
COLLABORATION ROOM (BUYER)



I .  C O L L A B O R A T I O N R O O M

Access to the collaboration room

The Collaboration Room is the communication channel between the companies eligible for a particular contracting process and the Petrobras
representative (Buyer). It is also through the Collaboration Room where the Buyer communicates with others spheres of the Company that come to
participate in this particular Procurement Process (Member of Commission, Patec Analyst and Consultant).

The creation of the collaboration room will be performed automatically at the time an opportunity/auction is published, or manually, in advance,
recorded. In the latter case, the supplier companies will not be invited to the collaboration room and will not receive notice of the opening of the room
at this time (Recorded Status), since the opportunity / auction has not yet been published effectively.

The new collaboration room aims to facilitate the exchange of messages and attachments between users, maintaining specific rules for viewing and
editing, and making all the information exchanged in them traceable (Considering always the possibility of read / write access according to profiles
specific to the solution and protecting private messages restricted to their senders / recipients). Such actions make the purchasing process more
dynamic and allow the buyer user to negotiate better terms and make sure that the products provided by the winning bids will technically meet the
needs of the requesting area.



Access to the collaboration room

The access to the collaboration room will be accomplished through the document that originated it (Opportunity/ Auction).

Access the menu "Purchasing and Contract Management" and then access the submenu "Opportunity Board".
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Access the “Opportunity
Board” to search for 

your process.



It will appear the opportunity selected before.

Click on the button
“Collaboration Room” to

access.
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Initial navigation

The collaboration room will open in a new window.

1. In the room header, it will be informed the number and title of opportunity linked to the selected collaboration room.

1
You can use Search Criteria to filter messages in the

Collaboration Room.
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2. The action buttons described below are available for use:

• New Subject: Initiates the process of creating a new message or attachment.
• Download files: It displays a window with all the attachments of the collaboration room and makes them available for download.
• Collaboration Room Report: it generates a collaboration room report.
• AI Summary: Displays a topic-based summary of all messages in the Room.
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3. In the “Room Details" section, it will appear the creation date of the opportunity, the user responsible for the room, collective number and status of
the room.

4. In the "Search Criteria“ section, it will be displayed some filtration fields for a more detailed search of the messages exchanged in the room

5. In the "subject" table, message subjects are presented (topics), the date and time of the last message linked to the subject, the user company that
created it and the number of attachments related to the subject.
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Creating Messages / Attachments – New Subject

The process of creating messages or insert attachments should be done through the "new subject" button. This button will also be used if you want to
create a new topic through an existing subject on table "subject".

Click on the button “New 
Subject” to create a new topic

on the collaboration room.
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Creating Messages / Attachments – New Subject

The following screen will display the fields “Free subject”, “Predefined Subject” and “Questioning”:

The "Free Subject" option will be marked as the default option.
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Creating Messages / Attachments – New Subject

When choosing “Predefined Subject", then you must select one of the options below:

Impugnation;

Negotiation.
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Creating Messages / Attachments – New Subject

When choosing "Questioning", then you must select one of the options below:

Request for Clarification
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Creating Messages / Attachments – New Subject

Note:
For Public Bids - If the Purchaser creates the message and ticks the “Send to all available recipients and to public area” flag, the Vendor who enters
afterwards will see the message and the attachment (if any). If the Purchaser creates the message without this flag marked, the Supplier who enters
afterwards will not see the message and its attachment.
The flag quoted also makes the message and the attachment available in the external area of ​​the Portal.

For Non-Public Opportunities - Messages are sent to the recipients selected by the Buyer at the time of shipment. The provider included in the
opportunity after sending the message will not have access to previously sent messages.
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3. To attach a file, click the "Upload 
Attachment" button. To delete the selected 

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

the message is sent. After sending the 
message, you can not delete attachments or 

messages from the collaboration room.

1. Fill in the subject in 
the "Subject" field 

(Only if the "Subject 
Free" field is filled in

2 . Type the desired 
message in the field 

indicated;



Creating Messages / Attachments – New Subject

4. Select one or more recipients;

5. To finish creating the new 
subject, click the "OK" 

button.
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Note: to select one or more suppliers for sending messages, it is necessary to press the “CTRL” key.



Creating Messages / Attachments – New Subject

It is possible to select all the
recipients and keep one or more 

suppliers deselected. To do it, 
you just have to press the “CTRL” 

key;
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After creating the new subject, the success message below will be displayed and the new topic will be presented in the table "Subject".

Note: The buyer will be able to send messages and attachments to all explicit participants in the Collaboration Room
(Vendors, PATEC Analyst, Commission Member and Expediters). Excepting the commission members, who may send
messages to suppliers, all the other participants will be able to communicate only with the buyer. The implicit
participants (Consultants, Managers, Auditors and Supervisors) will be able only to visualize the messages exchanged in
the collaboration room that they have access.

Success message of the new 
subject and message 

creation.
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A list of recipients will be available filtering, within the universe of participants of the room, only the participants that the user can communicate directly.

User Responsible for Opportunity: You can send messages to everyone in the room, or select specific recipients. Recipients that should appear to buyers
should be the vendor companies that are enrolled in the Opportunity / Collaboration Room and the other explicit participants in the room, such as
committee members, Patec analysts, and adjusters. No users, consultants or managers, auditors or supervisors will be displayed in this list.

Note: When the "All registered suppliers" flag is marked in the message by the Room Manager, all suppliers already included in the Opportunity / Room
will be obligatorily included as recipients.

Vendor users: They will only have the Responsible for the Opportunity as a possible recipient. Suppliers should not communicate with other participants,
nor even find out who else is participating in the opportunity.
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Analysts Patec- it will only have the responsibility for the opportunity as recipient.

Comission Member – it will be able to send messages to suppliers, such as buyer;

PATEC Proofers - By procedure, they can only send messages to the person in charge of the room.

Consultants, Managers Profile, Auditors Profile and Supervisors Profile - They will not be able to send messages in the room to any user, they will only
be able to see the messages exchanged in the collaboration room that has access.

Prequalification Consultant – They will be allowed to create new subjects and include attachments in the collaboration room that have access that
pertain to Prequalification.
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To access the messages and/ or create messages and attachments linked to a subject, access the table “Subject” shown below.

Click on the name of the subject desired to access 
the messages screen of this subject.
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The screen of the subject selected before will be shown.

To create a new message 
and/ or attachment on this 
subject, click on the button 

"New Message".

I. Collaboration Room



The fields to fill will be presented in the "New Message" section.
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3. To attach one file or more, 
click on "Load Attachment“;

1. Insert the new 
message related 
to the subject;                         

4. Click on the
“Send” button.

2. Select one or more 
recipients;



Write the new message related 
to the subject;

1

2

The supplier(s) that originated the subject of the 
message sent by the buyer will be previously 

selected by the system. The buyer can select the 
other suppliers to receive the return of the 

message if necessary.

Note: If you want to display the message to the public area, be sure to select the "Send to all registered and
public area" message field.
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If the buyer selects the provider that originated the 
subject of the message along with other providers, the 

message will be sent normally. To deselect a company, it 
will be necessary to mark the desired company. Check the 

history of messages.
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3. To attach a file or more, click on 
"Upload Attachment";

4. Click on the “Send" button. You can 
send messages without an attachment, 
but the system does not allow you to 
send attachments without a message.
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Sent messages are stored in the "Message History" table.
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• View Messages and Attachments

After accessing the Collaboration Room, locate in the "Subject" section which subject you want to access.

Click on the desired subject to 
access the messages.
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The subject screen selected before will be displayed. The "Message History" section displays in chronological order, messages and attachments related
to the subject accessed.

To read the messages content, click on 
the icon shown in the "Message" 

column.

Messages can be filtered through the fields 
"Date", "Time", "Sender", "Author" and 

"Recipient (s)."
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The "Message" window appears, containing the message content.

To close the window, click 
the "OK" button.
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To download the files linked to the 
message, click on the number 

indicated on the "Attachments" 
column.
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The "Attachments" window with the files linked to the selected message will be displayed.

Select the desired files and click 
on the "Download Files" button.
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Download Files

The "Download Files" button presents all the files of the collaboration room and makes them available for download.

Click on the “Download 
Files” button.
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The "Attachments" window will be displayed. On the table will be the details of the attachments: "File Title", "Submission Date" and "Responsible".

Select the desired 
attachments and click on the 

"Download Files" button.
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Collaboration Room Report

The Collaboration Room Report will be generated by clicking on the "Collaboration Room Report“ button. The report presents the following sections:

• Collaboration Room Attachments - List of all the attachments included in the room showing date and time of inclusion, the user responsible for
the inclusion and which company it belongs;

• Attachments Read Control - Shows the users who visualized the attachments indicating date and time view, which user opened the file and which
company it belongs;

• Sent messages - History of all messages sent in the room, in chronological order, ordered from newest to oldest. In this section the messages are
not grouped by subject, but indicate which subject they belong (as already happens today).

Click on the “Collaboration
Room Report” button to

download it.
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Collaboration Room Report

The Report comes in PDF, has all the files and messages received and / or sent by the Collaboration
Room and reading control of the attachments (of the company itself).
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IA Summary

Click on the option "IA Summary" to display automatically a summary from the Collaboration Room. Use this functionality whenever you want a quick
and clear overview of the information.
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Note: functionality available only for the buyer of the bidding.



IA Summary

Information will be displayed and classified by topics. It is not possible to print summarization, but it is acceptable to copy the given texts.

We recommend you to review the content, especially cases that critical subjects are involved or that require accuracy on the information.
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