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1. User registration 
 

a) Non registered arbitrators 
 

If the Arbitrator is not yet registered in the Chamber´s electronic Portal (“Portal”), he/she shall 
proceed with the registration, as it will be further indicated. 
 
The users will be invited by the Chamber´s Secretariat, to register in the Portal, for the monitoring of 

a proceeding, through an invitational e-mail with a registration link, as the model below: 
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To initiate the registration, click on the link “Please click here to activate your account.” 

 
Following the account´s activation, a new window for the password´s registration shall open. Upon 

the insertion of the chosen password and agreement to the Terms of Use, click in “Choose 

password”, as the model below: 

 

 
 

After the definition of the password, the user will be moved to another window for the profile edition. 

Insert the contact information and click in “Save”, as the model below: 

 

Insert your password and 
repeat 
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At last, the user will come forward the Portal´s Terms of Use. Read and confirm the adhesion to the 

Terms, as the model below:

 

 

Attention: Maintain the contact information updated for the receipt of the notifications of the 

proceeding (Chapter 4).  
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b) Registered Arbitrators 
 

In case the Arbitrator is already registered in the Portal, due to his/her participation in another 

electronic arbitral proceeding (“proceeding”), the release of access shall be granted by the Secretariat 

and confirmed via e-mail indicating that the access has been granted:  
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2. Sending of files 

 
The Arbitrators shall proceed with (i) the filing of the communications to the Parties (procedural 
orders, awards and other decisions) and (ii) the sending of the financial files in their respective private 
folders that may be accessed in the indicated tab below: 
 

 
 
The Arbitrator visualizes the following folders: 
 

 
 

➔ The folders “1. Access the Proceeding” e “2. Arbitration Rules” are public and accessible to all 

Parties in the proceeding. 

 

➔ The Parties shall only have access to their respective private folders (“Claimant” e “Respondent”). 

 

➔ In addition to the Tribunal´s private folder, the Arbitrator has accesss to the following folders: 

“Common term manifestation”, “Ex-Parte manifestation” and “Experts” (if applicable).  
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When clicking on folder “Arbitral Tribunal” or “Sole Arbitrator”, it shall appear in sequence: 
 

 
 

There are 3 filing options available, 2 to send of communications to the Parties and 1 to send 

docunents to the financial department. The folder for the upload shall be chosen by the arbitrators, 

considering the scenario of the given case (purpose of the file, procedural stage and type of decision), 

as it will be further explained below. 

 
 

a) Filing in the Secretariat 
 

After an analysis and checking on the status of the proceeding, the Secretariat shall move the files 

uploaded to the folder “Filing in the Secretariat” to the folder “Access the proceeding”.  

 

The use of this folder is recommended for decisory documents (such as procedual orders with decisory 

content, partial awards, final awards and decisions on requests for clarifications). In these cases, the 

Secretariat may support the Arbitral Tribunal performing a brief analysis related to the formal acts of 

a procedural act and even, if necessary, withhold the sending of a document in case there is any 

pending costs supplementing by the Parties. 

 

To proceed with the filing of a record, click on the folder “Arbitral Tribunal”  followed by “Filing 

in the Secretariat”, as indicated above, proceeding with the upload of the file(s) by clicking on 

“Upload” and then on “Files”, as indicated below:  
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Then proceed clicking on “Browse” and choose the file(s), as indicatred below: 
 
 

 
 
 

Upon the conclusion of the file upload, click on “Add”, as indicated below: 
 
 

 

 
The Arbitrator will receive the filing confirmation, in the registered e-mail, as the model below: 
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Attention: the sender of the messages is automation.engine@highq.com. In case you are not receiving 
the system´s messages, verify your spam mailbox and, in case of doubts, contact the Secretariat on the 
number (11) 3549 3240. 
 
 
To visualize the filed document, click on the indicated link in the message or access the folder “Filing 

in the Secretariat” located in the folder “Arbitral Tribunal in the proceeding´s site. 
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b) Immediate publication filing 
 

The files uploaded to the folder “Immediate publication filing” are moved to the folder “Access the 

Proceeding” immediately upon its upload, without any human intervention by the Secretariat. Thus, 

once the record is uploaded, it is automatically moved to the case files and all involved receive a notice 

regarding the filing of this new record and its availability for consultation.  

 

The use of this folder is especially recommended for the documents that demand an immediate/urgent 

disclosure or that do not demand a previous analysis by the Secretariat. 

 

To proceed with the filing of a record, click on the folder “Arbitral Tribunal”  followed by “Filing 

in the Secretariat”, as indicated above, proceeding with the upload of the file(s) by clicking on 

“Upload” and then on “Files”, following the same steps listed in the previous item. 

 

c) Sending of documents to the financial department 
 

To proceed with the filing of a record, click on the folder “Arbitral Tribunal”  followed by 
“Financial files”, as indicated above, proceeding with the upload of the file(s) by clicking on 
“Upload” and then on “Files”, as indicated below: 
 

 
 

 
 

 
 
 
 
 
 
 
 

 

Then proceed clicking on “Browse” and choose the file(s), as indicatred below: 
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Upon the conclusion of the file upload, click on “Add”, as indicated below: 
 

 

 
The Arbitrator will receive the filing confirmation, in the registered e-mail, as the model below: 
 

 
 



 

 
 

 

13 

 
 

 
Attention: the sender of the messages is automation.engine@highq.com. In case you are not receiving 
the system´s messages, verify your spam mailbox and, in case of doubts, contact the Secretariat on the 
number (11) 3549 3240. 
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IMPORTANT! 

The file shall be available on the Arbitrator´s financial files folder for the access of the 

Secretariat. 

Each Arbitrator will have its own private financial files folder, which is not accessible to 

the other members of the Arbitral Tribunal. 

The Secretariat requests that no file shall be excluded or substituted from the financial 

files folder without prior notice to the Secretariat. 

In case the financial department needs to send any file to the Arbitrators, the said 

documents shall be uploaded in the same folder to facilitate the consultation and 

centralization of information. 
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3. Informal communication 

In addition to the sending of documents through the folders (Filings), other “off the records” manners may 
be utilized within the Portal tools: 

a) Blog 
 

The “blog” tool allows a more informal approach in the communication, between all involved in the 
proceeding, for a more flexible use such as the scheduling of meetings and general orientation. The use of 
the tool allows the centralization of information, without the necessity of e-mails or other apps for the 
discussion of simpler matters. 

To utilize the tool and create a new conversation, click on the tab “Blog” and “Add post”: 

 

 

 

 

 

 

 

 

Fill the solicited information: 

3.Chapter 
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It is not necessary to fill the field “tag”. 

In “Notifications”, choose the option “send immediate email to all users”, so all involved are notified: 

 

In “Categories” choose the most adequate to the given case, noting that the Secretariat may register new 
categories following an orientation by the Arbitral Tribunal: 
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In “Status” select the option “Published” so the message is made available immediately: 

 

To respond to an already commenced conversation, click on the desired theme in “Categories”: 

 

 

Click on “read more”: 
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Add a comment in the text box: 

 

 

Click on “Publish”: 
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All the involved Parties in the proceeding shall be notified, by e-mail, as the example below: 

 

b) Internal communication with the financial department 
 

Send a message to the responsible for the Chamber´s financial department, with a copy to the 

responsible Case Manager, via direct message, located on the superior right corner, on the envelope 

icon and the tab “New message”, just as provided below: 

 

 
 

Insert the names of the responsible for the financial department and of the Case Manager in the field 

“Recipients” and click on “Send”. It is necessary to identify the proceeding, as in the example below: 
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c) Sending of documents and communications exclusively 

with the Secretariat  
 

Documents and communications can be privately exchanged between the Arbitral Tribunal and the 

Case Manager through the “Internal Communication – Secretariat and Tribunal”, using, with the 

proper adaptation, the same steps in aforementioned in Chapter 2 for the filing of documents. 

 

IMPORTANT! 

If the message contains annexes, for the better organization of the documents, they shall 
always be uploaded to the private contact folder with the financial department. 
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Brief communications, without annexes, can be made via direct message to the Case Manager, pursuant 
item “a” of this chapter, noting that the sender shall identify the proceeding in the subject of every 
sent message. 
 
 



 
 

22 

 

4. Progress and development of the proceeding 

 

The Arbitrators shall be communicated of all procedural acts, such as the Secretariat´s 

communications, the Parties´ petitions and documents, as well as the publication of the procedural 

orders and awards, exclusively through the Portal, with the publication in the folder “Access the 

proceeding”.  

 

Whenever a document is published via the Portal or by the Secretariat in the folder “1. Access the 

proceeding”, all the involved Parties will be notified electronically, as the model below: 

 
 

Attention: an e-mail will be automatically sent by automation.engine@highq.com to each file 
submitted to the folder “1. Access the proceeding”. In case you are not receiving the system´s 
messages, verify your spam mailbox and, in case of doubts, contact the Secretariat on the number 
(11) 3549 3240. 
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5. Consultation and General Information 
 

a) Consultation to the proceeding 

 
To consult a proceeding, it is necessary that the user is registered in the Portal (Chapter 1). 
 

Once logged in the Portal, on the left of the initial page, the User will find the tab “Sites”, which will show 

all the proceedings that use is involved (as Party, Counsel, Arbitrator) and the recent activities related to 

each proceeding. Every site corresponds to one proceeding. 

 

To access the proceeding, click on the respective site, as indicated below: 
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The proceeding´s Portal will automatically open in the tab “General Information”. Click on the tab 

“Access the Proceeding” and, following, on “Documents list”, as indicated below: 

 

 
 

Shall be visualized the proceeding´s documents included in the folder “1. Access the Proceeding” that will 

present the documents that have been made public to all involved Parties, as the example below: 

 

 
 

The files are displayed in filing cronological order and are numbered automatically by the system. However, 

the view mode can be modified, by the user, utilizing filters, e.g. author of the filing (below):  
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b) Consultation to the Chamber´s arbitration rules 

 

To quick access the applicable procedural rules (arbitration rules, table of costs and resolutions), click on 
the tab “Folders structure” and, following, click on the public folder “2. Arbitration rules”, as indicated 
below:  
 
  

 
 

 

c) General Information 

 

The tab “General information” contains the participant´s general contact information (name and e-mail 

address). It is essential that any contact information uptade is immediately communicated, through the 

Parties´s Counsels, to the Secretariat.  
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Underneath the participant´s information, there will be a shortcut to the “latest documents filed” that 

have been published in the folder “1. Access the proceeding” and for the archive of the “Arbitration (eu 

mudaria no template pra proceeding) financial information”, as indicated below:   
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6. Contact data and info to the Secretariat 
 

For the better development of the proceeding, it is essential to keep all the contact information updated, 

especially telephone numbers and e-mails.  

In case there is the need to update his/her contact information, the Arbitrator must send a messsage to the 

responsible Case Manager, on the fashion of item “b” of Chapter 3. 
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7. Consultation to the proceeding´s calendar 

 

The tab “Calendar” may be utilized, at the Arbitral Tribunal´s discretion, for the insertion of terms defined 

on the schedule of the proceeding. In case the Tribunal opts for its utilization, the Secretariat will be 

responsible for the insertion of the events, that might be consulted by all involved. 

 
 

Note that, to support all involved, the Secretariat shall only include the fixed terms on predefined days, or 

exceptionally, the terms in calendar or business days, which regressive count publication shall be confirmed 

and authorized by the Arbitral Tribunal.  

It shall rest on the Parties´ full and exclusive responsability (i) the count of eventual terms in calendar or 

business days; e (ii) the compliance to the terms defined by the Arbitral Tribunal, even if, by any failure, not 

indicated in the “calendar”, as long as previously communicated to the Parties by other mean, for example, 

orally in a hearing or estipulated in a procedural order published on the folder “1. Access the proceeding”. 
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