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PMS (Front-Office)

For our customers in Portugal, the new ordinance n2195/2020, of August 13, which regulates the
obligations related to the processing of invoices and other fiscally relevant documents, referring to
the requirements for creating the two-dimensional barcode and the unique code of the document
(ATCUD), provides for the obligation to communicate a series of invoices 15 days in advance, by the
customer on the AT portal (manual) and wait for the validation code (ATCUD) to be sent or,
alternatively, request the code via web services .

https://info.portaldasfinancas.gov.pt/pt/informacao_fiscal/legislacao/diplomas legislativos/Docum
ents/Portaria 195 2020.pdf

This validation code must be placed in each series communicated to AT (Tax Authority).
The series could be, for example, the following:

- Invoice/receipt;

- Credit invoice;

- Proforma invoice;

- Credit note;

- Receipts;

Series Documentos

> FILTROS

© LimparFilros Y Filtros = Q Procurar

e oI D
Tipo 1} seérie!l  Préximo Numero!) = FimSériel! | Estadoll = Aplicagdo 1) Por Defeito T}
# | Room Reservations | 2022 31122022 Act NewHotel Cloud PMS v
# | Invoice FCTRH22 | 957 1 Ac NewHotel Cloud PMS v
s 31 NewHotel Cloud PMS v
4 o 1 NewHorel Cloud PMS v
7 receips A 3 A NewHotel Cloud PMS v

e~ QB

There may be other examples that are not mentioned here, we alert our customers however that
an individual ATCUD code must be obtained for each of the series created.

NOTE - The series created must be in the “Future” state as shown in the descriptive image

Series Documentos © Cancelar B Guardar

Estado [ Futura

Tipo Documento Fatura

Prefixo (N°) 24

Prefixo (Texto) FCT

Ordem Texto + Numérico
Dat nicial da serie * 01/01/2024

Final Série (numero) Final Série (nimero)
Final Série (data) 31/12/2024
Proximo N° 1

Codigo Validagao [.1

Por Defeito

Fiscal

Layout de documento

Formato da série Usar por defeito
Tamanho minimo (ndmero) LIS

Layout

NewHotel Software Copyright | 2023
pg. 2



S Newhotel

Software
Helpdesk Newsletter

For more details on obtaining validation codes, contact your accounting department.

We recommend that you carry out today (if you have not already done so) the following 2 procedures
that are necessary for the software to function correctly when changing the year:

Creation of Tax Series

If you have not yet created the series for the next year, before the end of the current year you must
create the respective new series for the year 2024 and subsequently insert the unique document code
(ATCUD) provided by AT.

To proceed with the creation of new series of documents, go to Settings > Tax > Document series via
the left side menu:

= Newh Etel

Configuragbes

Mercados

Movimentos

Recursos

Reservas

Tarifas

Financeiro

You must take into account that the series of documents are annual and the one currently in force will
end on 31-12-2024, new series must be added as shown in the following example:

Select +ADD :

Series Documentos

> ALTROS

=T
Tipo]l Série]|  Préximo Ndmero|| FimSérie]| Estado]| Por Defeito | |
# | rawes T2z 619 314122022 A v
L Dt FCTB22 31122022 & v
| rawea 5 2 31122022 Act v
raE ol 31-12-2022 v
rAE 16 31-12-2022 v
LR 15 31-12-2022 v
AL 31-42-2022 A ~

In the new window, fill in the fields accordingly:
Document Type — Type of document (Invoice, Credit Note, Receipt, etc.)
Prefix (number) — prefix number of the series you want to create (24,2024, etc.)
Prefix (Text) — prefix text of the series you want to create (FCT, FT, NC, etc.)
Series start date — date when the created series will start (01/01/2024)
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Final Series (Date) — End date of the series you intend to create (12/31/2024):

Series Documentos © Cancelar B Guardar

If you do not yet have the validation code, you must make the request to the tax authority as soon as
possible and before issuing the first invoice in the corresponding series.

Insertion of unigue document code (ATCUD)

There are two ways to enter series codes after their creation, either manually or via web services.

NOTE — NewHotel's certification code can be found at the bottom of currently issued invoices, which
in the case of NewHotel cloud applications is 1437.

Manual Insertion:

After creating the series and as soon as you receive the validation code for the series communicated
to AT, you must go to the left side menu, Settings > Tax > Series of documents, select each series and
insert the corresponding validation code in the fields shown above;

B Newhate!

Movimentos
Recursos

Reservas

Tarifas

Financeiro

In the filter you must select by FUTURE series and select the series:

Series Documentos

V FLTROS

[Seriel Futra x v

Tipo]l Sériell  Proximo Numero]l FimSérie|l Estade|l

# | Fowre FeT23 1 3112:2023 Futura
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In each series, place the validation code sent by AT:

Series Documentos © Limpar Fittros Y Filtros ~ Q erocurar

> FILTROS

visible | ¥ H 20

sérief] Préximo Numero 1] Data Inicial | Fim série ] Estado (] Aplicagdol] Codigo Validagdo 1| Por Defeito |
() | ' # | Reserva Quartos 2023 17 01-10-2023 Activa NewHorel Cloud PMS
() &  ReservaEventos EVE2Z 3 02/10/2022 31122022 Activa NewHorel Cloud PMS.
)| @ 2 Fcrcoutzz |7 0111072022 01-102022 Act NewHorel Cloud PMS

NewHotel Cloud PMS

Fatura Depésito Antecipado FDA22 5 01-102022 Activa NewHorel Cloud PMS v
# | Fawra 2 Crédito FTCes 3 02r1072022 31122022 Activa NewHorel Cloud PMS

# | Fawrs Incerna INT22 16 01102022 Activa NewHorel Cloud PMS v
# | Nota de Crédica NC23 2 0271012022 31122022 Activa NewHotel Cloud PMS v
# | Nota de Crédito Deposito Antecipado NCA22 2 01102022 Activa NewHorel Cloud PMS v
# | Nota de Débito ND22 2 01102022 Activa NewHotel Cloud PMS v
& Fawra Pro-Forma PROF22 3 01102022 Activa NewHorel Cloud PMS 00090 v
# | Recibos REC23 6 02/10/2022 31-12:2022 Activa NewHorel Cloud PMS v
#  Recibo Regularizagio RECR23 2 02/10/2022 3-12:2022 Activa NewHorel Cloud PMS v

svisore | ][ 20

Registar série
(0) Web Service
utilizador

Palavra passe

ATCUD *

To finalize the changes, select “Save”.

Insertion via WebServices:

After creating the series, go to the left side menu, Settings > Tax > Series of documents, select each
series and enter the user code and respective password previously created on the AT website as
shown

Series Documentos © Limpar Fittros Y Filtros ~ Q Procurar

Visible | v H 20

sériet] Préximo Nimero 1. Data Inicial | Fim Série 1] Estado] Aplicagio 1] Codigo Validagde 1] Por Defeito |
& Resera Quartos 2023 17 01-10-2023 Activa NewHortel Cloud PMS v
# | Reserva Evencos Eve2s 3 02r1072022 31122022 Activa NewHorel Cloud PMS

# | Fawurs 2 Crédito FCTCOUT22 7 01/10/2022 01-10-2022 Activa NewHorel Cloud PMS

NewHotel Cloud PMS

Fatura Depésito Antecipado FDA22 5 01-10:2022 Activa NewHorel Cloud PMS v
# | Fawra a Crédito FTC23 3 02/1072022 N-12:2022 Activa NewHorel Cloud PMS
& | FaturaInerna INT22 16 01-10-2022 Activa NewHotel Cloud PMS v
# | Nota de Crédita Ne23 2 0271012022 31122022 Activa NewHotel Cloud PMS v
# | Nota de Crédito Deposito Antecipado NCA22 2 01102022 Activa NewHorel Cloud PMS v
# | Notade Débito ND22 2 01-10:2022 Activa NewHorel Cloud PMS v
& Fatura ProForma PROF22 3 01-10-2022 Activa NewHotel Cloud PMS 29999 v
# | Recibos REC23 6 02r1072022 31122022 Activa NewHorel Cloud PMS v
# | Recibo Regularizagio RECR23 2 027102022 31422022 Activa NewHotel Cloud PMS v

:9\/\5'\!:\& vH 20
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Registar série

O webservce

utilizador *

Palavra passe *

ATCUD

NOTE: For more information on how to create a user and respective password to obtain codes via
webservices, please consult the additional information in this bulletin.

Changing document layout

After creating the series of documents with the respective ATCUD codes, the document layouts must
be changed as the information will be included in the issuance of tax documents.

To make the change, you must go to Settings > Tax > Document Layout and click on the pencil symbol
in each document:

Once in the document window, you must select the classifiers option and look for the fields
corresponding to ATCUD and QR Code:
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To place them in the document, you just need to “Drag” them to the desired location in the document,
in the example shown, both fields were placed in the bottom left field of the page:

Ml Layout de documentos. CREs

3 Tituios Valores

DOCUMENTO v

Simbala

Decuments

Detathes do Documents | Confl

Data de vendments

et emiain

WDATER  WQUANTH  WOFCH  WUNITPRCW  WTALRATEN  WAMOUNTR  WOISCW  WIOTALG

i [T

Nome da Utiizador [
Rz sz 1

Utlhzador

[Tox Bate)

=

You can view a preview of the document in the top right field:

Oigginal
FaturalRecibo
Falura/Recibo N &FCT22
Data emissho: 04-06-2022
ﬁﬂewhote.' Impresso em: 2271212022 15.36:39
Software Marea Lima
oucher:
MewHatel Cloud Suite - N
Flua Luss |, Braga 21
4G17-358 Braga
Eraga Portugal
Reserva N°: 6002022 Haspede:
Entrada: 01-06-2022 Panez 210
Saida: 04-06-2022 Empresa:
Algjamente N* 108 MNome grupo:
Rl Fabura:
Data Descrigin Q. Taxa Imposto  Imposto valor Unitario  Total  Saldo
01062022 Alojamenio com Pequent Almoco 1 600 LEL] 14151 15000 150.00
0LOEB0E2  RocopgioiCama Extra i 1300 238 2312 Ho0 17500
01062022  Receprio/Lavandaris 1 23.00 E61 24.39 205,00
01062022  Spafdassagern Conperal 2 23.00 1123 24.39 B0 265,00
02062022 Alcjamenio com PEquent Ao 1 600 B4R 14151 15000 415.00
02082022  RacepiindCama Extra 1 12.00 2ag 2212 2500 a40.00
03082022 Algjarmento com Peguend Almoca 1 E.00 B4y 14151 16000 550.00
0062022 ReceprdoiCama Exira 1 1300 288 2212 2500 B15.00
04/06/2022  Mulibanco -615.00 0.0
Total Facturado B1500 €
Taxa IMposto Valor Liguido Imposto
i3% 66.37 BE3
2% 7317 1663
LA 42453 2547
Assinatira

ATCUD: 17T EETERA

Sociedade por Quotas - Capital Socal 1.000.00€ - Mairiculada na C_R.C. de Lisboa
E NIF: 123456709 | IBAN: PTS0 D000 CO00 D000 0000 0000 [ BICISWIFT:BCOMPTPL
§  [Telf: +351 353 000 000 (Chamada para a rede foo nacionaf)
fa | Telm: +351 532 000 000 (Charnmada para a rede méwel nacional)
(9 |Email: navwhotel i newhotal com | Site: v newhosal.com
i (Esies amigos foram colocados & (sposican do ciente nas datas acima referidas,
@ |PEOS-PIOCASSA00 POT QrOgrAma cenibeado no. 1437/AT
b HewHoel Soitware. All righs reserved.

If you have any questions, contact the NewHotel Helpdesk, available 24 hours a day.
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Additional Information:

- For more information about ATCUD, what it is and what it is for, please see the link Qutras

Obrigacdes > Séries/ATCUD > Ambito de Aplicacdo (portaldasfinancas.gov.pt) where you can find
detailed information on the topic.

- How to proceed on the AT website to create a user to obtain codes via webservices:

1. You must access the AT website at Portal das Financas (portaldasfinancas.gov.pt)

2. Enter your access credentials

P, AT =
&amma AUTENTICAGAO
tributdria e aduaneira

B cov.Pt NIF EORI

You should search for “User Management” in the search bar:

Resultadds da Pesquisa
: . ——

uuuuuuuuuuuuuuuuuuuuuu

Gestdo de Credores

3. When creating the user, assign the indicated permission depending on the type of
automatic communication WSE (via web series) and/or manually CGS

WSE — Communication and Management of Web Series
CGS — Communication and Series Management
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Gestao de Utilizadores

Alterar Utilizador
Esta pdgina permite-lhe alterar os dados de um utilizador autorizado.
Utilizador
501533869/2

Nome @

NEWHOTEL SOFTWARE

Senha @ Confirme Senha
Senha para o Novo Utilizador ® Senha para o Movo Utilizador L]
(Preencha este campo, apenas se quiser slterar a senha actual.)

] Permitir Acesso Telefonico
{Acione este campo se desejar que o utilizador possa realizar operagSes através do telefone)
E-mail @
Ex.: nome@mail.pt
{Optional)
Operagdes Autorizadas
] 1DA - Perfil uumds CD,CUST_ADMINISTRATIVE
[ 1DE - Perfil uumds CD,CUST_EXECUTIVE
[ 1DL - Perfil uumds CD,CUST_CONSULTATIVE
CGS - Comunicagdo e Gestdio de Séries

[ CIT- Consulta Informagdes da Inspegéo Tributaria
] CA - Contribuicdo Autarquica / Imposto Municipal sobre Iméveis

] CAD - Consulta situagdo cadastral

[ CAT - Contencioso Administrativo Tributario

[ CCD - Pedido de regularizagéo de IVA - Artigo 78°-B do Cédigo do IVA
[] CCE - Consulta Transferéncias Entidade

WSE - Comunicacdo e Gestdo de Séries por webservice

[[] WTX - Operagdes para agentes e-taxfree

[J] WVA - Webservice da Declarago Perigdica de IVA
After creating the user in question, you can enter the data in the fields described in the example of
creating a series via the webservices of your billing system.
- How to proceed on the AT website to obtain document series codes:

1. You must access the AT website at Portal das Financas (portaldasfinancas.gov.pt)

2. Enter your access credentials

%ﬂmﬁam AUTENTICAGAO

tributdria e aduaneira

B Gov.Pt NIF EORI
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3. Inthe search field, enter “Documentary Series Communication”

. AT
autoridade comunicagso das séries

7 tributaria e aduaneira

[N

AAT Resultadgs da Pesquisa
Resultados da pfsquisa pelas palavras BOMURKGAGES RS 4R cisporiveis no Porta das Finangas

Agenda Fiscal

Informagéo Fiscal e Aduaneira

oo wa i de Séries

Grandes Contribuintes

Estatisticas . )
Séries Documentais

Portuguese Tax System

Cidadania Fiscal

Anular Comunicagio
Comumicacho

Aceder >

Aceder >

Aceder

4, Select the “Series Communication” field

= meny Sérias Dacumantais

- séries

CouNICAGAD DE SERES

Operador Econémico

1= S8 =

@ Comunicar as minhas

[

g Comunicagiio de Séries de .z
acordo

« Comunicagdo de Séries de

~

comnacagio v sémes

Select the “Register Series” field

As minhas Séries

o ¢do sem acordo

comuacagio D sERES

L] Séries referentes a L]

Faturas & documentos retif

Operages disponiveis

(=3 Registar Série &) consultar Séries @ Anular Série
a Nesta irea podk a5 Nesta drea pode anular uma série
séries que incluindo. nio
G S

REGISTAR

[=3 Finalizar Série
Nesta drea pode finabzar uma séne,

indicando o nimero do dtimo
d o "

autofaturacio e dos documentos pré-
impressos em Tpografia.

CONSULTAR

@ Repudiar

‘Aqui pode repudiar uma série ou uma
‘gama que for comunicada em seu

paca finalizar a série, que j4 ndo pode
estar 3 ser utihzada

nome, o
" origina a inutilzago total da
série ou da gama,

NewHotel Software Copyright | 2023
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5. Proceed with filling in the necessary fields accordingly:

. AT
autoridade " % pretende aféh egar IF o
~d tributaria e aduaneira

= MENU Sdries Documentais > Comunicagao de Séries Documentais > Registar Série

Documentais

elacionades
alidacio

5 05 Servigos

Sére © Tips de Série @

Narmel v Faturas & documentos ret v

nicio da Sequéncia @ evisto de Utikzagio ©

Calocar o Carigo de cerfcacdo [E—

da newhatel

NOTE — NewHotel's certification code can be found at the foot of invoices currently issued, which in
the case of CLOUD applications is 1437.

6. After confirmation by AT of the series registration, a code will be generated that can be
consulted in this field:

AT
autoridade indique o que pretende efetuar (Ex: Ent
tributaria e aduaneira

= MENU Séries

Consutar Séries

Séries Documentais

Comunicagio de Séries ada com A cou a a
Documentais
Servicos Relacionados Consultar Séries

Todos os Servigos
Mesta ére pode consultar todas as séries que foram registades, incluindo as comunicades no mbito da autofaturegdo « dos
documentos pré-impressos em Tipografia.

Consultar Série REGISTAR SERIE

= A .

Série/Gama Situagao Datas Documen

FCT23 [==] sit: 21 Fat CONSULTAR | =
nnnnn - =

1.5 de Resukadon \ excormanTaseL B < >

If you have any doubts about filling in the fields when registering the series of documents to be
carried out, we recommend that you contact your accountant or the person responsible for your

company's accounting.

If you have any questions, contact the NewHotel Helpdesk, available 24 hours a day.

Helpdesk Headquarters
Tel: +(351) 21 844 00 20 Tel: +(351) 21 844 00 10
Mével: +(351) 93 300 00 00 Av. Almirante Gago Coutinho, 70
Skype: Helpdesk.Newhotel 1700-031 Lisboa | Portugal

NewHotel Software Copyright | 2023
pg. 11



