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NEWPOS (POS)

For customers in Portugal, the new Ordinance n2195/2020, of 13 August, which regulates the
obligations related to the processing of invoices and other tax-relevant documents, referring to the
requirements for creating the two-dimensional barcode and the unique document code (ATCUD),
provides for the obligation to communicate series of invoices 15 days in advance, by the customer
on the AT portal (manually) and wait for the validation to be sent.

This validation must be placed in each series communicated to AT.

We recommend that you carry out today (if you have not already done so) the following 3
procedures that are necessary for the correct functioning of the software in the change of year

regarding:
1- Billing Series;
2- Series of Credit Notes;
3 - Automatic Document Series;
4- Validation of the series sent by AT (ATCUD) — only customers in Portugal

Note - Failure to carry out these procedures will make it impossible, after the close of December
31st to January 1st, to make reservations for the new year and respective invoicing.

1 - NewPOS

1. A new series of invoices should be opened for the New Year;

To do that you must open the Series window, located in Configuration > Series

L;} Archives 9\?‘ Tools

= Configuratio

Reports @ Help ‘
K [~

o
]
Buttons Meal

Buttons
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In this window it’s necessary to check if the active series of invoices finishes at the end of the current
year. For that you must select de actual Invoice Series click Display:

Series ? X
- 1
' Seinl Ll Il © co
Invoice Series it a X o
g_% Search
Code IT]' @Accepﬂ
Serial |LeR22 From 01-01-2022
Bty 5 ni2202 [ © conce @ New

Configuration | Operation Modes |

Number of initial invoice

MNumber of last invoice

1 -
v RESTAURANTE
i B&R

To create a new Invoice Serie for the new year you must click New:

~
x

Series
‘ [Type
A | Al
* Invoices
Status I El
" Documents
[¥ Electionic bills " Credit note
Serial lDescl&plim | Status I Type
LBB21 LBB21 Active Invoice
LBR21 LER21 Active Invoice

After that you must fill the invoice Serial, description, inicial date, final date and click on Future:

Invoice Series

Code 17
Serial |LBRZ3 From 01-01-2023 [
Description |IN‘\."GIEE 2023 To 3122023 Eéﬂil
Configuration | Opesation Modes |

Number of initial invoice I 1 LISl RESTALURANTE

Number of last invoice I— BAR

~Alert final of series: 7

Number

Date 11-12-2023 B

Current value

Exonerate  [& Ticket ~

electronics [V

Extemnal code

Extemnal code 1

Serial [SAP)

Accounting code

ATCUD[SAFT-PT) Credit 'I
 Status Type

" Inactive (" Active (¢ Future &+ Invoice ¢ Document ¢ Note

| &€ hHep

In case of the invoice Series associated to all Point of Sales, you must select the option ALL, if you need
an invoice series for the Points of sales individually you must select the point of sales that you want to

associate:
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Invoice Series -

Code [7
Serial |LeR23 From [o1-01-2023 7|
Desciiption [invaicE 2023 To [z1122023 7

Configuration | Operation Modes |

Mumber of initial invoice 1

RESTAURANTE

MNurmber of last invoice BAR
Alert final of senies: 1

Number

Date 11122023 EZ

2 A new series of Credit Notes should be opened for the New Year;

Helpdesk Newsletter

To do that you must open the Series window, located in Configuration > Series

Configuration

b 9 Archives @ Tools @ Help

o -
)
[~ et ™ 4
Users Series LaEETE Meal
s | | Buttons |

In this window it's necessary to check if the active series of Credit Note finishes at the end of the

current year. For that you must select de actual Credit Note Series click Display:

Series
Type
Serial K
=, :
: Erpny = Invoices
0 © Documents
‘ [¥ Electionic bills CAE e et |
Invoice Series o
=
Serial NCLBRZ2 From 01-01-2022
Description To 322022 | © cancel

Configuration | Dperation Modes |

Number of initial invoice 1

Number of last invoice BAR
Alert final of series:

Number

Date 1212-2022 B

It should be opened a new Credit Note Series for the New Year

t\,

Close

Search

<E New
<
<€ Detere

isplay

Automatic. S

LI

1
2+ Order
3

To create a new Credit Note Serie for the new year you must click New:

Series
Type
Serial [ g
 Invoices
Status >
I " Documents
[~ Electronic bills = Cradk note S
S erial |Description [ Status i Type
NCLBB21 MNCLBB21 Active Note
NCLBB22 MCLBB2Z Future Note
NCLBR21 MNCLBR21 Active Note

NeLoRzz

7 >

@ ciose |
|~a% searcn |

K New
<L Display

After that you must fill the Credit Note Serie, descrition, inicial date, final date and click Future:
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"B invoice Series = o >
Code 17
Serial [nCLBR23 From
Desciiption |CREDIT NOTE 2023 To

Configuration | Operation Modes |

Number of initial invoice RESTAURANTE
MNumber of last invoice I (. BAR

[~ #Alert final of series:-

Nurnber [
Date [1azz023 g7
Current value |
Exonerate [ Ticket ~

electronics &

External code
External code 1

Serial [SAP)
Accounting code
ATCUD[SAFT-PT) Credit note serie =
| Status Type
" Inactive  Active @ Future " Invoice ¢ Document & Note |
&> hep |

In case of the Credit Note Series associated to all Point of Sales, you must select the option ALL, if you
need a Credit Note series for the Points of sales individually you must select the point of sales that you
want to associate:

Invoice Series — (m] 3¢
Code I 17 @ Accept
Serial |NCLBR23 From [o-01-2023 B
Description |CREDIT NOTE 2023 To [3122025 E7 Q Cancel

Configuration | Dperation Modes | \

Number of initial invoice I 1
MNumber of last invoice I

Alert final of series:
MNumber I
Date I‘II-‘I 2-2023 %I

™
v
T

RESTAURANTE
BAR
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If the Invoices and Documents Series aren’t defined by date, but by Last No., you can skip this
procedure.

These procedures are only valid in case the invoicing is done through NewPOS.

3 Automatic Document Series

Itis also necessary to obtain and enter the ATCUD codes for automatic series, tickets and table

Séries ? W Series Automaticas. ? X
T , T
Séiie & Todas © Fochar Série ((,: Tos © Fechar
€ Facturas el
At - I
Estado cliva o [ﬁ o Estado Activa ¢ Comprovativo @ Procurar
¥ Fachuas Electrénicas  Neta de orédito
SaPT ATCUD [JFaMBM3S
B Tino e ||| [Fr— 2 e
FTPOS23 FTPOS23 Activa Faciura @ Yo Descrigin ATCUD Fture Series
NCPOSZ3 NCPOSZ3 Aciva Hota e | =
Activa Comprovativo |JFAMEM34
& spoge i |T1_z023 folva | Conta [IFawiBMaD
= -1 Ponta de'Venda: RESTALRANTE
C-2_2023 |C2_a02z | Aciva | Comprovalivo  [JFAKBMPC
1 T2 2023 122003 | Aciva | Conta |JFawBMOP
e
zﬂ Ordern
F|
v | & o & ko
Series Automaticas ? X
Tipo
Serie I * Todos

" Conta
Estado IFutula “ LI  Comprovativa

Saft-PT ATCUD |0

Aro |2|324

Ponto de Venda #

Dezcrigao

Future Series

ATCUD

= | FPonto de VYenda : BAR
C-1_2024 C-1_2024 Futura Comprovativo 0 3 =
T-1_2024 T-1_2024 Futura Conta 0

—| Ponto de Yenda : RESTAURANTE
C-2_2024 C-2_2024 Futura Comprovativo 0
T-2_2024 T-2_2024 Futura Conta 0
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4 Validation of the series sent by AT (ATCUD) — only customers in Portugal

After entering the invoices, you must manually communicate the series created 15 days before the
series can be activated on the AT website. AT will send a validation code for each series
communicated and are required to be registered in the system:

a) Invoices

In the same window that created the invoice series, select the box regarding the validation code,
insert the validation code and close the window:

Invoice Series — [m ] >
Code I 17 @ Accept
Serial |LBER23 From [o1-012023 EA
Description [iNvoIcE 2023 To [Fi122003 B3 ) cancel
Configuration | Operation Mades |

Mumber of initial invoice I b RESTALIRANTE
Mumber of last invoice I BAR
Alert final of series:
Mumber I
D at 11-12-2023
ate I B |
Cumrent value I
E xonerate =~ Ticket ~
electronics [~
External code I
External code 1 I
Serial [SAP] I
Accounting code I
ATCUD[SAFT-PT) I I I bt i

b) Credit Notes

In the same window that created the invoice series, select the box regarding the validation code,
insert the validation code and close the window:

& invoice Series b (e] X
Code | 17 @ rCort
Seiial [nCLeR23 From 01012023 B3
Description [EREDIT NOTE 2023 To 31122023 © corce
Conhguration | Operation Modes|

Number of initial invoice 1 RESTAURANTE
Number of last invoice BAR

Alert final of series:

Number |

Date [11122023 R

Current value |

Exonerate [~ Ticket F

electronics [

External code I

External code 1 |

Serial (SAP) |

Accounting code

ATCUD[SAFT-PT) L‘
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Note — Failure to carry out these procedures will make it impossible to carry out invoicing for the

new year after the close of December 31st to January 1st.

1. A new series of invoices should be opened for the New Year.

To do that you must open the Series window, located in Archives > series

Sales Control  Reports My Reports Teols  Help

=T

Points of 5al
Payment Methods
Taxes

Internal Consumption
Credit Cards
Discounts

Happy Hours
Services
Exchange
Series

Cancellation Reason

Countries

In this window, it’s necessary to check if the active series of invoices finish at the end of the current
year. For that you must select de actual Invoice Series click Display:

Series ? X
Type
Serial rll'.lpAlL @ Close
I 1 |
ﬂ Invoice Series — a e ==
- - Search
“ 0 ] 2
Serial |LBR22 From 01-01-2022 7
Description To 31-12-2022 @ Qﬁance\ @ New
Configuration |Uperatiun Mgd=3| @ Display

ﬁ

Murmnber of initial invoice 1 ¥ TS
Number of last invoice BAR

To create a new Invoice Serie for the new year you must click New:
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Series ? X
Seidl | o © oo |
* Invoices 1
Status ¥ = |
I :I " Documents . Search ||
[¥ Electronic bills " Credit note % S
Serial leliphim Status I Type @ New
LBB21 LBB21 Active Invoice ———
LBR21 LBR21 Active Invoice 75 Displa
y
LBR22 Invoice @
il

After that you must fill the invoice Serie, description, inicial date, final date and click on Future:

Invoice Series - a x
Code 17 B8, Accept
Serial |LeR23 From 01-01-2023 '
Description [InvDICE 2023 To 3122023 [ © conce .
Configuration | Opesation Modes |

initial invoice | 1T |4
Number of initial invoice . RESTALURANTE
Number of last invoice Ii u BAR
Alert final of serieg—————————————————
Number
Date 11-12-2023 B
Current value
Exonerate  [7 Ticket ~
electronics [
External code
Extemnal code 1
Serial [SAP)
Accounting code
ATCUD([SAFT-PT) Credit note series vl
Status Type
" Inactive (" Active (¢ Future &+ Invoice " Document " Note ‘
& vep |

In case of the invoice Series associated to all Point of Sales, you must select the option ALL, if you need
an invoice series for the Points of sales individually you must select the point of sales that you want to
associate:

Invoice Series - [m] x

Code [7 @ — I
Serial |LBR23 From [o1012023 B
Description [INvOICE 2023 T [Fra2203 gﬂ Q Cancel |

Configuration | Operation Modes |

Number of initial invoice 1l
Number of last invoice

~ Alert final of series:

Number
Date [0z g

RESTALURANTE
BAR
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2 A new series of Credit Notes should be opened for the New Year;

To do that you must open the Series window, located in Archives > series

Sales Contrel Reports My Reports Teols  Help

Points of 53 @

Payment Methods

Taxes
Internal Censumption
Credit Cards
Discounts

Happy Hours

Services
Exchange Rat:
Series
Cancellation Reason

Countries

In this window it's necessary to check if the active series of Credit Note finishes at the end of the
current year. For that you must select de actual Credit Note Series click Display:

Series = =<
2 Type
Serial ] o @ Cclose
. Stews =1 © Invoices —
ot " Documents 38 Search

I~ Electionic bills

I | & Creditnote ‘
Invoice Series _ o
<K New
Serial NCLBR22 B [ETET=] EF
Description NCLBF22 = Size0zz © cancel

Configuration | Dperation Modes |

Number of initial invoice 1
Number of last invoice

Alert final of series:

Automatic. S

Number [ "
Date 2722022 B £ Order
It should be opened a new Credit Note Series for the New Year
To create a new Credit Note Serie for the new year you must click New:
Series ? <
Serial [ pr:“ @ ciose |
Status [ = i ‘D":;i::r:ans 7373 el |
I~ Electronic bills * Credit note ‘
S erial |Description [ Status [ Type @ New
NCLBB21 MNCLBEB21 Active Note
NCLBB22 MNCLBE2Z Future Note @ sy |
NCLBR21 MNCLBR21 Active MNote
neerze nciemrz2 | Ao L Noe << |

After that you must fill the Credit Note Serie, descrition, inicial date, final date and click Future:
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Invoice Series

Code 17
Serial NCLBR23 From 01-01-2023 EH
Description CREDIT NOTE 2023 To 31122023 EH
Configuration | Operation Modes |

MNumber of initial invoice | 1 —

MNumber of last invaice | BAR

Alert final of series:

Number I

Date 22023 R

Curent value |

Exonerate [~ Ticket =

electronics [

External code

External code 1

Serial [SAP)

Accounting code

ATCUDISAFT-PT] ~

Status Type

€ Inactive ¢ Active = Future  Invoice ¢ Document = HNotd

@i Accept

© cancel

Helpdesk Newsletter

[ ] >

""" &P Hep

In case of the Credit Note Series associated to all Point of Sales, you must select the option ALL, if you
need a Credit Note series for the Points of sales individually you must select the point of sales that you

want to associate

Invoice Series

Code
Serial

Description

Configuration

MNumber of initial invoice I 1

] >

[7
|MCLERZ3
|CREDIT NOTE 2023

[o1-51-2023 A
[3122023 B3

@R, Accept

Q Cancel

Operation Modes | ‘

RESTAURANTE
MNumber of last invoice I BAR
Alert final of series: 1
Mumber I
Date [f1a22023 ER

procedure.

These procedures are only valid in case the invoicing is done through NewPOS.

If the Invoices and Documents Series aren’t defined by date, but by Last No., you can skip this
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3 Automatic Document Series

SEries ? W Series Automaticas ? x
T , T
Séiie & Todas © Fochar Série ((,: Tos © Fechar
€ Facturas el
At - I
Estado cliva o [ﬁ o Estado Activa ¢ Comprovativo @ Procurar
¥ Fachuas Electrénicas  Neta de orédito
SaPT ATCUD [JFaMBM3S
Frado Tip B et || T
FTPO523 FTPOS23 Activa Fastura @ Visudlizar
NCPOS23 NCFOS523 Activa Nota ﬁ.
Activa Comprovative | JFAMBM34 =
& spoge i T1_2023 [T | beiva | Conta [IFawiBMaD
-1 Ponta de'Venda: RESTALRANTE
C-2_2023 |C2_a02z | Aciva | Comprovalivo  [JFAKBMPC
1 T2 2023 122003 | Aciva | Conta |JFawBMOP
e
zﬂ Ordern
F|
v | & o & ko
Series Automaticas ? X
Tipo
Serie I * Todos
" Caonta

 Compravativo

Eztadn IFututa

Saft-PT ATCUD |0

Aro |2|324

Ponto de Venda #
Desciig3o ATCUD

: BAR

Future Series

C-1_2024 C-1_2024 Futura Comprovativo 0 3
T-1_2024 T-1_2024 Futura Conta 0
—| Ponto de Yenda : RESTAURANTE
C-2_2024 C-2_2024 Futura Comprovativo 0
T-2_2024 T-2_2024 Futura Conta 0

& s

4 Validation of the series sent by AT (ATCUD) — only customers in Portugal

After entering the invoices, you must manually communicate the series created 15 days before the
series can be activated on the AT website. AT will send a validation code for each series
communicated and are required to be registered in the system:

a) Invoices

In the same window that created the invoice series, select the box regarding the validation code,
insert the validation code and close the window:
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Invoice Series = = >

Coda 17 @ Acceapt
[LERZ23

Serial From [ononzo2z ER
Description [INOICE 2023 To [3iz22023 @ © concel
Configuration | Operation Modes |
Number of initial invoice RESTALRAMTE
Number of last invoice | BAR
Alert final of series:
MNumber I
Date [[iaz2023 g
Cumrent value I
Exonerate [~ Ticket =
electronics [
External code I
External code 1 I
Serial (S&P) I
Accounting code [
I ATCUD(SAFT-PT) I I L dit e i I _:I
.
b) Credit Notes

In the same window that created the invoice series, select the box regarding the validation code,
insert the validation code and close the window:

I8l Invoice Series - o x
Code 17 @ Acoept
Serial [nELBR23 From 01-01-2023 [

P [EREDIT NOTE 2023 To Fiz203 [ © concel
Configuration | Operation Modes |

Number of initial invoice 1 RESTAURANTE

MNumber of last invoice BAR

Alert final of series: 1

Number

Date 11122023 |

Current value ﬁ

Exonerate |7 Ticket ~

electionics [

External code

External code 1

Serial [SAP)

Accounting code
| ATCUD(SAFT-PT) | | »dit note seri e

In case of any doubt, please contact NewHotel Helpdesk, 24 hours a day at your service.
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