
EVENTS



I .  O B J E C T I V E S

1. Understand the concepts of Petrobras evaluation process:

▪ Understand what is ‘product groups’;

▪ Understand the evaluation criteria;

▪ Understand the concepts of “Requisite”, “Indicator” and “Questionnaires” in the evaluation process.

2. Search and follow up your company processes.

After reading this training module, you will be able to:



I .  O B J E C T I V E S

1. Search available events;

2. Confirm presence at an event;

3. Delete an invitation from events list.

After reading this training module, you will be able to:



At the Portal home page, enter your user or CPF and password to access the restricted area.

I I .  H O W T O A C C E S S

How to access the feature “Events”



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

I I .  H O W T O A C C E S S



I I .  H O W T O A C C E S S



I I I .  S E A R C H E V E N T S

It will be displayed all the event invitations sent to the company.

Search available events



The events list will present the following information:

 Subject – The title of the event;

 Event Type – The events can be of three types:

 Scheduling: when the supplier requests a scheduling for a present event;

 Open Lecture: companies registered or not in the system can be invited;

 Closed Lecture: only companies registered in the system can be invited.

 Attendance– show if there is a confirmation of the company in the event;

 Confirm Attendance – it will display the link “Schedule participation”;

 Company Representatives - it will display the link “View representatives”;

 Schedule –

 Delete – it will present an icon to delete an event.

I I I .  S E A R C H E V E N T S



I I I .  S E A R C H  F O R  E V E N T S

If there are no events for the supplier, the message
“No events available” will be displayed at the

home page.



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - L E C T U R E

Click on “Schedule participation” to confirm a 
representative’s participation at event of type “Open 

Lecture” or “Closed Lecture”.

Confirmation of presence in an event of type “Lecture”



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - L E C T U R E

In “Basic data” will be presented the basic 
information about the event, such as name, 
event type, address and a reference for the 

address. 



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - L E C T U R E

In “Available Dates” will be presented all possible 
dates to schedule the company participation. Select 

the date of preference. 



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - L E C T U R E

Insert the information of the company 
representatives:

Representative Name, Representative Identity 
Number, Company position, E-Mail, Area Code, 

Phone Number and a confirmation message 
(column “Subject”).

PS: The required fields are Representative Name, 
E-Mail, Area Code and Phone Number. 



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - L E C T U R E

Click on “Confirm”. You can associate up to three 
representatives onetime. 

Click on “Yes” to confirm.



A confirmation page will be displayed with a successful message, as it is possible to see on the picture below.

I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - L E C T U R E



Select the item which you want to confirm and click 
on the field “Schedule participation” to confirm a 

representative’s participation at event of type
“Scheduling”.

I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

Presence confirmation at event of “Scheduling” type



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

In “Basic data” will be presented the basic information 
about the event, such as name, event type, address 

and a reference for the address. 



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

In “Available dates” will be presented all the
possible dates to schedule the company

participation. Select the date of preference.  



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

Click in the icon t   to confirm. 

= available places to confirm presence in the event.

= Unavailable places to confirm presence in the event.



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

You can associate up to three representatives
one time.



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

Click on “Confirm”.  

Click on ‘Yes’ to confirm the schedule. 



I V .  C O N F I R M A T I O N  O F  P R E S E N C E  - S C H E D U L I N G

A confirmation page will be displayed with a successful message, as it is possible to see on the picture below:



The column “Company Representatives” will be used to verify the participant’s data confirmed at the event.

Click on “View representatives” to check the 
participant data confirmed at the event. 

V .  C O N F I R M A T I O N  O F  R E P R E S E N T A T I V E



The participant’s data confirmed at the event will be displayed.

V .  C O N F I R M A T I O N  O F  R E P R E S E N T A T I V E

If there are no representatives confirmed at the event, the message in the picture will be displayed on the page.



The icon linked to the column “Delete” will have two different functions.

1st. function – Delete an invitation of participation at event – in this function, the column status “Attendance” must be “Not confirmed”.

2nd. function – Cancel a confirmation of participation at event – in this function, the column status “Attendance” must be “Confirmed”.

V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N

How to delete an invitation to participate of an event



Click on “Delete” to remove an invitation.

V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N



V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N

Click on ‘Yes’ to confirm. 



V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N

The event will be removed from the events list and a message will be displayed in the page, as it is possible to see on the picture below.



If you click on “No”, the window will be closed and the system will return to the page before.

V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N



Click on “Delete” to remove an invitation.

V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N



V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N

Click on ‘Yes’ to confirm. 



V I .  D E L E T I N G A N I N V I T A T I O N F O R  P A R T I C I P A T I O N

The event will be removed from the events list and a message will be displayed in the page, like the picture below.



E


