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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 (inscricao

DE UNIDADE HOTELEIRA OU SIMILAR)

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

BOLETING DE ALQUAMENTD

Os estabeledmentos
hoteleiros e similares devern
proceder oo seu registo junto
do SEF como utilizodores do
Sistema de Informagdo de
Boletins de Alojomento, por
forma a poderem proceder o
respetiva comunicagdo
eletrénica em condigcoes de
seguranca

» ACCOMMODATION BULLETINS

Hotels and similar
establishments must register
with the SEF as users of the
Accommodation Bulletins
Information System, in order to
be able to carry out the

respective electronic

communication in safe
conditions

AJUDA » LEGISLACAD E PROTOCOLOS » CONTALTOS » AREA RESERVADA

SIBA

Sistema de

Informacao de
Boletins de
Alojamento

» HELP » LEGISLATION AND PROTOCOLS » CONTACTS » RESERVED AREA

SIBA

Accommaodation
Bulletins
Information
System

In the Reserved Area (Area 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);
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o File Upload (Carregamento de Ficheiros);

o Consultation of Issued Official Letters (Consulta de Oficios Emitidos).
e Updating registration Data (Atualizacdo dos Dados de Inscri¢do);
¢ Enroliment (Inscrigdo);
e 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 EF FRONTER/

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

Newsletter delivery - Updating registration data A Enroliment =] Authenticate

SIBA

, Sistema de

AREA inf =5 d

RESERVADA ntormacao de
Boletins de
Alojamento

Entrega de Boletins ~ Alualizagdo dos dados de inscrigic

SIBA

Sistema de

AREA inf <0 d
RESERVADA nrormacao de

Boletins de
Alojamento
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2.1. Registration - Form

v L)
iF FRONTEIRAS

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

Hotel and Similar Unit Registration

form.

Accommeodation Bulletins by electronic means.
To proceed with the registration, click on " Send "

Tax ID No.:

C. Activity Economic (*):
Typelogy/Classification(*):
Unit Name(*):
Exploration Entity(*):
Address (*):

Location (*):

Postal Code (*):
Telephone (*):

Fax (*):

Contact Name (*):

Email Contact(*):

Sending newsletters by (*):
g

Illlllllllllllllllllll*

The form must be completed respecting the mandatory fields, marked with (*).

(Select)

O file upload
O web service
O Portal page

This page is intended for the registration of hotel and similar units for the attribution of access data to the reserved area of the SIBA Portal, within the scope of the delivery of

(Select Typology first) v

Inscricdo de Unidade Hoteleira e Similares

Esta pagina destina-se a0 registo das unidades hoteleiras e similsres para a afribuicSo dos dados de atesso & 4rea reservada do Portal SIBA, no Smbito da entrega de Boletins de

Algjamente por via letrénica

O formulério deve ser preenchido respeitando os campos obrigatérios, assinalados com (%).

Para procedsr & inscrigo clique em "Enviar”

N.? Id. Fiscal:

C. Ativid. Econdmica(*):
Tipologia/Classificagio(*):
Nome da Unidade(*):
Entidade Exploradora(*):
Enderego (*):
Localidade (*):

Caédigo Postal (*):
Telefone ():

Fax (*):

Mome Contacto (*):
Email Contacto(*):

Envio boletins por ):

Illllllllllllllllllll.* L2]

() Campos Obrigatérios

(Selecione)

© Upload de ficheiros
) Web Service
(O Pagina no Portal

ENVIAR

{Selecione primeiro a Tipologia) v

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.

SIBA - Sistema de Informacé&o de Boletins de Alojamento | User Manual

Page 5 of 33



2.1.1. Economic Activity Code field (CAE)

If you do not know the Code of Economic Activity, you can select, through the option éﬁ, the code, according
to the economic activity that you carry out.

Inscricdo de Unidade Hoteleira e Similares

Esta pagina destina-se ao registo das unidades hoteleiras e similares para a afribuicdo dos dados de acesso & drea reservada do Portal SIBA, no Smbito da entrega de Boletins de
Algjamento por via eletronica.

O formulario deve ser preenchido respeitandoe os campos obrigatorios, assinalados com (*).
Para proceder a inscrigéo clique em "Enviar'.

N.7 Id. Fiscal:

C. Ativid. Economica(*): “

stF Selecgdo de Codigos de Actividade Econdmica - STHA — Sistema de Informacao = | Ellll

I@ https://sibadev. sef.pt/s/an/PickCAE.aspx ..

SEF

o a Tipologia)  w

Codigo:
Codigo Designacio .'
- : L
55 Alojamento Iy
&
551 Es‘.aheletimen.lﬂs hoteleiros
&
5511 Estabelecimgntos hoteleiros com restaurante
&
55111 Hotéis co;ﬂrestaurante
. &
55112 Penstgg com restaurante
&
55113 Esla.ngens com restaurante
55114 nglsadas com restaurante
&
L 55115 Qiotéis com restaurante
(*) Campos Obrigatarios

55116 Hotéis-Apartamentos com restaurante
55117 Aldeamentos turisticos com restaurante
123
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2.1.2. Typology/Classification

When filling in the Typology/Classification (Tipologia/Classificagéo), you must first fill in the Typology and
then the Classification.
Examples:
o If the Typology is a Hotel, there will be a classification by stars, 1, 2, 3, 4 or 5 stars.
e But however, if it is the case of local accommodation or apartment (Alojamento local/Apartamento)
then the classification is (not applicable).

Inscricdo de Unidade Hoteleira e Similares

Esta pagina desfina-se a0 registo das unidades hoteleiras e similares para a atribuizSo dos dados de acesso & drea reservada do Portal SIBA, no dmbito da entrega de Boletine de
Alojamento por via eletronica.

O formulério deve ser preenchido respeitando os campos obrigatorios, assinalados com (*).
Para proceder & inscrigio clique em "Enviar".

N.” Id. Fiscal:

C. Ativid. Economica(*):

Tipolugiai‘(:lassi‘ﬁcaglm?'o:*]: -;jEir;e:innE]

pjamento LocaliEstabelecimento de hospedagem 5 estrelas
pjamento LocalMoradias

artamento turistico

M campo

Localidade (*): H t:llaparlﬁmentc
H

Mome da {nidade(*):

Cédigo Postal (*): Pgnsao

Pusada da juventude
Telefone (%): Rf=sidéncia Universitaria
Torismo de aldeia
Terizmo de habitag 8o
Fax (*): Tlrismo de natureza
Tigisma rural

Nome Contacto (*):
Email Contacto(*):
Envio boleting por (*): ¢ Upload de ficheiros
'9' O Web Service
() Pagina no Portal
(*) Campos Obrigatorios

ENVIAR
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2.1.3. Address (Endereco)

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.

Inscricdo de Unidade Hoteleira e Similares

Esta pagina desfina-se ao registo das unidades hoteleiras e similares para a afribuic&o dos dados de acesso & drea reservada do Portal SIBA, no dmbito da entrega de Boletins de

Alojamento por via eletronica.
: (= stF Selecgdo de Codigos Postais - SIBA — Sistema de Informacao de Boletins de Aloja
O formulario deve ser preenchido respeitando os campos obrigatdrios, assinalados com (*).

I@ htips: //sibadev.sef.pt/s/an /PickCodigosPostais.aspx
Para proceder & inscrigdo clique em "Enviar”.
N.° Id. Fiscal: iF :

C. Ativid. Econémica(®): n Selegdo de Codigos Postais

Tipologia/Classificagdo(*): (Selecione)

Nome da Unidade(*):

Codigo | Zona | Designagdo
Entidade Exploradora(®): Postal
Enderego (*): AVENIDA CASAL DE CABANAS WL || e
1000 |oD2 | USBOA
Localidade (*): BARCARENA
1000 |003 | LISBOA
Cédigo Postal (*): 2734 508 n 1000 |0D4 | LISBOA
Telefone (*): [ HEE
Fax 11 1000 " To obtain the address, you must first fill in
ax H
1000 | DO7 .
the Postal Code fields.
HomelEontaciii): 1000 |08 | usSE
Email Contacto("): 1000 |OD9 | LISE
1000 | 01D | UISE
Envio boleting por (*): ¢ Upload de ficheiros
'9‘ O Web Service 1 /213 4|5
© Pagina no Portal

(*) Campos Obrigatorios

ENVIAR
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2.1.4. 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.

Entrega de Boletins ~ Atualizacéio dos dados de inscrigéio

\: {3,
RESERVADA

A
B | ﬂ Y a T * Inscrigdio na drea reservada do Portal SIBA - Sistema de Informagdo de Boletins de Alojamento - M1
1
Mensagem " 1
1
. ) i 3 R T M
@y gnorar x ; @ g B2l Reunizo |23 SIBA - Arauivo... 3 [Sregras - (M
? a Para o Gestor - ,ﬂl OneMote C:
i &ni 3 ici - El R der R der R h - . M
% Correio Electrénico Nao Solictado iminar | Responder :STglosEr eencaminhar 3‘:; Mais 41 Correio Electrén.., |+ 0_\"5" ) Acces - | ¥ DI
Eliminar ‘%esponder Passos Rapidos ] Mover %
1
De: SIBA@sef.pt *
Para: *
Cc .
Assunto: Inscricdo na drea reservada do Portal SIBA - Sistema de Informagdo d€ Boletins de Alojamento
\g
L 3
121212121 /105 - HOTEL DO SIBA .
.
Exmo(a) 5r(a) *
L J
TESTE TESTE ®,

A sua inscricdo na drea reservada do Portal SIBA deu entrada no swssﬂa.
Apds a validagdo da inscrigdo receberd, num prazo maximo de 48 horas, um oficio com os dados de acesso.

Com os melhores cumprimentos

A equipa de suporte do SIBA.
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SEF

Usually, during this period, aletter 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.

W TTERIG B4 ADMINETRACED MTERNA

HOTEL OO SBA

Exmada) Senban(a)
HOTE 0O ShA
LRBANDACHRD CLINTA DOS GAEA

290114 ALFEEER A0

Fios sa refaringia ) BAL 6.806.305 Dats

AT Envo dent de chave ativagio

My sequiriis de megite afetusde pebe wase  mtibeledimente, pars erde & Boleties de Akdemente
v Upload de Ficheirs, comenicate para ox deddes efdtes que on dides de achade i o

Tepunte |
Uriduds Heradairas 121z
Extababecirmrin: 1z

Chave de S thagias I

trformamos  que e daponivel, em bipobasefpi, a infoeraqBs bimbs necessida para 3 bgage
o Savema de bifoenagbe 4 Bolatina da Mo junares (TTRA) i Lbload 44 Fchairs,

Gien 52 rohores Curnpeirmintos

A Direglo Macknal
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NTEIRAS

3. AUTHENTICATION

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

authentication data received. fea, e,
L »
oy

Entrega de Boletins»  Atualizagéo dos dados de inscri¢do X Inscrigho  #) Autenticar

Sistema de Informacdo
de Boletins de
Algjamenio

Fomega os dados de autenticago para aceder & 4rea reservada do Portal SIBA

Unidade Hoteleira(NIF):

Estabelecimento:

Chave de Ativagao:

SEF © Todos os direitos reservados

Sistema de Informacao
de Boletins de
Alojamento

Provide authentication data to access the reserved area of the SIBA Portal

Hotel Unit (NIF):
Establishment:

Activation key:

SIBA - Sistema de Informacé&o de Boletins de Alojamento | User Manual Page 11 of 33



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” (Atualizacdo dos Dados de
Inscricdo) option.

MNewsletter delivery-  Updating registration data A Enoliment %) Authenticate

Sistema de Informacao
de Boletins de
Alojamentn

Provide authenbcation data to ccess the reserved area of the SIBA Fortal

Hotel Unit (NIF):
Establishment:

Activation key:

Entrega de Boletins~  Atualizagdo dos dados de inscrigdo X Inscrigio 4 Autenticar

Sistema de Informacao
de Boletins de
Alojamento

Fomega 0s dados de autenticagao para aceder a area reservada do Portal SIBA

Unidade Hoteleira(NIF):
Estabelecimento:

Chave de Ativagdo:

SEF © Todos os direitos reservados
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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. .'
[ ]

Atualizagao dos d«dos de Inscrigao

O formulario deve ser atualizado 0s campos Grios, ccm’).
Para proceder a atualizago dos dados clique em "Enviar". [ ]

Registo de ur 1ade hoteleira actualizado

N.° ld. Fiscal | Estabelecimento: popn @ 0
C. Ativid. Econdmica(*): 55112 .. n Penses com restaurante
TipologialClassificagao(*): Gotonia eras v a (NZo aplicavel) v
®
Nome da Unidade("): HOT{gDE TESTE
Entidade Exploradora(’): ™
o

Enderego (*): (@ VENIDA CASAL DE CABANAS
§ [ J
Localidade (*): BARCARENA

Codigo Postal (1@ 2734 ‘506 ‘ n

Telefons‘): 966503344
&)
Nome cata:to “): MARILIA
Emai’onlam(‘): lidia. agostinho@sef. pt
[ ]
0 de envio: Pagina no Portal
(%) Campos Obrigatérios

Enviar

Updating registration data

The form must be updated respecting the mandatory fields, marked with (*).
To update the data, click on " Send ".
Tax | Establishment ID No.: 121212121 0
C. Activity Economic (*): n
Typology/Classification(*): (Select) v f (Not applicable) v
Unit Name(*): TESTE
Exploration Entity(*): TESTE
Address (): RUA DO TESTE
Location (*): LOC DO TESTE
Postal Code (°): 1495 132 n
[ J
Y Telephone (*): 212121212
. Fax (%) 212121212
ax (*):
([ J
® Contact Name (*): TESTETESTE
[ J
([ ] Email Contact(*): sibatec@sef.pt
[ J
Shipping method: Pagina no Portal
(*) Required fields
To send
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SEF

Afterwards, the entity will receive an email with confirmation of the changes that were made.

=1 H & ¥ |= SIBA - Sistema de Informacdo de Boletins de Aloji
Ficheir: Mensagem
s (A3 SIBA - Arquiva_...
i Ignorar x il 1 ﬁReumao = -
* - 4
_'% (g Para o Gestor -
i &ni H - Elimi R der R der R inhar Hi jis .
& Correio Electronico Nio Solicitado - Eliminar | Responder ?Tnao;osif eencaminhar B pais 43 Correio Electrén... | =
Eliminar Responder Passos Rapidos
De: sIBA@sef.pt
Para: Lidia Agostinho

Cc
Assunto:  SIBA - Sistema de Informagdo de Boleting de Alojamento

1z1z12121 /0 - HOTEL DE TESTE
Exmo(a) Sr(a)

MARILIA

0Os dados de identificagdo da sua unidade hoteleira, no SIBA, foram actualizados nesta data.

Com os melhores cumprimentos

A equipa de suporte do SIBA.

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
5.1. File Upload

This is one of the three delivery modes that Servico 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”.

e 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”;
CEC.k on “Select” that will allow access to the folder where the Front Office application placed

" ?he file to be send to SEF.

Sending files with Hosting Bulletins

Before starting the upload of documents, read the following instructions:

n The maximum size of uploaded file cannot exceed 4MB

@ It is only possible to upload files with the DAT extension

ﬂ Use the 'Select' button to indicate the file you want to upload

n When the 'Drag and drop file here' tag is available, you can use the Drag and Drop method to select the file to upload.

a Wait and check the result of sending the file

Drag and drop the file here

Select the file to upload.

Envio de ficheiros com Boletins de Alojamento

Antes de iniciar o camegamente de documentos leia as seguintes instrugdes:

<IIIIIIIIIIIIIIIIIIII-

n O tamanho maxmo do ficheiro & camegar ndo pode ser superior a 4MB

n S & poseivel camegar ficheires com extenzdo DAT

ﬂ U=e o botdo 'Selecionar para indicar o ficheiro que pretende enviar

n Quando digponivel a etiqueta 'Amraste e largue o ficheiro aqui’ pode usar o método de Arrastar e Largar para selecionar o ficheiro 8

Enviar.
B Aguarde e verifique o resultado do envio do ficheiro

Arraste e largue o ficheiro aqui

Selecione o ficheiro a camegar.
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Or use the button Select (Selecionar) to select the file and upload it.

5 Drag and drop the file here

&
“ Select the file to upload.

Arraste e largue o ficheiro agui

Todos ficheiros camegados. Selecione o ficheiro a camegar.

| 121212121.dat - 6.75 kb (Carmegada)

Envio de ficheiros com Boletins de Alojamento

I 0 ioix
1SIBA ~ FICHEIROS EM TESTE ~ - | Procurar FICHETROS EM TESTE 2

Antes de iniciar o de leia as G

n O tamanho méximo do ficheiro a caregar ndo pode ser superior a 4MB H== =] @

[l 56 & possivel carregar ficheircs com extenséo DAT 4| Nome - | patamodificacze | Tipo 2

ﬂ Usze o botdo 'Selecionar para indicar o ficheiro que pretende enviar

n ‘Quando disponivel a etiqueta 'Arraste e largue o ficheiro aqui’ pode usar o método de Arrastar e Largar para s€
enviar.

ﬂ Aguarde e verifique o resultado do envie do ficheino

Arraste & largue o ficheire aqui
v«

A camegar o ficheiro: 121212121 .dat com 6.75 kb bytes.
121212121.dat - 5.75 kb (Carregado)
Carregados 100 % Cancelar}
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After running one of the two options available for uploading files with Accommodation Bulletins, two situations

may occur:

o 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.

Consulta e reemissao de oficios

Pode consultar & emitir 2% vias dos offcios anteriormente emitidos

Indique o intervalo de datas que comesponda & data de emiss&o do ofitio que pretende consultar.

Indique o intervalo de datas

Data inicial 28-10-2018
Data final. 05-11-2018

Namero

6853 501

6853 462

6853 445

6853435

6853 380

6853 367

6853359

6853277

6853 237

Lo R R T v I v R R

6853 205

|+ [ENlEN

Tipo

Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA

Envio de BA

DataiHora

05-11-2018 13:.05

05-11-2018 12:53

05-11-2018 12:50

05-11-2018 12:47

05-11-2018 12:40

05-11-2018 12:33

05-11-2018 12:31

05-11-2018 12118

05-11-2018 12:11

05-11-2018 12:07

Gomas netoes Sumpinens

mmmmmmmm

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

of this manual.

Or:
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o 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.

Envio de ficheiros com Boletins de Alojamento

O ficheiro 121212121.dat NAO foi processado.

Antes de iniciar o camegamento de documentos leia as seguintes instrugdes:
n 0 tamanho méaxime do ficheiro & caregar nio pode ger superior a 4MB
ﬂ S0 & possivel camegar ficheiros com extensdo DAT

a Use o botdo 'Selecionar para indicar o ficheiro que pretende enviar

n ‘Quando disponivel a etiqueta 'Arraste € largue o ficheiro aqui’ pode usar o método de Arrastar e Largar para seletionar o ficheiro a
Enviar.
H Aguarde e verifique o resultado do envio do ficheiro

Arraste & largue o ficheire aqui

Selecione o ficheiro a camegar.

Emos do ficheiro

Linha Tipo de Registo Ermro
2 Boletim Nimero de passaporte/Bl ndo preenchido O boletim de DIAZ néo tem o documento de identificacdo
preenchido.
3 Boletim Mumero de passaporte/Bl ndo preenchide O boletim de TAVARES ndo tem o documento de

identificag&o preenchido.

4 Boletim Mumero de passaporie/Bl ndo preenchide O boletim de GARCIA ndo tem o documento de
identifica¢&c preenchido.

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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5.2. 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).

5.2.1. 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).
Ny na
L

Listas de Envios de Bulct'ns de Alojamento

Criar Mova Lista del Envio

The list will be in the status of "In editing" (Em edic&o)

Listas de Enviv~ de Boletins de Alojamento
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e The Bulletins Submission Lists in the "Qosed" situation, after they were sent, only allow consultation.
e The Bulletins Submission Lists will be in?he “In Edit" status when is still empty or with Accommodation
Bulletins pending. % %

Abrir  Data de Abertura Data de Fecho Niimero de Iilur\r'mento‘s‘ * Situagio Enviar
. | -
& | osMia018 A . Em edizéo e
|
& osnie018 01172018 1 Fechada
& | osn1ems 05172018 1 Fechada
&  osMi018 0S/11/2018 1 Fethada
& | osr108 0S/11/2018 1 Fehada
Bz E]E]E]E]
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5.2.2. 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" (Atualizag&o da Lista de Envio), which appears in
Status: "In editing” (Em edigéo). ‘.‘

2
*

&

Hosting Bulletins Submission Lists

‘0

Open Opening date closing date Number of Movements Situation To
send

& 12021 AT In ediiting =5

Listas de Envios de Boletins de Alojamento

Abrir Data de Abertura Data de Fecho Nimero de Movimentos Situagdo Enviar

& osM12018 A Em edigo Q\

[actualizacio da Lista de Envio. |
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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 ndo tem boletins pendentes”.
.
‘ ‘

Registo de Boletins de Alojamento

Nacionalidade: (Todas ) w Nome: n

Detalhe de Boletins de Alcjamento
Nome Completo:
Data de Nascimento: Local Nascimento:
Nacionalidade e
Local Residéncia: Pais Residéncia: w
Nimero Documento: Tipo Documento: PASSAPORTE w
Pais Emissor Documento: v
Drata de Check-in: Data de Check-out:

The filling of Accommodation Bulletins is done in option “Accommodation Bulletin Details” (D_e_talhe de
BOletInS de AIOJamentO)” .--IlllllIIIIIIIIIIIIIIIIIIIII

Accommeodation Bulletins Detail

Detalhe de Boletins de Alojamento Em Edigéo

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:

ﬂ New Accommodation Bulletin (Novo Boletim de Alojamento), Select the option to create an
Accommodation Bulletin and fill all fields;

H 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.

Registo de Boletins de Alojamento

Lista de Envio ndo tem boletins pendentes.

Lista de Boleting de Alojamento Pendentes

Nacionalidade: (Todas ) ~ Nome:

Detalhe de Boletins de Alojamento

Movo Boletim d

Data de Nascimento:

Macionalidade

Local Residéncia:

Namero Documento: Tipo Documento: PASSAPORTE w
Pais Emissor Documento: v
Data de Check-in: Data de Check-out:

SIBA - Sistema de Informacé&o de Boletins de Alojamento | User Manual Page 23 of 33



Accommodation Bulletins Detail

Full name:
Birth date: Place of Birth:
Nationality v
Home Location: Country of Residence: A
Document number: Document Type: PASSPORT -
Country Issuing Document: A4
Check-in date: Checkout Date:

Detalhe de Boletins de Alojamento Novo Boletim de Alojamento
Nome Completo:
Data de Nascimento: Local Nascimento:
Nacionalidade v
Local Residéncia: Pais Residéncia: -
NOmero Documento: Tipo Documento: PASSAPORTE v
Pais Emissor Documento: v
Data de Check-in: Data de Check-out:

appears automatically after they are sent, as well as the respective list of customer information
contained in the sent list, can be printed.

Ij| 7 The official letter proving the successful sending of the Accommodation Bulletins list, which
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onsulta e reemissao de oficios

Pode consultar e emilir 2* vigs dos ofitios anteriormente emitides.
Indique ¢ intervalo de dstss que comesponda 4 data de emisséo do oficie que pretende consultar.

Indique o intarvalo de datas

Data inicial: 29102018

Data final: 05-11-2018

B & EEEHEBEGGE

Nimero

6854813

6853764

6853783

6853111

6853107

6853 088

6853079

6853077

6852717

6850 448

Tipo
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA
Envio de BA

Envio de BA

OR

LS To print selected Accommodation Bulletin;

DataHora

05-11-2018 18:30

05-11-2018 14:33

05-11-2018 14.37

05-11-2013 11:40

05-11-2018 11.38

05-11-2018 11:33

05-11-2018 11:32

05-11-2018 11:31

05-11-2018 10:00

04-11-2018 21:18

MIITEILAD D AACMINE RAGAT HPCFT,

SEF

[T PPN

Hau " Wkl e

Ledims 1 rmee Wwskal  mEm w
i

Cubemt e

En e
Worrbne oo

[y
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On the Accommodation Bulletins Registration screen, you also have the possibility to:
e Print the Accommodation Bulletins List by nationality,s s s sss s s s s s u = u =
e Search for Accommodation Bulletins by name within a selected List; *
. :Go back to the previous screen;

Lista de Boletins de Alojamento Pendentes

MNacionalidade: { Todas ) R Nome: n
lIlIIIIIIIIIIIIIIIIIIIIIIIII>

Nome do Héspede Data de Check-in Data de Check-out

& JOVEM TESTE 22-10-2018 Mo lancada

e The registration of Dates of Birth, Check-in and Check-out can be done manually or using the
calendars that are mdge available when filling those fields,

. u -

*

Lista de Boletins de Aloi=mento Pendentes

)

Nacionalidade: (Todas )

L

Nome:

Nome do Héspede

22-10-2016 Méo langada

[ ]

|

|

[ | Data de Check-in  Data de Check-out
u

u
u

1
|
& JOVEM TESTE Y
.
L

Detalhe de Bolefins de Alojament.

| |
| - u
. n
Nome Completo: VEM TESTE | ] -
|
Data de Nascimento: 20-08-2018 - Local NadWmento:
u
Nacionalidade ]
]
12013 1215 15 17 o
Local Residéncia: o[ 2 2 3 2 s Pais Rilaéncia: Alemanha ~
% 7 B/ W WAL n
2 3 4 5 6
|
Niimero Documento: _ el November 5, 2018 Tipo Dogyimento: PASSAPORTE v
| |
Pais Emissor Documento: Arébis Saudita - v
Data de Check-in: 2.10-28 x' | Data de Check-out:
k] October, 2018 *
Su Mo Tu We Th Fr Sa

MW 1z 3 4 5 6
7 08 910 11 12 13
1415 18 17 18 19 20

u[m]n 25 50
_23191031123_
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When creating a new list, all guests whose checkout dates have not yet been register will appear

Registo de Boletins de Alojamento

Registo de Boletim de Alojamento Criado.

Lista de Boleting de Alojamento Pendentes

Macionalidade: (Todas ) w Nome: “
Nome do Hospede Data de Check-in Data de Check-out 5
communicated, the Check-out date
& ALOJAMENTO LOGAL 05-11-2018 Mo langada
will be set to “Not released” (ndo
Ls JOVEM UNIDADE 16-10-2018 13-11-2018
lancada).
& UNIDADE ALOJAMENTO 01-10-2018 Mo langada

Afterwards, all Accommodation
Bulletins in the “Unreleased” status

Detalhe de Boletins de Alojamento Hav Boletim de Alojamento appear in the next new Bulletins List.

Nome Completo:

Data de Nascimento: Local Nascimento:

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.

st
TESTE -TESTE. | Y .

Enfrega de Boletins~  Atualizago dos dados de inscrigio A Inscrigho 127 214

SIBA

Sistema de

AREA

RESERVADA Informagéo de
Boletins de
Alojamento

SEF © Todos os direitos reservados
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6. ISSUED OFFICIAL LETTERS VISUALIZATION
6.1. Consultation or printing letters

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

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

Consultation and reissue of official letters

You can consult and issue 2nd copies of previously issued official letters.
Indicate the date range that corresponds to the issue date of the letter you want to consuilt.

Indicate the date range

Initial date: 29-11-2020

Final date: 29-11-2021

Number

=

2] 9769376 Sending BA

10580 Sending BA

452

(Entrega de Boletins) / (Consulta e reemissao de Oficios).

Consulta e reemissao de oficios

Pode consultar e emitir 22 vias dos oficios anteriormente emitidos.

Indique o intervalo de datas que comesponda & data de emiss&o do oficio que pretends consultar.

Indique o intervalo de datas

Data inicial: 28102018

Data final: 05-11-2018

-
&
=
=
=
&
=
&
=
=
1]

Oficio

Numero

5 853 TG4

6 853 763

6853 111

B 853 107

6 853 085

B 853 079

6 853 077

6 852 717

6 550 449

6 550 445

Tipo

Envio de BA

Envio de BA

Envio de BA

Envio de BA

Envio de BA

Ernvio de BA

Envio de BA

Envio de BA

Envio de BA

Envio de BA

[ER[EREN

SIBA - Sistema de Informacé&o de Boletins de Alojamento | User Manual

Type

Date/Time

21-10-2021 08:40

09-12-2020 15:48

Data/Hora

05-11-2018 14:38

05-11-2018 14:37

05-11-2018 11:4D

05-11-2018 11:38

05-11-2018 11:33

05-11-2018 11:32

05-11-2018 11:31

05-11-2018 10:0D

04-11-2018 21:18

04-11-2018 21:16
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SEF

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.

SEF

MINISTERIC DA & DMINETR&QEO INTER Mty

SELCE HOTEL DO SIBA

#e nidn da Cnsnl de Cn benes

Urtenin; B Cata e GoF, 1- Tore 2 Esxmoa). Senhora)
2724300 BARCHRENA TESTETESTE

BL 374 T BITE0

Fon: 2 94) 214226640 RUADOSRA, M2 FEE
sibmEef.pt

2800212 VILAFRANCADE XIRA

Hosza referéncia; Bé-R-68535601 [rata: 051142013

ASSUNTD: Baoleting de Alojamenta

Foram rececionades nesta data 2 boletim(ns) de alojamento.

Em anexn alista dos boleting rececionados.

Com o= melhores Comprimentos

ADiregdo Hacional
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7. SIBA GENERAL RULES AND USE

7.1. 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.

7.2. 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.

7.3. 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 Allfloors 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.

7.4. 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.

7.5. Elimination of Guest Lists or Accommodation Bulletins

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

Accommodation Bulletins, entities must continue to communicate as usual.

e This situation will be rectified in due course.
e The entities will have to create a new record with the correct data of the client(s) in question.

7.6. 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.
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7.7. DIFFICULTIES

7.7.1. 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.

7.7.2. Errors in Uploading Files

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

Envio de ficheiros com Boletins de Alojamento

O ficheiro 121212121.DAT NAO foi processado.

Antes de iniciar o camegamento de documentos leia as seguintes instrugdes:

n O tamanho méaximo do ficheiro a camegar néo pode ser superior a 4MB

ﬂ S0 & possivel camegar ficheiros com extensdo DAT

ﬂ Use o botdo 'Selecionar para indicar o ficheiro que pretende enviar

n Quando disponivel a etiqueta 'Arraste e largue o ficheiro aqui’ pode usar o método de Arrastar e Largar para selecionar o ficheiro &
enviar.

ﬂ Aguarde e verifigue o resultado do envie do ficheiro

Arraste & largue o ficheire agui

Erros do ficheiro

Linha Tipo de Registo Erro

2 Cabecalho Tipo registo == '9'

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:ojsa03|121212121/00[TESTE TESTE |[PARQUE TESTE |JARMACAO 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 nho 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.
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Example:
0|BA03|121212121|00|TESTE TESTE |PARQUE TESTE |[ARMACAO DE PERA |18365|181|231937000|231937000 |[TESTE |TESTEMOVEL@MAIL.PT |
1|MARIA GOIS |AFONSO |AGO|LUANDA |119340830]AS059610  |P |AGO|AGO|LUANDA |20200921|202060928|
1|LEON PINARDO  |MOISES |ESP| |119641026|AH23456 |P |ESP|ESP|MADRID [20200928| |
1|VELTMAN |WALTER ROBERTUS |NLD|HOLANDA |119590409|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
itin SIBA.

7.7.3. 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:

e 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.

e 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.
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