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I. Objectives

1. Ask for support through “Contact Us”;

2. View the relationship story between your company and Supplier Registration.

After reading this training module you will be able to:



II. How to Access

How to access the feature “Contact Us”

The “Contact Us” is a service channel available to answer questions and keep record of all contacts between the
company and Petrobras Registration.

To access this feature, insert 
your user or CPF and 
password to access the 
restricted area.



After logging in, click on ‘Registry at Petrobras’. 

II. How to Access



Access ‘Contact Us’ on the menu “Registry at Petrobras”.

II. How to Access



The feature “Contact Us” will be displayed:

II. How to Access



III. Open Messages

To create a Ticket

On “Contact Us” Home Page, click on “Create Ticket”.



III. Open Messages

Choose the Request 
associated to the subject 

among the options.

The description must be 
clear and detailed.

Insert the Subject.
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Click on ‘Send’ to 
submit it.

55
Files might be attached to the 

message if necessary. 
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III. Open Messages

A control number will created to your message.



IV. Search Messages

Search for “Open Tickets”

To check unanswered messages, 
click on ‘Open Tickets’. 



IV. Search Messages

In this page, it will be available all the unanswered messages with their information, such as: message number, 
date and time it has been created, the subject and the status.  



IV. Search Messages

Double click on the message or click on 
“Check Details” to view the full 

message. 



IV. Search Messages

The message will be displayed, such as all the updates done and their descriptions. 

In this area, it will be shown the 
message number, opening date, 

subject and the status. 



IV. Search Messages

The message will be displayed, such as all the updates done and their descriptions. 

It can be viewed with more details, such as the changed 
date and the kind of message request, besides the message 

number and the status.



IV. Search Messages

The message will be displayed, such as all the updates done and their descriptions. 

“Description” – it is possible to 
view the information written in 
each step.



IV. Search Messages

The message will be displayed, such as all the updates done and their descriptions. 

The files attached to the message will be available on this index. To download the desired file, 
click on the name through the column “File”.



IV. Search Messages

After accessing the message, click on 
“Back” to go to the home page.



IV. Search Messages

Click on ‘Answer’ to answer the message. 



After filling the field “Description”, 
click on the button “Send”. 

IV. Search Messages

The fields “Subject” and “Request” appear already filled with information of the previously message.

It will be possible to attach files to your answer.
1. Click on the button “Load Attachment” to open 

the load window

2. Fill the attachment description and click on 
the button “Browse…" to search a file. 

3. Click on the button “Load".



IV. Search Messages

A new control number related to the answered message will be created.



V. Search History

Search the Messages History

Click on “Tickets History” to check all the 
messages. 



V. Search History

All the messages between Petrobras Registration and the company will be displayed with their information, such
as: message number, date and time it has been created, subject and t status.



V. Search History

Select the related line and click on 
‘Check Details’ to display the 

description.



V. Search History

The message and all the updates will be displayed.



V. Search History

To return to the home 
page, click on ‘Back’.



V. Search History

Select the related line and click on  
‘Answer’ to answer the message.



After filling the field “Description”, 
click on the button “Send”. 

V. Search History

The fields “Subject” and “Request” will be displayed with the ticket information which has been selected before.

It will be possible to attach files to your answer.
1. Click on the button “Load Attachment” to open 

the load window.

2. Fill the attachment description and click on 
“Browse…" to search a file. 

3. Click on the button “Load".
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