
COLLABORATION ROOM 
(SUPPLIER)



• Collaboration Room: 

 It is the channel for communication between Buyer and Vendors.

 Use the Collaboration Room for commercial doubts (price formation, term, documentation content etc.).

 The data privacy of each Supplier is respected.

 Benefits:

• Transparency
• Traceability
• Historic
• Safety
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• Collaboration Room: 

Buyer / Contractor Vendor 1

Vendor 2

Vendor 3
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COLLABORATION ROOM

Access the Collaboration Room of the opportunities

Access the opportunity.



Click on the button “Collaboration
Room”.

Access the Collaboration Room of the Opportunity
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View Buyer/ Contractor messages

3. Who created the Subject;

Check out on this box all of the 
messages of the Collaboration 

Room.
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Note: For Public Opportunities, messages received and responses sent with subject
"Negotiation" and attachments, if any, will be made available in the public area of   the
Petronect Portal.



1 2 3

1. Message delivery date;
2. Message delivery time;

3. Message Sender;
4. Attachments quantity in this Message.

NOTE: All new messages appears in "Yellow”.
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To read the message click on the 
“Envelope” icon.
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Download Files and Attachments
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Click on the number of 
attachments on the attachments 
column to download message 
attachments.

*20*

Use the filter fields (user-Defined Filter) 
to filter messages (to enter a keyword 
use “ * “ before and after the word).



1. Select the desired attachment;

2. To download all message
attachments, click on the

icon and check the option
“Select All”;

COLABORATION ROOM

3. After select the files click on
“Download Files”.

NOTE: All messages and
attachments have a “Filter” 

field.



2. Or download all the
attachments on the
collaboration room.

1. You can download all
the attachments of a 

subject. 

Download Files
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Create a subject on the collaboration room

Click on “New Subject” to create
a new subject on the
collaboration room.
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The following screen will display the fields “Free subject”, “Predefined Subject” and “Questioning”:

The "Free Subject" option will be marked as the default option.

Sending messages to the Buyer/ Contractor
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When choosing "Predefined Subject", then you must select one of the options below:

Impugnation;

Negotiation.

Sending messages to the Buyer/ Contractor
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When choosing "Questioning", then you must select one of the options below:

Request for Clarification

Sending messages to the Buyer/ Contractor
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3. To attach a file, click the "Upload 
Attachment" button. To delete the selected file, 

click on the button
NOTE: Deleting a file is only possible before the 

message is sent. After sending the message, 
you cannot delete attachments or messages 

from the collaboration room.

2 . Type the desired 
message in the field 

indicated;

1. By selecting the 
subject, check if all the 

mandatory options have 
been filled in;

Sending messages to the Buyer/ Contractor
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4. Click on “Search” to locate the
file in your computer.

NOTE: On the loading screen you can see the extension character limit on the name, quantity and 
maximum allowable size of each file.

5. After selecting the desired
files, click on “Load”

Inserting attachments to the message
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9. Click on “OK” to send the
message.

NOTE: you can only delete attachments before the message is sent, after
sending, messages and attachments can not be deleted.

Inserting attachments to the message

6. A message appears informing that the files have been 
successfully sent.

7. You can click on the icon       
to delete the attachment.

8. Select the buyer clicking on 
the blue square.
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Send a message from an existing Subject

NOTE: You can use the search criteria to filter the messages in the 
Collaboration Room.

10. A message informing that the message and the subject has been 
successfully created appears.

11. In case you want to reply a message sent by the Buyer / Contractor or send a message from an existing subject, click on the name of 
the desired subject.
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Messages sent to the Buyer / Contractor with the subject "Negotiation" will be made available automatically in 
the external area of   the Petronect portal.



Send a message from an existing Subject

12. Click on “New Message”;
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Send a message from an existing Subject

13. Type the text;

14. Insert attachments, if
necessary;

15. Select the Buyer as Recipient;

16. Click on “Send”

NOTE: You can send messages without attachment, but the system does not allow sending 
attachments without message.
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Send a message from an existing Subject

The Message Sent will 
appear in the subject.
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Download Collaboration Room Report

1. To download the History of Collaboration Room, click on 
"Colaboration Room Report”.
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Download Collaboration Room Report

The report comes in PDF, it has all incoming/or sent files and messages in the Collaboration Room 
and control reading of attachments.
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