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1. INTRODUCTION 

To enter SIBA you can use Internet Explorer or Google Chrome:   https://siba.sef.pt/ 

If you use Google Chrome, you have the advantage to be able select the option to translate to English. 

This document features some screens in Portuguese and others in English to extend help. 

 

2.  REGISTRATION OF NEW HOTEL OR SIMILAR UNIT ( INSCRIÇÃO 

DE UNIDADE HOTELEIRA OU SIMILAR) 

You must access the Reserved Area of the SIBA Portal: https://siba.sef.pt. 

 

 
 

 
 

In the Reserved Area (Área Reservada), you will have access to the following options: 

• Accommodation Bulletins/Newsletter delivery (Entrega de Boletins); 

o Registration of Bulletins through the Portal (Registo de Boletins pelo Portal); 

https://siba.sef.pt/
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o File Upload (Carregamento de Ficheiros); 

o Consultation of Issued Official Letters (Consulta de Ofícios Emitidos). 

 Updating registration Data (Atualização dos Dados de Inscrição); 

 Enrollment (Inscrição); 

 Authenticate (Autenticar). 

 

After entering the "Reserved Area" of the SIBA Portal and  if you need to go back to the previous page 

SIBA Portal, you can do so using the button  

 

 

 

After accessing the SIBA Portal's Reserved Area, select the Registration/Enrollment tab to access the 

registration form. 
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 Registration - Form  
The registration form must be filled in and sent, and the method of sending by which the entity intends to 

communicate the Accommodation Bulletins (sending newsletters by) must be selected, before sending the 

form.  

 
 

 

 

Please note: Entities must confirm that the contact email is correct, as it will be to this email that the 

activation key will be send and emails with proof of receipt of the Accommodation Bulletins. 
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 Economic Activity Code field (CAE)  

If you do not know the Code of Economic Activity, you can select, through the option  , the code, according 

to the economic activity that you carry out. 
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 Typology/Classification 

When filling in the Typology/Classification (Tipologia/Classificação), you must first fill in the Typology and 

then the Classification.  

Examples:  

 If the Typology is a Hotel, there will be a classification by stars, 1, 2, 3, 4 or 5 stars. 

 But however, if it is the case of local accommodation or apartment (Alojamento local/Apartamento) 

then the classification is (not applicable). 
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 Address (Endereço) 

The Address and Location fields will only be available after completing the Postal Code and Postal Zone 

fields. 

The address that will automatically appear has to be confirmed, as well as the street number (door), floor, 

letter and/or fraction added, if applicable.  

Please Note: PO Box Postal Codes are not valid. 

 

 

To obtain the address, you must first fill in 

the Postal Code fields. 

If necessary, you can use binoculars to find 

the code. 
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 Receiving authentication data 

After filling out and sending, the New Unit form, the system will automatically send an e-mail confirming the 

registration, informing that the activation key will be sent within 48 hours. 
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Usually, during this period, a letter will be automatically generated and sent containing the Activation Key, 

which, together with the Tax Identification Number (NIF) and the Establishment Number (automatically 

generated by SIBA), will allow entry into the system to register the Accommodation Bulletins. 

The official letter containing the Authentication Data will be sent to the email address registered by the unit, 

upon registration. 
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3. AUTHENTICATION 

To authenticate in the SIBA Portal's Reserved Area, select “Authenticate” (Autenticar) and fill in with the 

authentication data received. 
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4.  REGISTRATION DATA UPDATE 

A Hotel Unit or similar, already registered in the reserved area of the SIBA Portal, may update the Registration 

Data, after authentication, by accessing the “Updating Registration Data” (Atualização dos Dados de 

Inscrição) option. 
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The entity makes the changes and presses the submit (To SEND) button at the end of the form, and the unit's 

enrollment data will be automatically updated. 
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Afterwards, the entity will receive an email with confirmation of the changes that were made. 

 

 
 

 

 

5. The following data cannot be updated by the entities: 

• NIF; 

• Establishment number; 

• How to send the Accommodation Bulletins (Send Bulletins by:); 

• Activation key. 

In these cases, please send an email to siba@sef.pt.
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4. HOW TO SEND THE ACCOMMODATION BULLETINS 

 File Upload  

This is one of the three delivery modes that Serviço de Estrangeiros e Fronteiras provides, it consists of 

sending files generated by a Front Office application, belonging to Hotel Units or similar. 

 

 To proceed with the communication of Accommodation Bulletins by Uploading Files, you must access 

the SIBA Portal's Reserved Area, after authentication; select the option “Newsletter delivery” / “File 

Upload”. 

 

 By selecting the “File Upload” option, you will access the Sending files with Accommodation Bulletins 

screen, where to send a file, you must choose one of the two available options: 

o Drag the file to the area indicating “Drag and drop file here”; 

Click on "Select" that will allow access to the folder where the Front Office application placed 

the file to be send to SEF. 
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Or use the button Select (Selecionar) to select the file and upload it. 
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After running one of the two options available for uploading files with Accommodation Bulletins, two situations 

may occur: 

 

 File does not show errors, being automatically sent to SEF, providing on the screen a list of all 

records generated as result of successful sending of files by Upload and the corresponding letter 

provides a sending list of information of Bulletins contained in the file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The official letters can be consult at any time (see section "ISSUED OFFICIAL LETTERS VISUALIZATION" 

of this manual. 

 

Or:  
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 File with errors, which is rejected and showed the cause to the user. After correcting the errors in 

the Front Office application of the hotel unit or similar, it is necessary to generate the file again and 

send it again. 

 

Examples of possible errors: 

o Mandatory fields not filled in; 

o Dates of birth with the date of the day of file generation; 

o Incorrectly formatted file. 

 

 
 

When the file is rejected by the system, it will not only not accept incorrectly entered records, but 

also the correct records since the validation of anomalous situations will occur at the source. 
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 Send Bulletins through SIBA Portal 

To communicate Accommodation Bulletins through the SIBA page, you must access the Reserved Area, after 

performing authentication, you must select the option “Delivery of Bulletins/Newsletter delivery”(Entrega de 

Boletins) and “Registration of Bulletins through the Portal” (Registo de Boletins pelo Portal). 

 

 How to create Bulletins List 

In first access, you will not see any Bulletins List, and it is necessary to proceed with its creation by accessing 

the option Create New Shipping List (Criar Nova Lista de Envio). 

 

 
 

 The list will be in the status of "In editing" (Em edição) 
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 The Bulletins Submission Lists in the "Closed" situation, after they were sent, only allow consultation. 

 The Bulletins Submission Lists will be in the "In Edit" status when is still empty or with Accommodation 

Bulletins pending. 
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 How to create an Accommodation Bulletins (Boletim de Alojamento)? 

After creating Bulletins Submission Lists, you can start filling out Accommodation Bulletins related to foreign 

guests staying in the Hotel Unit or similar. 

 

To do so, access the option Open "Shipping List Update" (Atualização da Lista de Envio), which appears in 

Status:  "In editing” (Em edição). 
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By accessing the "Shipping List Update", you will see the Accommodation Bulletins Registration screen itself, 

which, on first access, will appear with the information “Lista de Envio não tem boletins pendentes”.  
 

 
 

The filling of Accommodation Bulletins is done in option “Accommodation Bulletin Details” (Detalhe de 

Boletins de Alojamento)” 

 

 
 

 
 

Note: All fields are mandatory except Place of Residence and Place of Birth 
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To register an Accommodation Bulletin it is necessary to do the following: 

 

 
New Accommodation Bulletin (Novo Boletim de Alojamento), Select the option to create an 

Accommodation Bulletin and fill all fields; 
  

 
Accommodation Bulletin Guard (Guarda Boletim de Alojamento), for each Accommodation 

Bulletin, created or updated from an Editing Submission List (for example, recording the date of 

departure or rectifying any data that is incorrect in the Previous Submission List) you must always 

end up saving the created or updated Accommodation Bulletin; 
  

 
Send the List of Accommodation Bulletins to SEF (Envia a lista de Boletins de Alojamento), 

after registering all the Accommodation Bulletins to be communicated, the respective list must be 

send. 

 

Each list must contain the daily movements of the Hotel Unit or similar. 

 

 
 

 

When you select  the new 

bulletin option, a disk replaces 

this symbol  
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The official letter proving the successful sending of the Accommodation Bulletins list, which 

appears automatically after they are sent, as well as the respective list of customer information 

contained in the sent list, can be printed. 
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OR 

 
To print selected Accommodation Bulletin; 
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On the Accommodation Bulletins Registration screen, you also have the possibility to: 

 Print the Accommodation Bulletins List by nationality; 

 Search for Accommodation Bulletins by name within a selected List; 

 Go back to the previous screen; 

  

 

 

 The registration of Dates of Birth, Check-in and Check-out can be done manually or using the 

calendars that are made available when filling those fields. 

 

 
  



  
 

  
 

SIBA - Sistema de Informação de Boletins de Alojamento  | User Manual Page 27 of 33 
 

When creating a new list, all guests whose checkout dates have not yet been register will appear 

 

 
 

 

 

After communication of Accommodation Bulletins of a Hotel Unit or similar, with the same NIF, but with a 

different establishment number, you must "Close session" and enter the Reserved Area again, revalidating 

with the unit activation data from the different establishment. 

 

 

 
 

 

 

If only the guests Check-in date is 

communicated, the Check-out date 

will be set to “Not released” (não 

lançada). 

Afterwards, all Accommodation 

Bulletins in the “Unreleased” status 

appear in the next new Bulletins List. 
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6. ISSUED OFFICIAL LETTERS VISUALIZATION 
 Consultation or printing letters 

To consult and print the generated letters, after authentication, you must access the options:  

 Newsletter(Delivery) of Bulletins” / “Consultation of Issued Official Letters” 

 

 

(Entrega de Boletins) / (Consulta e reemissão de Ofícios). 
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The official letter proving the sending of the Accommodation Bulletins can be printed when they are displayed 

on the screen, after the list is submitted, or they can be saved or print later. 
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7. SIBA GENERAL RULES AND USE 

 When to create a new List? 

A new list must be created when there is no list in edit mode. As long as there is a List in the “In editing” 

status, the application will not allow you to create a new List. 

 

 Exit Date - Checkout 

The "CHECKOUT date" must be communicate after the guest actually leaves. The accommodation bulletins 

of guests whose checkout date has not yet been registered will continue to appear in the new lists that are in 

editing mode. 

 

 How to register an entity with several apartments? 

When registering an entity with several apartments, the following is suggested: 

 If the entity is going to send the Accommodation Bulletins via Webservice or upload, should register 

each unit/establishment, as with the automated process it is not even necessary to type the 12 

characters of the activation key, it is preferable to have the establishments registered individually. 

 However, entities can also make a single registry, as long as they meet the following criteria: 

o The establishments (accommodations) must be located on the same street, same 

building/same house number. 

o All floors and/or fractions must be identified at the address field because, in the same building, 

there may be owners who have their residence and floors that are operated by different 

companies. 

 When entities are going to communicate directly on the portal, if the entity complies with the above, 

it can also have a registration (establishment) that encompasses the various apartments because it 

is simpler than having a different activation key for each establishment. 

Entities that prefer a key for each accommodation (establishment), in that case, must register each 

establishment, and the respective activation key will be generated and sent. 

 

 NIF change 

Whenever there is a change in the entity NIF due to a change in the management, qualification of heirs or 

otherwise, the unit will necessarily have to proceed with a new Hotel Unit registration, following the steps 

referred to in the “Registration of a New Hotel or Similar Unit” of this manual. 

 

 Elimination of Guest Lists or Accommodation Bulletins  

 Lists – Whenever you want to delete a mailing list, you must request it to the address siba@sef.pt, 

indicating: 

o Unit's NIF; 

o List opening date of the list to be deleted. 

mailto:siba@sef.pt
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• Accommodation bulletins – incorrectly inserted accommodation bulletins cannot be delete, but can be 

corrected as long as the checkout date has not yet been launched and the list is still in the “In editing” 

state. 

• If the checkout date has already been launched and the list has already been sent, and you want to 

delete or change the data, please request it to siba@sef.pt, indicating: 

o Unit's NIF  

o Date of the list to be deleted; 

o Data from the Accommodation Bulletin to be deleted or rectified. 

 As the existence of an incorrectly inserted Bulletin does not prevent the regular communication of 

Accommodation Bulletins, entities must continue to communicate as usual. 

 This situation will be rectified in due course. 

 The entities will have to create a new record with the correct data of the client(s) in question. 

 

 Rules to register Accommodation Bulletins 

 

The procedure for registration of Accommodation Bulletins (check-in and checkout dates) should be as 

follows: 

• The communication of guests check-in dates it must be done within three working days; 

 

• The communication of the guests checkout dates must also be made within the same period of three 

working days; 

 

• The checkout date must be communicated only and only when the guest leaves the unit; 

 

• Whenever it opens a new list to register new guests, all guests whose checkout date has not yet been 

registered will appear in those lists. If there are guests checking-out on the day a new list is being create, 

the checkout dates for those guests must be record; 

 

• So that there is no forgetting in the communication of any guest and for better management, is 

suggested that the unit should create a list at the beginning of the day and throughout the day record all 

entries and exits that occur and at the end of the day send the list with the daily movements; 

 

• SIBA allows the checkout at the same time as the check-in. However, to avoid duplication, the checkout 

should be communicated only and only when the guest leaves the unit. Because, if the guest anticipates 

the departure and the registration has already been communicated to SEF with the entry and exit 

completed,  the entity as no longer access to it, and in these cases has to communicate by email the 

change in the departure date and repeat the registration with the correct dates;  

 

 In case the guest extends their stay, the entity must repeat the guest registration with the new check-

in date.  

mailto:siba@sef.pt
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 DIFFICULTIES 

 Technical Problems 

Occasionally, errors may appear that have nothing to do with incorrect filling in of mailing lists or filling out the 

file (UPLOAD or WEBSERVICES). In this type of situation, the List should be sent again, as it could be errors 

caused by technical problems. 

If the situation persists, please contact SIBA technical support at siba@sef.pt (NIF, name and number of the 

establishment in question must be indicated in the email) or through the numbers 217115057 /217115059. 

 

 Errors in Uploading Files  

When sending a File by Upload, the following error may occur: 

 

 
 

This error situation may happen because the generated file does not contain information referring to guests 

of foreign nationality, which makes the SIBA application consider it irrelevant. 

 

Or the generated file contains only lines (0) and 9, respectively header lines and total lines / date / file number. 

Example:0|BA03|121212121|00|TESTE TESTE |PARQUE TESTE |ARMACAO DE PERA |8365|181|231937937|231937937|TESTE  |TESTEMOVEL@MAIL.PT | 

9|00002|20060508|00001| 

 

 

The procedure to be carried out in this type of situation is: 

• First, it is necessary to confirm in the Front-Office application that on the day of the report file, there 

was no movement of foreign guests. 

• The file must contain lines to be recognized by SIBA application: 

(0) zero - header line; 

1 – Guest information line; 

9 – Total line / date / file number. 

 

mailto:siba@sef.pt
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Example: 
0|BA03|121212121|00|TESTE TESTE         |PARQUE TESTE          |ARMACAO DE PERA       |8365|181|231937000|231937000 |TESTE        |TESTEMOVEL@MAIL.PT    | 

1|MARIA GOIS             |AFONSO                       |AGO|LUANDA                        |19340830|AS059610       |P  |AGO|AGO|LUANDA                        |20200921|202060928| 

1|LEON PINARDO       |MOISES                         |ESP|                                       |19641026|AH23456         |P  |ESP|ESP|MADRID              |20200928|              | 

1|VELTMAN                 |WALTER ROBERTUS   |NLD|HOLANDA                      |19590409|006318            |B  |PRT|PRT|FUNCHAL/MADEIRA     |20200927|20200928| 

9|00005|20200508|00001| 

 

Whenever the file is not filled with lines “1 - customer information line”, it is not necessary to UPLOAD 

it in SIBA. 
 

 

 Communications difficulties  

If there are communication problems in the Hotel Unit or similar or anomalies in the Front-Office software, in 

order to comply with the legal deadlines for the communication of Accommodation Bulletins, the following 

procedures must be follow: 

 The lack of access to the SIBA Portal due to communication problems or Front Office software must 

be communicated by email to the Regional Directorate/Delegation of the area where the Hotel Unit is 

located, with the knowledge to siba@sef.pt, as long as this makes it impossible to communicate 

Accommodation Bulletins electronically. The email must include: 

o NIF of the Hotel Unit or similar; 

o Estimated unavailability of electronic communication; 

o Data of guests who are in the Hotel during the period of unavailability, and the Unit must 

undertake that, as soon as the situation is reset, it must communicate all the data 

electronically. 

 If it is not possible to communicate the anomaly by e-mail, you can also do it via FAX following the 

procedures mentioned above. 
 

The contacts of the Regional Directorates/Delegations are available on the SEF Portal at 

http://www.sef.pt. 

 

 

http://www.sef.pt/

