preview
@ New section © C-

€ This text is here to inform you

@ Whatis the question? € --Please Select-- ¥
Step 3: Select Add Criteria
Questionnaire Manager - Update Form - New questionnaire - Scoring Criteria € Back

To add a new criteria click the 'Add Criteria’ button. When you are finished click the 'Done’ bution to return to the Form.

Formi/Section/Field Value Description/Points Min Value Max Value Dependent On Colour

You have not added any scoring criferia...

Step 4: Add in your scoring criteria. Then select Add Criteria
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Add Scoring Criteria

Per Form / Section Name Per Form Yy e
Per Section / Field Value N/A v
Description Low

Min Value 0

Max Value 10

Colour

Cancel Add C

Step 5: Repeat steps to add in further scoring criteria i.e. Medium & High

1.7 CREATING CONFIRMATION TEMPLATE

A confirmation form is a form you can create to help you with verification and checking that the
guestionnaire has been fully & adequately completed. It is a list of questions you might ask yourself to
check before confirmation. You can choose to use this or not.

Step 1: Go to the Supplier Questionnaire Manager select dropdown beside the questionnaire & select Edit
Confirmation Template

Questionnaire Manager

# Company Questionnaires 4= Received Questionnaires =3 Activity Overview  [§ Repors ~ /£ Admin

B Currently viewing [N BV NEM R {Ze 22 Questionnaires | Change Filters Viewing 14 results | Page 1 of 1
© Add New IIECEDCREM {fj Delete Selected

Last Modified Title Created By Review Frequency Type In Use Status
27/04/2020 17:37:28 New questionnaire Steve Jones 1Year Technical Yes 0 Sent =
"~ View Responses
22/04/2020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones 1 Year SAQ Yes 50 Sent § Completed Comparison Report
1710412020 14:29:27 SAQ Sustainabilty Steve Jones 1 Year Sustainability No 0 Sent = Eompleted Snapshot Beport
Edit Details
u 17/04/2020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Year Sustainability Yes 2 Sent = :
= Edit Questionnaire
23/03/2020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent
Preview
07/02/2020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1 Year Technical Yes 2 Sent b}
*=  View Edit History
19/12/2019 09:48:10 Supplier Volumes Steve Jones 1 Month Commercial Yes 0 Sent i= Send to Suppliers
: g Send to Individuals
19/12/2019 08:05:08 Supplier Pesticides Usage Steve Jones 1 Year Technical Yes 0 Sent i

Step 2: From here you follow the same steps 4 to 8 in Creating a questionnaire to create your confirmation
template.

Step 3: It will look similar to this:
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Questionnaire Manager - Update Form € Back

Edit Options
©OAdd New ~ & Reorder
Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Assessment Template - Form Preview

= Details [+] C-
& s the supplier uk based? --Please Select-—- ¥
Vs
&  Has the supplier uploaded their Approval procedure? --Please Select—- v
Va
& s their BRC grade B & above? --Please Select-- v

Step 4: Complete the Confirmation form and you are now ready to send to your suppliers

1.8 SETTING FREQUENCY ON QUESTIONNAIRES

When creating your questionnaire and adding Questionnaire details point 1.3, Step 2, you can add your
frequency for renewal/updating a specific questionnaire.

Step 1: Go to Supplier questionnaire and select the dropdown beside the questionnaire & select Edit
Questionnaire Details

Terhminal Vao 1 Rant —

Wiew Responses
Te =
Completed Comparison Report |

Completed Snapshot Report

P EEIEEN
Edit Confirmation Template
Preview
View Edit History

Te Send to Suppliers

Send to Individuals

Step 2: Requires Review Select Yes on the drop down

Step 3: Review Frequency will appear, select the year/month/weeks that you need the questionnaire
reviewed and updated
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Requires Review Yes v]

Review Frequency 1 Yeaars v

Please note: This does not automatically resend out the questionnaire —it is a reminder. When
guestionnaire is set up, you can see review frequency at questionnaire overview.

Respond
D Date Sent Title Sent By Sent To Site Review Y Status
D 17/06/2020 Ingredient and Finished Product Supplier self-assessment quesfionnaire - Cook Admin Rob Phelps Fresh Food 1 Year 1/07/2020 Requires Your = Respond
1211 PUR4DD1A Cook Supplies Action .
& View
D 15/06/2020 Testing Ravi Sharma Rob Phelps Fresh Food 9/06/2020 Requires Your = Respond
1210 Foods Connected Lid Supplies Action .
& View
D 26/05/2020 Hilton Food Group CSR Animal Supply Chain Questicnnaire Admin Admin Rob Phelps Fresh Food 1 Year 9/06/2020 Requires Your = Respond

2 SHARING QUESTIONNAIRES

Step 1: Go back to the main questionnaire table and select the dropdown beside the questionnaire you
want to send and select Send to Suppliers

Questionnaire Manager

#8 Company Questionnaires 4= Received Questionnaires 53 Activity Overview  [§ Repors ~ /& Admin

B Currently viewing JEANEET BV NEM N {Zelvlsl 8 Questionnaires | Change Filters Viewing 14 results | Page 1 of 1
© Add New [NeIIECEDCREM fj Delete Selected

Last Modified Title Created By Review Frequency Type In Use Status
2] 27/04/2020 17:37:28 New questionnaire Steve Jones 1 Year Technical Yes 0 Sent '
*  View Responses
2210412020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) Steve Jones 1 Year sAQ Yes 50 Sent | Completad Comparison Report
Completed Snapshot Report
17/04/2020 14:29:27 SAQ Sustainability Steve Jones 1 Year Sustainability No 0 Sent
Edit Details
e 17/04/2020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Year Sustainability Yes 2 Sent i Edit Questionnaire
] 3 Edit Confirmation Templat
|| 230312020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent RS R el
Preview
J 07/02/2020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1 Year Technical Yes 2 Sent z
View Edit History
o 19/12/2019 09:48:10 Supplier Volumes Steve Jones 1 Month Commercial Yes 0 Sent
Send to Individuals
19/12/2019 08:05:08 Supplier Pesticides Usage Steve Jones 1 Year Technical Yes 0 Sent =
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Step 2: Choose the suppliers you want to send to. You can use the filters to find a specific supplier type,
associated site, status and if it is supplied via an agent. If a questionnaire is already shared with a supplier,
it will say “(Existing Share)” beside the supplier name. You can filter existing shares out if necessary, also.

Questionnaire Manager - Send New Supplier Questionnaire (DR, S, Tri, Pag) - Step 1

Associated Site Supplier Type Supplier Sub Type Status Show Existing Shares Supplied Via Filter
All All All All Yes All Clear Filters
.
D Supplier/Customer Supplier Name Supplier Type
Customer Abattoir 1 -
D Supplier Abattoir 1 (Existing Share) Meat Processor
D Customer Abattoir 2 (Existing Shara) -
Supplier Abattoir 2

Meat

]

Step 3: Now set a respond by date that your suppliers need to respond by, add a title if required and any

message. If the supplier is supplied via an agent select who they are supplied via. If they are not this is not
relevant.

Once complete, select Send to Recipients
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Questionnaire Manager - Send New questionnaire - Step 2 € Back

< Back

Respond By Date 1210512020

Secondary Title

Include Message

Vz

Select Sections ALL sections are selected < Select specific sections to share
Supplier Name Via Contact Name / CC User(s)
Abattoir 3 -

User 1 Abattoir 3 (Technical Contc ¥ | - CC in User(s) - 4
Bakery Supplier - Select - v

Joanne Fox (Technical Contact) ¥ || - CC in User(s) - X
Butter Supplier =

Jane Morrison (Technical Contact ¥ || - CC in User(s) - v
Cheese supplier - Select - v

Sam Herron (Technical Contact) v || - CCin User(s) - ¥
Cleaning services —

Martin Smyth (Technical Contact) ¥ || - CC in User(s) - 4
Cold Store —

User 1 Cold stores (Technical Cor ¥ | - CC in User(s) - v

< Back [ESEULEGEETEVENTS '

Step 4: Your questionnaire has now been sent
3 RESPONDING TO QUESTIONNAIRES

3.1 VIEWING RECEIVED QUESTIONNAIRES
Step 1: Sign in and go to My Tasks, you will see a task to complete a questionnaire.

Home Interactive Dashboards
25 Latest News Next » = My Tasks 7 outstanding ?
©.9s it would require a ‘monumental shift’ for sustainability to top the corporate agenda Steve Jones sent you a questionnaire to complete
© Significant commitments on issues like food waste or plastic poflution would suggest that sustainability is moving
- 1 Steve-Jones-sentyou-a iret
(©) SLEO up the corporate priority list. However, with consumer sentiment sliding and upward pricing pressure on the @ E
@ oy -
v horizon, it would require a shift” for inability to continue its assent in the boardroom @,m e o
O3} ® 24
Experts weigh in on digestive heaith in Kerry Health and Nutrition Institute webinar @m‘p Jones sentyous ionaaireto

Gut health is becoming increasingly popular among consumers. In this wide-ranging health area, the gut-brain axis
(GBA) is a key area of interest, along with the sort of probiotic bacteria that aid wider gut health. Dairy & Food @ Steve Jones sent you an Audit - Response Required

Culture Technologies Consultant, Dr. Mary Ellen Sanders, tells Nutritioninsight. View All Tasks

The Beyond Burger finally goes on sale in Tesco
US-based alternative protein business Beyond Meat has revealed its Beyond Burger is now available to purchase

at UK retailer Tesco. following a lengthy delay.

Or you can go to the Received Questionnaires under Supplier Approval.
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Questionnaire Manager

4= Received Questionnaires = Activity Overview [l Reports ~

B Currently viewing Questionnaires | Change Site Viewing & results | Page 1 of 1

@ Date Sent Title Sent By Sent To Site Review Status
[ 290412020 11:45 Demo Co New Supplier Questionnaire (DR, S. Tri, Pag) - Testing Questionnaire Steve Jones Elaine Rogers Ingredients supplier 1Year Requires Your Respond
Demo Co Action
& View
) 10/02/2020 11:40 Demo Co New Supplier Questionnaire (DR, S. Tri, Pag) Steve Jones Elaine Rogers Ingredients supplier 1Year Confirmed =p Update
Demo Co
@ View

Step 2: Select view

Questionnaire Manager

4= Received Questionnaires = Activity Overview [l Reports ~

Viewing 8 results | Page 1 of 1

B Currently viewing .\ &8 Questionnaires  Change Site

I Date Sent Title Sent By Sent To Site Review Status
[ 2910412020 11:45 Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire Steve Jones Elaine Rogers Ingredients supplier 1Year Requires Your - R&cpﬁnd
Demo Co Action
@ View
[ 100212020 11:40 Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) Steve Jones Elaine Rogers Ingredients supplier 1Year Confirmed =p Update
Demo Co
@ View

Step 3: View check in full, once complete select Back.
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Hide Empty Fields  Hide Updates History  Export to PDF [ Next | | Show Al

Questionnaire Title Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire =" FOODS
CONNECTED

Supplier Ingredients supplier

Sent Date 29/04/2020

Sent By Steve Jones

Sent To Elaine Rogers

Status Requires Your Action

Last Confirmed Date

Supplier Details

Company Name Ingredients supplier
Factory Code EC 202020
Telephone +44 123456789

Specification Sign Off  Partially Compliant
Status

Approval Document Compliant
Status

1. Introduction

What type of product do you supply?
Company background
Organisational Chart

Management structure

Date Update By Update Description

29/04/2020 Steve Jones Sent Questionnaire to Elaine Rogers

e soa

3.2 UPDATING RECEIVED QUESTIONNAIRES
This may be in the instance that your customer requires further detail.

Step 1: You will receive another email notification and task assigned in the Task Manager, the received
guestionnaires will show the same status as in point 1 step 1.

Step 2: Select Respond

Supplier Check Manager

B8 Supplier Check Templates 4= Received Supplier Checks S5 Activity Overview

B Cumently viewing ARSI Supplier Checks = Change Site Viewing 5 results | Page 1 of 1
Date Company Sent By Sent To Respond By Review Frequency Status
29/04/2020 10:33:00 Demo Co Steve Jones Kevin Smyth 29/05/2020 Requires Your Action @ View

Step 3: Fill in further info as requested
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Questionnaire Manager

Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier

6 Please Note: Only when you reach the final page will you be able to "Save & Send Response” which will notify the sender of your response.

i I ing information requ since your last response:

1. Introduction

What type of product do you supply? *

¥ Meat/Poultry ) Packaging
| Seafood (Including shellfish) _J Dairy
I oil L] Cheese
L Salt | Bakery
| Veg || Ingredients
L Fruit

Company background I

Organisational Chart Choose file | No file chosen

Management structure

Step 4: Once complete select Save then Save & Send Response

canes

L oil

L services
] Machinery
) 1aundry

] Ready Meals

Questionnaire Manager

Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier

0 Please Note: Only when you reach the final page will you be able to "Save & Send Response” which will notify the sender of your response.

n requests e been made since your last response:

Additional Meat Supplier Information

Do you use any 3rd party slaughter houses? No

If Yes, how many?

Please include Slaughter House Name, Address (including EC Code and Post Code)

= Foo DS Quick Links

Vi

Cancel ~ Previoi 5

Save Progress

Save Progress & Exit

Suppor Save & Send Response

Step 5: The response has been sent again, and the Status will revert to Awaiting Response. Your customer

will be advised that they need to review and confirm.
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Questionnaire Manager

4= Received Questionnaires =3 Activity Overview [l Reports
Success - your response has been succcessfully sent

@ Currently viewing EAREETIIE Questionnaires  Change Site Viewing 8 results | Page 1 of 1

] Date Sent Title Sent By Sent To Site Review Status
L 29/0472020 11:45 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) - Testing Questionnaire Steve Jones  Elaine Rogers Ingredients supplier 1 Year Awaiting
Demo Co Response
& View
L 10/02/2020 11:40 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones Elaine Rogers Ingredients supplier 1Year Confirmed - Gp}ial?
Demo Co
@ View

3.3 RESPONDING TO RECEIVED QUESTIONNAIRES
Once you have finished reviewing you can now respond to the questionnaire

Step 1: Once there select respond

Questionnaire Manager

4= Received Questionnaires = Activity Overview  [§ Reporis ~

B Currently viewing JEARES S8 Questionnaires Change Site Viewing 8 results | Page 1 of 1

) Date Sent Title Sent By Sent To Site Review Status
| 29/04/2020 11:45 Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire Steve Jones Elaine Rogers Ingredients supplier 1Year Requires Your I =p Respond I
Demo Co Action
@ View
a5} 10/02/2020 11:40 Demo Co New Supplier Questionnaire (DR, S. Tri, Pag) Steve Jones Elaine Rogers Ingredients supplier 1Year Confirmed =p Update
Demo Co
@ View

Step 2: Now fill in your responses, go through every page and upload any information that may have been
requested taking care to complete required questions which are highlighted with an Asterix.
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27

Questionnaire Manager
Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier Cancel [Next ~ | save ~ |

0 Please Note: Only when you reach the final page will you be able to "Save & Send Response” which will nofify the sender of your response.

1. Introduction

What type of product do you supply? * | Meat/Pouliry | Packaging L oil
| Seafoed (Including shellfish) ) Dairy || Services
= oil || Cheese ! Machinery
| sait || Bakery ) laundry
L veg L Ingredients ) Ready Meals
| Fruit
Company background
Vi
Organisational Chart | Choose file | No file chosen
L ]

Management structure

Step 3: Once you get to the end or end page select Save then Save & Send Response

Questionnaire Manager
Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier Cancel [ @350r5 [ save ~ |

€ Please Note: Only when you reach the final page will you be able to "Save & Send Response” which will nofify the sender of your response.

Additional Meat Supplier Information

Do you use any 3rd party slaughter houses? No v
If Yes, how many?

Please include Slaughter House Name, Address (including EC Code and Post Code)

~  Previot 5

Cancel

Save Progress

Save Progress & Exit

Save & Send Response

! FOODS Quick Links Suppor|

Step 4: Once complete the status reverts to Awaiting Response. This means that your response is with
your customer for review and confirmation.
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Questionnaire Manager

4= Received Questionnaires = Activity Overview [l Reports

Success - your response has been succcessfully sent

B Currently viewing BEYERI 2 Questionnaires Change Site

- Date Sent Title Sent By

L 29/04/2020 11:45 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) - Testing Questionnaire Steve Jones
Demo Co

) 10/0212020 11:40 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones
Demo Co

3.4 RECALLING A QUESTIONNAIRE

Viewing 8 results | Page 1 of 1

Sent To Site Review Status
Elaine Rogers Ingredients supplier 1 Year Awaiting
Response
@ View
Elaine Rogers Ingredients supplier 1 Year Confirmed jrup'&ai;,*
@ View

You can recall your questionnaire response in the instance that you might need to legitimately change

some answers.

Step 1: Select Update beside questionnaire

Questionnaire Manager

4= Received Questionnaires =3 Activity Overview [l Reports

UCC - your has been fully sent

B Currently viewing JEISRIEIZ Questionnaires Change Site

Viewing 8 results | Page 1 of 1

L Date Sent Title Sent By Sent To Site Review Status
L 29/04/2020 13:19 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) - Testing Questionnaire Steve Jones Elaine Rogers Ingredients supplier 36 Months Confirmed =p Update .
Demo Co
@ View
Step 2: Then select Recall
Questionnaire Manager
«” This questionnaire has been confirmed by the sender. Z Recall

If you wish to make changes, please recall the questionnaire. When you have finished making changes, please choose 'Save & Send Response’ to send your response back fo the sender.

Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier

1. Introduction

What type of product do you supply?
Company background
Organisational Chart

Management structure

Step 3: Update your answers
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Questionnaire Manager
Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier Cancel [ next ~ [ save ~ |

@ Please Note: Only when you reach the final page will you be able to "Save & Send Response™ which will notify the sender of your response.

1. Introduction
What type of product do you supply? * ¥) MeatPoultry [) Packaging © o
| Seafood (Including shellfish) L Dairy . Services
O on | Cheese [J Machinery
O sait ) Bakery ) taundry
] veg ) Ingredients | Ready Meals
O Fruit
Company background
z
Organisational Chart | Choose file | No file chosen

Management structure

Step 4: Once complete and you are at the end of the questionnaire select Save then Save & Send Response

Questionnaire Manager
Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) - Testing Questionnaire - Ingredients supplier Cancel [ @505 [ Save~]

0 Please Note: Only when you reach the final page will you be able o "Save & Send Response™ which will notify the sender of your response.

Additional Meat Supplier Information

Do you use any 3rd party slaughter houses? No v
If Yes, how many?

Please include Slaughter House Name, Address (including EC Code and Post Code)

Cancel ~ Previo is

Save Progress

Save Progress & Exit

= FOODS Quick Links Suppof_Ssve & Sena Response

Step 5: The status reverts to Awaiting Response. This creates a task for your customer to review and
confirm.
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Questionnaire Manager

4= Received Questionnaires = Activity Overview [l Reports ~

Success - your response has been succcessfully sent

@ Currently viewing JLYEBSIE Questionnaires Change Site Viewing 8 results | Page 1 of 1
L Date Sent Title Sent By Sent To Site Review Status
[ 29/04/2020 13:19 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) - Testing Questionnaire Steve Jones  Elaine Rogers Ingredients supplier 36 Months Awaiting
Demeo Co Response
® View

4 VIEWING RECEIVED QUESTIONNAIRES

4.1 VIEWING COMPLETED QUESTIONNAIRES

Next step is to view the completed questionnaire on the desktop

Step 1: Once a questionnaire is complete go back to your desktop and choose the relevant questionnaire &
select View Responses.

Questionnaire Manager

#8 Company Questionnaires 4= Received Questionnaires B3 Activity Overview [ Reporis & Admin

B Currently viewing [NV RN 3 {Zela W Questionnaites = Change Filters Viewing 14 results | Page 1 of 1
© Add New @ISRV ffj Delefe Selected

S: Last Modified Title Created By Review Frequency Type In Use Status
™) 27/04/2020 17:37:28 New questionnaire Steve Jones 1 Year Technical Yes 0 Sent
— 22/04/2020 13:27:52 Demo Co New Supplier Questionnaire (DR, S, Tri. Pag) Steve Jones 1 Year SAQ Yes 50 Sent
@ 17/04/2020 14:29:27 SAQ Sustainability Steve Jones 1 Year Sustainability No 0 Sent Completed Comparison Report
Completed Snapshot Report.
&) 17/04/2020 14:18:12 Supplier Sustainability Questionnaire Steve Jones 1 Year Sustainability Yes 2 Sent =
*  Edit Details
@ 23/03/2020 17:08:46 Goods In Steve Jones Technical Yes 1 Sent Edit Questionnaire
Edit Confirmation Template
= 07/02/2020 11:26:37 Gluten Free Allergen Questionnaire Steve Jones 1 Year Technical Yes 2 Sent

=
3 Preview

Step 2: A list of all the completed & pending questionnaires will show
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Questionnaire Manager - Demo Co New Supplier Questionnaire (DR, S, Tri, Pag)

Date Sent

Q Status =
Al v All
Supplier Type Supplier Status
All v All

W Delete Selected

Date Sent
B 101022020
10/02/2020
10/02/2020
10/02/2020
25/04/2020
2710412020
27/04/2020
27/04/2020
27/04/2020
21/03/2019
22/1112018

107022020

© Request More Info

Sent By

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Steve Jones

& Export To PDF

Supplier

Customer 1

Ingredient Trading Agent

Packaging supplier

Transport

Meat Processor

Meat Processor

Meat Processor

Meat Processor

Meat Processor

Salt supplier

Fruit Supplier

Abattoir 2

Site

Lead Technical

All

Primary/Secondary
All

Sent To

User 1 Customer 1

Brad Fielding

Gregory Donaldson

User 1 Transport

User 1 Meat Processor

User 1 Meat Processor

User 1 Meat Processor

User 1 Meat Processor

User 1 Meat Processor

Charlotte McLaughlin

Halle Norman

User 1 Abattoir 2

Score Recipient Status

All v All v
High Risk Sort By

All v Review Date (Ascer~

Points Last Confirmed

21/03/2019

“ 12/12/2018

10/02/2020

Search

Review Date

21/03/2020

12/12/2020

10/02/2021

Clear Filters

Viewing 50 results | P:

Status

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Response

Awaiting Review

Confirmed

Confirmed

age 1 0of 1

Step 3: You can view each questionnaire by selecting the options icon to the right of the questionnaire and
then View Response. From here you can also Amend recipient, request more info, confirm & close &

lock.

Questionnaire Manager - Demo Co New Supplier Questionnaire (DR, S, Tri, Pag)

Date Sent Bety

Status A

Site

1 Delete Selected

All

Supplier Type
Al

© Request More Info

v All

Supplier Status
v All

& Export To PDF

Lead Technical
All v

Primary/Secondary

All v

Score Recipient Status Search
All v All v

High Risk Sort By
Al v Review Date (Ascer~

€ Back

Clear Filters

Viewing 50 results | Page 1 of 1

) 1010212020

Steve Jones

Customer 1

User 1 Customer 1

1 1010212020
O 10i0212020
10/02/2020

25/04/2020

Steve Jones

Steve Jones

Steve Jones

Steve Jones

Ingredient Trading Agent

Packaging supplier

Transport

Meat Processor

Brad Fielding

Gregory Donaldson

User 1 Transport

User 1 Meat Processor

Awaiting Response

Awaiting Response

L

Awaiting Response

L

Awaiting Response

L

Awaiting Response

L

Step 4: Navigate through the pages to view the response in full, once complete select back

4.2 REQUESTING MORE INFO ON QUESTIONNAIRES
Step 1: To Request More Info if responses are not adequate you can do this at 4.1. Simply select the
questionnaire then select Request More Info

FOODS
CONNECTED

Request More Info
Amend Recipient
Edit Sections Shown
Close & Lock

Confirm




Questionnaire Manager - Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) € Back

Date Sent Between Questionnaire Status  Associated Site Lead Technical Score Recipient Status Search
Al - Al Al - Al - Al - [ Frer ]
Fi
. Supplier Type Supplier Status Primary/Secondary High Risk SortBy Sloax FRers,
Al - Al - Al - Al ~ Review Date (Ascer

Success - Questionnaire was marked as Confirmed

Lt © Request More Info | & Export To PDF Viewing 50 results | Page 1 of 1

[ Date sent Sent By Supplier Sent To Points Last Confirmed Review Date Status

1 1000212020 Steve Jones Customer 1 User 1 Customer 1 _ Awaiting Response =

& 10022020 Steve Jones Ingredient Trading Agent Brad Fielding _ Awaiting Response =

) 100212020 Steve Jones Packaging supplier Gregory Donaldson _ Awaiting Response =

O 10022020 Steve Jones Transport User 1 Transport _ Awaiting Response =

| 2500412020 Steve Jones Meat Processor User 1 Meat Processor _ Awaiting Response =

O 27042020 Steve Jones Meat Processor User 1 Meat Processor _ Awaiting Response =

O 2710412020 Steve Jones Meat Processor User 1 Meat Processor _ Awaiting Response =

& 27042020 Steve Jones Meat Processor User 1 Meat Processor _ Awaiting Response =

[ 27/0412020 Steve Jones Meat Processor User 1 Meat Processor _ Awaiting Response =

O 22m1018 Steve Jones Fruit Supplier Halle Norman 12/12/2018 12/1212020 Confirmed =

L J ~_View Response
O 10022020 Steve Jones Abattoir 2 User 1 Abattoir 2 _ 1010212020 101022021 Confirmed *
i il Amend Recipient
O 10022020 Steve Jones Abattoir 3 User 1 Abattoir 3 3 10/02/2020 10/02/2021 Confirmed :
1 Edit Sections Shown

£ 100212020 Steve Jones Bakery Supplier Joanne Fox 10/02/2020 1010212021 Confirmed i Close & Lock

O 10022020 Steve Jones Cleaning services Martin Smyth 1110212020 170212021 Confirmed j Confi

Step 2: Then enter in a response or define what further info you need in the comments box, choose a
Respond by Date, select Send

Request More Information

Enter the reason why you are requesting more information on the questionnaire(s):

Respond By Date 05/05/2020

An email will be sent to Halle Norman

Cancel Request More Info

Step 3: The status reverts to Awaiting Response

&) 28/04/2020 Steve Jones Fruit Supplier Halle Norman 12/12/2018 12/12/2020 Awaiting Response

Step 4: The supplier completes and sends back. The status is at Requires Your Review
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Supplier Check Manager: Completed - Animal Welfare Supplier Check (Dr, Frq, S, Ca, Tri)

Between Dates Supplier

Lt All

[a Wilful acts of abuse

All
| REECEEERENE @ View Selected | @ Lock Selected
Date Wilful acts of
1 Completed Supplier abuse
U 2700420 10:42  Meat Yes
Supplier

Completed By Status
All
Any Sensible animals dragged
All
Any Sensible animals Completed
dragged By Shared With
Yes Steve Jones Kevin Smyth

All

Points (Score
Rating)

2 (Low)

Step 5: Re-follow steps in 4.1 & 4.1 to confirm when you are happy.

4.3 CONFIRMING QUESTIONNAIRES

€ Back

Supplier Type

Step 1: Once you are happy and want to confirm select the icon and then Confirm

Questionnaire Manager - Demo Co New Supplier Questionnaire (DR, S, Tri, Pag)

Date Sent Between Q ire Status A i Site

All v All
Supplier Type

All v All

Supplier Status

© Request More Info & Export To PDF
2l Date Sent Sent By Supplier
O | 100212020 Steve Jones Customer 1
4] 10/02/2020 Steve Jones Ingredient Trading Agent
(5] 10/02/2020 Steve Jones Packaging supplier
= 10/02/2020 Steve Jones Transport
O | 2510412020 Steve Jones Meat Processor

Lead Technical Score Recipient Status
All v All - All
Primary/Secondary High Risk Sort By
All v All

Sent To

Points

User 1 Customer 1

Brad Fielding

Gregory Donaldson

User 1 Transport

User 1 Meat Processor

4.4 CLOSING QUESTIONNAIRES
The closing questionnaire functionality is only used when you are delisting a supplier as this will stop the
review process (if set up) which will in turn stop reminder emails being sent to suppliers. Instead, only
confirm the questionnaires as outlined in section 4.3 to ensure the review frequency stays in place.

Review Date (Ascer~

Last Confirmed

Search

Review Date

Clear Filters
Respond By Open
Date Issues Status
27/05/2020 1 Requires Your =
Action
€ Back
Filter
Clear Filters

Viewing 50 results | Page 1 of 1

Status

Awaiting Response

View Response

Awaiting Response

Request More Info

Amend Recipient
Awaiting Response

Edit Sections Shown

Awaiting Response

Close & Lock

Adalting Resporse E-

Step 1: . If you are happy that the supplier no longer needs to review the questionnaire (due to delisting or
other circumstances), select Close & Lock
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Questionnaire Manager - Demo Co New Supplier Questionnaire (DR, S, Tri, Pag) € Back
Date Sent Between Q Status A Site Lead Technical Score Recipient Status Search
-
= o o PP a a -
‘E-,I Supplier Type Supplier Status Primary/Secondary High Risk Sort By Gl tien
=
All v Al v All v Al v Review Date (Ascer~
O Request More Info & Export To POF Viewing 50 results | Page 1 0f 1
Date Sent Sent By Supplier Senmt To Points Last Confirmed Review Date Status
10/02/2020 Steve Jones Customer 1 User 1 Customer 1 Awaiting Response =
. View Response
10/02/2020 Steve Jones Ingredient Trading Agent Brad Fielding Awaiting Response = Request More Info
Amend Recipient
10/02/2020 Steve Jones Packaging supplier Gregory Donaidson Awnaiting Response =
| Edit Sections Shown
10/02/2020 Steve Jones Transport User 1 Transport Awaiting Response Close & Lock
25/042020 Steve Jones Meat Processor User 1 Meat Processor Awaiting Response =

Step 2: Enter details for closing the questionnaire, then click Close & Lock

Close & Lock Questionnaire

and means the supplier will not be able

sing the 'Confirmed' opfion

Enter an optional note:

Cancel Close & Lock

4.5 FILTERING RECEIVED QUESTIONNAIRES

When questionnaires are being retrieved, and you have several questionnaires that run over several pages,
within FC Questionnaire Manager Search bar, you can search by the following filters.

- Status

- Sent By (Customer)

- SentTo

- Sort (A-Z, Due Date, Status, Date Sent)
- Site
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Questionnaire Manager

4= Received Questionnaires = Activity Overview [l Reporis
Date Sent Between Sent By Sent To Site Status Sort By Search
Al Al All Sites Al Respond By Date {1 it

Clear Filters

Sort by filter have the following options.

Sort By Search

Respond By Date (P

Y
Respond By Date (Descending)
| Respond By Date (Ascending)
Dale Sent (Descending) !
| Date Sent {Ascending) - |

All other options will be prepopulated with filter options depending on your specific account.

4.6 BULK CLOSING QUESTIONNAIRES

When creating questionnaire details for set will highlight if you want to “Enable Bulk Close”. This

functionality will allow you to switch this ability on and off, depending on the questionnaire, site or
account.

Title

m
il

Questionnaire Type

- Select Type — v
Questionnaire In Use Yes v
Requires Review Ma w
Confidential Share Mo ~ | (ifyes - only the person this questionnsire is shared with can view it)
Limit Internal Visiblity Mo ~ | (if yes - this questionnaire is only visible to selected users shown, otherwise visible to all)
_F_nable Bulk Close (Enables questionnaires associated with this te late to be bulk closed) )

Associated Questionnaire - MNone - v | (enables using fields from the associated guestionnaire to based visibilityreguired conditions on}
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Enabling this functionality, when clicking “Review Reponses” in the context menu the bulk close button
(blue) will be visible beside the existing button functionalities.

Date Sent Bety @ ti € Status A iated Site Lead Technical Score Recipient Status Search
All All All All All ﬁ
Supplier Type Supplier Status Responsible Country Sort By eagliiess
All All All Review Date (As
L DEEEEDETNE @ Request More Info || & Export To POF | Eg=T et Wiewing 66 results | Page 1 of 2

To Bulk Close questionnaires, click multiple questionnaires on the left-hand side boxes on “View Response”
page of Questionnaire Manager. When you have selected the questionnaires you would like to close/lock,
simply just select “Bulk Close Selected”

5 REPORTING QUESTIONNAIRES

5.1 CREATING COMPLETED COMPARISON REPORTS

Completed Comparison Reports are used to compare the responses from a specific question (or questions) against
each other. This allows you to compare data from different suppliers that completed that questionnaire.

Please ensure you are in the Company Questionnaires section to complete a Completed Comparison Report.
Step 1: Select the questionnaire you would like to report on

Step 2: Select Completed Comparison Report

vicawu uy REVIEW 1 IEquTTILY ype muse | aaws

Jclion Lamb Tesco Admin Ho 2041 Sent =
scfion Lamb - Baseline Data Tesco Admin Commercial Mo 350 Sent =|
zal Benchmark Dafa Tesco Admin Yes 3533 Sent =
| View Responses
st Tier 2 Tesco Admin Mo 211 Sent
Plan Tesco Admin Yes 89 Sent = Completed Snapshot Report
Edit Details
:al Data Tesco Admin Yes 270 Sent = y .
= Edit Questionnaire
st Tier 1 Tesco Admin No 136 Sent = Edit Confirmation Template
Preview
sclion Lamb - Processor Templale Tesco Admin Ho 7 Sent =
1 Wiew Edit History
ipoint Survey Tesco Admin Yes 1 Sent i€ Send to Suppliers
Send to Individual
1able Farming Group - Potatoes QVIS Scorecard Tesco Admin Yes 3 Sent = nd to Individuals

irinm |z Wnmdhh Tacrn fdmin Bin 4 Cant =

Step 3: Change the Fields Display, toLeft to Right and select date filtering (dependent on when you would
like to compare the data from). You can also select specific suppliers you would like to include or you can

leave it as all suppliers. Click Next when done.
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Back

Fields Display Left to Right ~

Sent Date Filtering (@ Date Range () From SetDate () During Set Time Period  (_) Curent Year to Date () Company Pericd () Last Peried () Cument Period

Date Range

Supplier Options

@ All Current Suppliers whenever report is run O Filtered Supplier selection from current list

Step 4: Select the specific fields you would like to report upon (this is the information you want to pull out

of the questionnaire.

Questionnaire Manager

New Supplier Questionnaire (DR, S, Tri, Pag) - Comparison Report: Step 2 # Back to Company Questionnaires
Q Back m
O section Field
D 1. Introduction What type of product do you supply?

D 1. Introduction Company background

D 1. Introduction Organisational Chart

D 1. Introduction Management structure

D 1. Introducficn Do source any material from Russia?

D 1. Introducficn Do you source from China?

D 2. Supplier Defails Location

2. Supplier Details Current BRC Grade

D 2 Supplier Details If there iz no BRC in place, please indicate how you manage food safety?

Step 5: Select Generate Report

Step 6: A report will now appear. At the top right of the screen click Export to Excel

Back Export to Excel Export to CSV

Step 7: Open the excel report and save it in your document
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Note: You now have the ability to now run a comparison report with questionnaires only sent to individuals.
This step can be completed at Step 1 after selecting “Complete Comparison Report”- must select the option

“Filtered Supplier Selection from Current List”.

5.1.1 CREATING AND EXPORTING RECEIVED COMPARISON REPORTS ON MULTIPLE

QUESTIONNAIRES
Ensure you are in the Received Questionnaires section of Questionnaire Manager

News & Statistics Supplier Approval Quality Management Trading & Planning User 1

Questionnaire Manager

I 4= Received Questionnaires I = Activity Overview [Jj Reporis

Date Sent Between  Site Questionnaire Sent By Sent To Status Sort By Search
All Sites All Templates Al Al Al Respond By Dat [——
Clear Filters
Wi Received Comparison Report
Wiewing 13 results. Page 1 of 1 25 50 100 AN
D Date Sent Site Title Sent By Sent Te Review Respond By Status
O 1503022 15:11 Abattoir 1 Baseline & Environmental Quesfionnaire Steve Jones User 1 Abattoir 29/03/2022 Requires Your = Respond

Step 1: Click the Questionnaire filter and choose the relevant questionnaire template using the search bar
Questionnaire Manager

4= Received Questionnaires = Activity Overview  J§ Reporis

Date Sent Between Site Questionnaire Sent By Sent To Status Sort By Search

All Sites All Templates v All All All Respond By Dat ﬁ

I Received Comparson Repor _

Baseline & Environmental Questionnaire

Clear Filters

Viewing 13 results. Page 1 of 1 BRG Mew Supplier Assessment Questionnairs 25 50 100 Al
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Step 2: Click Filter
Questionnaire Manager

= Activity

4= Received Questionnaires overview [ Reports

Date Sent Between

i Received Comparison Report

Site Questionnaire Sent By Sent To Status

All Sites All Templates - All All All

All Templates

Baseline & Environmental Questionnaire

Viewing 13 results. Page 1 of 1 BRG Mew Supplier Assessment Questionnaire

Sort By Search

Respond By Dat Filter

Clear Filters

25 50 100 AN

Step 3: Click which questionnaires you would like the comparison report on. If you would like all

guestionnaires included, see steps 4 and 5.

Questionnaire Manager

4= Received Questionnaires = Activity Overview

I Reports

Date Sent Between Site Questionnaire Sent By Sent To Status
All Sites Baseline & Envir All All All
|l Received Comparison Report
Viewing 2 results. Page 10of 1
D Date Sent Site Title Sent By Sent To
15/03/22 15:11 Abatloir 1 Baseline & Environmental Queslionnaire Steve Jones User 1 Abattoir
Democa
15/03/22 15:11 Abattoir 1 Baseline & Environmental Questionnaire Steve Jones User 1 Abattoir
Democa

Viewing 2 results. Page 1 0f 1

Step 4: Click Received Comparison Report.

mm= FOODS

CONNECTED

Sort By Search
Respond By Dat [ Fer ]
Clear Filters
25 50 100 Al |
Review Respond By Status
29/03/2022 Requires Your
Action
& View
29/0312022 Requires Your
Action
& View
25 50 100 Al |




Questionnaire Manager

4= Received Questionnaires

= Activity Overview

i Reports

Date Sent Between Site Questionnaire Sent By Sent To Status Sort By Search
All Sites Baseline & Envir All All All Respond By Dat ﬁ
Clear Filters
I |l Received Comparison Report I
Viewing 2 resulis. Page 1of 1 25 50 100 AN |
D Date Sent Site Title Sent By Sent To Review Respond By Status
D 15/03/22 1511 Abattoir 1 Baseline & Environmental Questionnaire Steve Jones User 1 Abattoir 29/03/2022 Requires Your
Democa Action
& View
D 15/03/2215:11 Abattoir 1 Baseline & Environmental Questionnaire Steve Jones User 1 Abattoir 29/03/2022 Requires Your
Democa Action
& View
Viewing 2 results. Page 1 0f 1 25 50 100 AN |

Step 5: If you have selected which questionnaires you want the report from, click Selected Questionnaires.

If you would like all questionnaires included, click All Questionnaires.

Questionnaire Manager

4= Received Questionnaires = Activity Overview

i Reports

Date Sent Between Site Questionnaire Sent By Sent To Status Sort By Search
All Sites. Baseline & Envir All All All Respond By Dat ﬁ
Clear Filters
Selected Quesfionnaires 25 50 100 Al |
All Questionnaires
L Date Sent Site Title Sent By Sent To Review Respond By Status
D 15/0322 151 Abattoir 1 Bazeline & Environmental Questionnaire Steve Jones User 1 Abattoir 29i03/2022 Requires Your
Democao Action

& View

A report is then generated which will look similar to this:

Generated By:
Date Generated:

Rob Phelps
16/03/2022 02:39:45

Questionnaire Details Test - Contract test  Section 1 - Question 1 Section 1 - Question 2 Section 1 - Question 3

28/10/2021 - Fresh Food Supplies (John Smith) 2 3 3
28/10/2021 - Fresh Food Supplies (John Smith) 1 1 1
28/10/2021 - Fresh Food Supplies (John Smith) 2 4 3
28/10/2021 - Fresh Food Supplies (John Smith) 1 4 1

Step 6: To view the report in Excel click the Export to Excel button
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Back Export to Excel

Please note that the questionnaires must all be the same for this type of comparison report to work correctly.

This also means that only one questionnaire template can be chosen at a time.

5.2 CREATING SNAPSHOTS

Step 1: Sign into Foods Connected and select Supplier Approval then select Supplier Questionnaire

Step 2: Select dropdown beside relevant Risk Assessment and select Completed Snapshot Report

Review Frequency Type In Usge Status

Cost of Production Lamb Yes 0 Sent

Cost of Production Lam™ T
View Responses

1 Year Cost of Production Law Completed Comparison Report

Cost of Preduction La
Edit Details

Gost of Production Law  Edit Questionnaire

Edit Confirmation Template
Cost of Preduction Lamr

Preview
Cost of Production Lamr View Edit History
Cost of Preduction Lamr Send to Suppliers

Send to Individuals
1ear Cost of Preduction Lame=="yes = —sarSen 7 "5

Step 3: Select required reporting parameters and select Next

Supplier Options

@ All Current Suppliers whenever repart is run O Filtered Supplier selection from current list
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Step 4: Complete requirements for the report and select Next

Date Filtering @® Date Range () From SetDate (O During St Time Pericd (O Current Year to Date

Date Range 12/05/2020 26/0612020

Select the field you

Report on Field of Type @® Numeric O DWWW would |ike to report on
Mumeric Field

Mene
Dropdown { Timespan Suppliers A

Output Type Totals v

Charts Type Pie Chart | Selectthe type of format

Legend Percentages @® Shown () Hiddan you would like your
report to be

Totalifverage per Outcome @® Shown () Hidden

Summarize By Suppliers A

Report Comments

Step 5: Select Create Dashboard Widget. Select Save As then select New Widget.

Date Range 27/01/2020 to 23/03/2020
Suppliers @ Show Al

Dropdown Field Flock Information - How many different types of antibiotics did you use this year? {January 2019 - January 2020}
Overall Total 2416

Average Per Outcome 4832

Flock Infermation - How many different types of antibiotics did you use this year? (January 2019 - January 2020)

Qutcome Average Percentage
7 15.26 31.66%
4 14.32 29.67%
3 9.47 19.62%
5 538 11.15%

2 38 7.89%

N FOODS
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Back To_. = Amend Paramaters Sava A5 -

R Wit
Wiaget Tide Flock Information - How many differant types of antik
Widget Site ~
Widget Access Leved Al Usars w
Flock Information - How many different types of antibiotics did you use this year? (January 2019 - January 2020)
Key Outoome Averape Percentage

. T 1528 31.66%

1432 206T%

M-
-3 a4 dasmm
B

238 1.15%

-2 3 7.89%

Total: 2418

Awerage per Outcome: 483 2
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