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The reason for this guide, and the associated
additional tasks, 1s to avoid discrepancies in the
information reported to the official tax institutions
in  Portugal, Colombia, Argentina, Chile vy
Uruguay.
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Management of invoices with a negative balance HOTELS

=

ARCC.CITYA. Process folio 4

B Status Invoice nu Revenue date | Folio Concept  Description Quantity|  Pricd

In the following situations, this error message will appear:
System  Help “

Reservation [2567782¢ |Status  [Checkin | Arrival 08.03.2022| Departur |09.03.2022 Upgrade
| P a—— |
Main Client |BECCARIA, JULIO CESAR | voucher | | Room 0101
| pesspps— |
Main guest [BECCARIA, JULIO CESAR | Type STDSGL Standard Single GST a0[1 |oufo |culo |eB[0 |

EANIULIO CESAR-0000181 ..
JULIO CESAR-O000181 ..

FOLIOS: Fl £.060,00 |ARS BECCARIA, JULIO CESAR
(tax incl.) F3 (1) 0,00 |ARS

(EIF)R)®/F1) [E )Pl

cargos con el mismo IVA

ERlinr

rre. | =RC amou... Res.curr. | Tax incl. Service date

§C0O 3057000 08.03.2022 4 PPWI  Invoice No 30 1 10.08 12.199,99 ARS [] 08.03.2022

o) 08.03.2022 4 PPWI 3057000073 1- 10.08..] 12.199,99- ARS [ 08.03.2022

= 08.03.2022 4 ROOM  Room 1 10.00.) 12.100,00 ARS [ 08.03.2022

| 08.03.2022 4 TTAX  Derecho de U.. 1 100,00 0,00 100,00 ARS  08.03.2022  1,00000 100,00 ARS 100,00 ARS [ 08.03.2022

10.10.. ARS 12.200,0.. ARS 12.200,0.. ARS
| Credit no tax. Credit with tax | Cash no tax. Cash with tax | Total no tax. Total with tax Remarks
Amount Biled F4 I 0,00 0,00 | 10.082,64 12.199,99 | 10.082,64 12.199,99

Amount Pending F4 | 0,00 0,00 | 17,36 0,01 1 17,36 0,01 E N
Pending Reservati | 0,00 0,00 | 17,36 0,01 | 17,36 0,00 ®[2RS |Exch.Rate Type |z2R | [TE]REDE
4 F L
SAP [ | SEB(2) 100 ™ vnltlcn23 | INS =

- Folio with only negative charges.
- Deposit higher than the charges on the folio.

- Deposit higher than the charges with the same VAT on the folio.
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PT11.LILIS. Individual Res. - GOMEZ FERNANDEZ, MARIA TRINIDAD
g 24 B & % B =

PT11.LILIS Tivoli Avenida Liberdade Reservation 71781145 Client: 1000211361 BOOKING.COM B.V. Amount 862,50 EUR
Arrival: [14.02.2018 Wednesd.. RoomType: W‘D Show Subtypes Meal Plan ’BB—'
Nights: [ 3 Guests: anfz |aufo |cefo |B8fo | Currency EUR o
Depart.: [17.08.2018 Saturday Room ] Ono move Last service: W’ ’E

T moTo

General Data | *Biling Information  *Addtional data | *Statistics ./ [0 Deposits | @ Guarantees | Routing charges | Fixed charges | *Actions | Loaned [ Concept identifier (2) 4 Entries found i
[= Till operations

) S /ﬁ Rechnict
Auto|Deposn: requested ‘Cune...|F.equest date | Till identifier reception =
[] 250,50 EUR 12.08.2019 Reservation 71781145 v
| Type | Amount 250, 50 T
) Prepayment wfo bil Movement currency EUR [E]l_‘al | l a
(%) Prepayment with bil Folio ["2][ swap currency | [2584270 | maria TRivab 6 | Concept nature: 50 =
S -
) m Description ‘Concept ID
. @.lﬂ. . 2]F) Concept ipaga. HotelRest / HotelRest. Prepa > Deposito City Tax 0%/C. Tax Deposit 0% PPOV
Tax clasificat. =
[__Regenerate deposits S E Prépaga. HotelRest | Hotel&Rest. Prepay PPWI
Paym. Method [5 caTERRY | Voucher .
| Remarks [Pre-pavment I Prépagamento HVAT / Prepayments HIVAT PPHI
Prépagamento MedVAT / Prepayments MedVAT PPMD
— -
CONFIRMED Guest: GOMEZ FERNANDEZ, MRRIA TRINI [ |Walkin [JCheckin 00:00 Created XTIVOLOOO.. 25.06.2019 00:00 Credit pending to Bil 0.00
Gr: 0 [OTransfered [JCheck out 00:00 Modif.:  E000000507 12.08.2019 10:21 Cash pending to Bil 862,50

PPWI is used for deposits in individual reservations (Room + Meal plan)

In some particular cases, if you receive a deposit for “extra services” such as golf, parking... the correct Concept id must
be selected, according to VAT, examples:

PPWI: 6% PP codes and % VAT can be
PPHI: 23% different in each country.
PPOV: 0% (*** Can only be used for City Tax).

The same logic applies for groups/events reservations, the deposit must include the correct concept ID according to
final service (FRNT, BQTF...) and, if necessary, you will have to include several deposit lines.
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Situation 1: Amount paid in advance higher than final total.

Reservation (folios)
Deposit of 300€ received by

bank transfer.
Final amount 245€

How will we proceed?

12 Cancel the deposit

*Function rooms | Hotel Reserv | *Clients | Additional Info | *Statistics  Commissions .~ CCE)

Received date
12.08.201%

Received Amount received
[¥| 300,00

Amount Reqg... Curre... F.. Deposit reques... Due Date
il
l’.!UU,OU JF.EIR 212.08.201%9 11.08.201%

Received: 300,00

Request: 300,00
posgs

EEELED ELED SEEED &) 7 tmmmr o)

BL Status Invoice nu Revenue date Folio Concept Description Quantity  Price Disc. (net) =Amou... |Cur.
son| 12.08.2019 2 FRNT Restaurante C.. 1 80,00 0,00 80,00 EUR
oCE 12.08.2019 2 GASTR.. MENU THURG... 11 15,00 0,00 165,00 EUR
®Coo  7662630.. 12.08.2019 2 PPWI Invoice No 76 1 300,00 0,00 300,00 EUR
00 12.08.2019 2 PPWI 7662630808 1- 300,00 0,00 300,00- EUR
oCE 12.08.2019 2 SETUP  BANQUET 1 0,00 0,00 0,00 EUR

245,00 EUR
| Credit no tax. Credit with tax | Cash no tax.

amount Biled F2 | 0,00 0,00 | 283,02

4mount Pending F2 | 0,00 0,00 | 71,96-

2ending Reservati | 0,00 0,00 | 71,96-

20
correct payment methods:

PT11.LIBER MH Collection Liberdade COLLECTION

| e |
RECEPTION | RECEPTION

Excha.date

12.08.2019
12.08.2019
12.08.2019
12.08.2019
12.08.2019

Cash with tax
300,00

55,00-

55,00-

Invoice the folio with the

Till identifier
Operation Type | Invoice payment ~| %8  Detalle de biletes
| Payment data
—
Invoice 1d 7662808224 Total Amount 245,00
7
Document currency EUR
reer—
Reservation 85574078
o]
Folio 3
[Ty res]
Customer 62854699 FERRI, PAOLO
Remarks [
Payment method Gateway Curr... Amount Volkcher t... Voucher amount  Vouch
BANE TRENSFER EUR 300,00 v (1]
BRNE TRANSFER - EUR 55,00- - 0

Exchange  =LC amou...

1,00000
1,00000
1,00000
1,00000
1,00000

Loc.Curre. =RC amou... Res.curr.
80,00 EUR 80,00 EUR
165,00 EUR 165,00 EUR
300,00 EUR 300,00 EUR
300,00- EUR 300,00- EUR
0,00 EUR 0,00 EUR
245,00 EUR 245,00 EUR
Total no tax. Total with tax Ri
283,02 A
71,96- 55,00-
71,96- 55,00- @ £

32 Refund the difference
to the guest with the
same payment method
used for the deposit:
CASH, TRANSFER...

TMS4Pay procedure (see
following slides) '
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Situation 1: Amount paid in advance higher than final total 2 Deposit with Payment Gateway. !",(‘

12 Cancel the deposit using the Retain option:

w

*Function rooms | Hotel Resery | *Clients | Additional Info *Statistics E Commissions é CC[EDeposits i Actions i Packages i Routing and Charges

Amount Reqg... Curre... F.. Deposit reques... Due Date

4
E kaa, 0o EWR 212.08.2019 11.08.2019

Request: 300,00

| Canceled depo

22 Close the invoice on the same folio and
refund the difference to the original credit

card used.

Received Amount

Do you want to refund the payment?
300, 00
ﬂ Action Pay invoic Pay.method Amount Currency
| 2-Refain = 4043127160 MC 300,00 EUR
i
Re |
1|« ok II #®  Cancel
S
Invoice payment movements
ESMD.PRIVE MH Principe de Vergara ****
Till identifier RECEPTION
Operation Type [Tnvoice payment - [$H Detalle de biletes I
| Payment data |
. =t ~n 1
Invoice Id [t0a3127161] Total Amount 245,00
Document currency EUR
Reservation 73839898
Folio B
Customer 4534270 GOMEZ FERNANDEZ, MARIA TRINIDAD
Rermarks [ |

Payment method
M -
PAYMENT GATEWAY -j“é{ﬂ

Gateway | Curr... Amount

Voucher t... |Voucher amount | Vouche[TT]
300,00 - 0
55, 00— - 0
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Result

Invoice
Reservation

PT11.LILIS Tivoli Avenida L Reservat.: 73778103 ﬂE Client: 2200115043 BUZZ PORTUGAL DESTINATI e Quan. Senvi AT . sal .
E 12.068.2019 11 Banquet Menu § 13% 145,02 1898 165,00 165,00
14 EV01350055 Version 1 [V]Active Descrif 12.08.2019 1 Restawante Cervelana 23% B5.04 1456 B0.00 245,00
- -
Start  [12.08.2018[12:57 WO Pending Budget Event
[\ 08 2014l .
End 12.08.2018(22:00 ®O Pending Contract Status
Voucher #O Pending BED Follow sMAT Basaier Cuomnar Toral
VAT 12.00% 146,02 18,98 165.00
| Event's status | Managers | Remarks VAT 23,00% 85 14.96 30,00
; ]
DLost [checkin Sales E Total 211,08 3304 24500 EUR
: —
[CJRejected [ Check out Venue Rep SET Forma de pago
["ICancelled Hotel rooms gren MASTER CARD 245.00EUR
- rroi
Lirn. bill. day 7 |Day  19.08.2019 Filet )
Fecha y Hora: 12042020 454445 Num. de Tari.: smnnnng007  Total
Num. de Trans.: 0043000112730970 Num. de Oper.: 6201 Tipo de Tarj.: asteT Carg
- . — — — — Num. de Comercio: 100008876 Cod. de Aprob.: 583413 Captura: Manual
*Function rooms | Hotel Reserv | *Clients | Additional Info | *Statistics | Commissions - Deposits Ac Ubicacian ID: 001050 1D Terminal: 20K00426

Amount Req... |Curre... F.. Deposit reques... Due Date  |Received Amountreceived Received date Documel FIRMA ES NECESARIA

O
O
O Fecha y Hora: 13042020 1514:27  Num. de Tarj.: smmnn0007  Total
m Hum. de Trans.: 0043000112730873  Mum. de Oper.: 6204 Tipo de Tarj: Waster Card
Num, de Comercio: 100009676 Cod. de Aprob.: 888413 Captura: Manual
Ubicacién ID: 001050 ID Terminal: 29K00426

No deposit (although 300€ was
paid in advance).

Final invoice with several movements.
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Situation 2: Amount paid in advance lower than final total but deposit with incorrect VAT. x

PT11.LILIS Tivol Avenida L Reservat.: 71382435 ©F Client: 1000038255 TRAFALGAR TOURS LTD
Data/Date Quan, Servigo/Service %VAT  BaseNet Cuota/'Vat Total 5i
' — ) e T 16.08.2019 3 Quarte P Al | Bed & Breakfast 6% 488,22 29,28 517,50
Id EVD1206005 Version 1 [¥]Active Room reservations off dates range Description TGF TOUR uarte Fequenc-Aimogo =4
| P | a— T 16.08.2019 10 Menu Trafalgar Cervejaria Liberdade 23% 3252 748 40,00
Start 16.08.2019| 18230 WO Pending Budget Event type LEISU o !
—_—— —_— 16.08.2019 10 Menu Trafalgar Cervejaria Liberdade 13% 24,78 322 26,00
End 16.08.2019(23:59 ®O Pending Contract Status Confirmed o !
T . —_—— 16.08.2019 10 Menu Trafalgar Cervejaria Liberdade 13% 240,71 31,29 272,00
Voucher #O Pending BEO Follow Up o
16.08.2019 1 Restaurante Cervejaria 23% 48,78 11,22 60,00
12.08.2019 1 Antecipado 7623672950 5% -566,04 33,96 600,00
| Event's status | Managers | Remarks
| N
[JLost [Jcheckin Sales & Main
|
[JRejected check out Venue Rep VAT Base/Net Cuota'Vat Total
- 1
[|cancelled Hotel rooms VAT | &o0% 4822 | 29,28 517.50
Lim. bill.day 7 |Day  23.08.2019 VAT 13,00% 265,49 3451 300,00
VAT 23,00% 1,30 18,70 100,00
*Function rooms | *Hotel Reser | *Clients | *Additional Inf | *Statistics | Commissions ./ CCFIDeposits | Actions | Pac Antecipada |_6.00% see0s | 335 599,99
Total 268,97 48,54 317,51 EUR

Amount Req... Curre..y F.. Deposit reques... Due Date Received Amou... Received date Doc... Short Remarks
600,00 EUR 212.08.201%9 15.08.2019 [v] €00,00 12.08.201%9 PRE-PAYMENT 7623672950

Final invoice does not have “enough” base to
balance the deposits with charges that are
Deposit of 600<€ received. from the same VAT,

These amounts must be equal or the positive
ones higher that the negative ones.

LA

',‘ How will we proceed? '
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12 Cancel the deposit '

*Function rooms  *Hotel Reser |+ *Clients | *Additional Inf | *Statistics | Commissions  CCEDeposits | Actions |/ Packages | Routin

If it was a deposit paid by payment gateway, use
Amount Req... Curre... F.. Deposit reques... Due Date Received Amou... Received date Doc... Short Remarks CC Off“ne, Opt|on Change payment method

-
kiUCI, oo JF.El'l’. 212.08.2019 15.08.2018 600,00 12.08.201% FRE-PAYMENT 7623672950 e e e e e

l IPay‘mﬁnt gateway I 80, UU—‘ EUR

L

BB Request: 600,00 Received: 600,00 Pending: 0,00 EUR
Cancelled deposi

s (O Import data from reservat

(®)Change payment method
Payment method LN'BA 'JI

22 Review the proforma
=6 |
16.08.2019 10  Menu Trafalgar Cervejaria Liberdade 13% 24071 31,29 272,00 857,51
16.08.2019 1  Restaurante Cervejaria 23% 4878 11,22 60,00 917,51
SaWAT Base/Net Cuota'Vat Total
VAT &,00% 488,22 29,79 517.51
VAT 13,00% 26549 34 51 300,00
VAT 23,00% 51,30 18,70 100,00
Total 53501 82,50 917,51 EUR

32 Split the deposit

*Function rooms | *Hotel Reser | *Clients | *Additional Inf | *Statistics  Commissions /OCE!Depmits ], Actions " Packages | Routing and Cl

Use original payment method
Amount Req... Curre... F.. Deposit reques... Due Date  Received Amount received Received date Document... Short Rermarks (remember CC Off“ne above)-

517,51 EUR 212.08.2019 15.08.2019 W 517,51 12.08.2019 PRE-PAYMENT 7623672551
2,45 EUR 212.08.201% 15.08.201% W 2,459 12.08.201%8 PRE-PAYMENT 7623672852 9
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Reservation Invoice
PT11.LILIS Tivali Avenida L Reservat.: 71382436 ﬂE Client: 1000038255 TRAFALGAR TOURS LTD 16.06.2019 i Restaurante Cervelara 23% 43,78 11,22 &0,00 750
- 12082019 1 Amtedpado TE236T2951 E% -~288,22 -29,29 817,51 390,99
Id EV01206995 Version 1 [¥]Active Room reservations off dates range Description TGF TC 12.06.3015 i Antecipado TE2IT2E52 3% £7.07 1543 5250 3740
Start  |1€.02.2018]18:30 WO Pending Budget Event type |LEISU
End 16.08.201923:59 WO Pending Contract Status Confirm
Voucher | ' ®O Pending BEO Followr Up
VAT Basaher CuoEar Toral
| Event's status | Managers | Remarks VAT B.00% 488.22 2928 S17.50
OLost Ocheck in Sales @ Main VAT 13.00% S48 51 0,00
[JRejected [check out Venue Rep VAT 23.00% 81,30 18,70 100,00
[ |cancelled Hotel rooms Anteclpatdo 6,00% 488 32 -20.28 517,50
Lim.bil.day [7 lpay 22.08.2010 Ansscipado 23.00% ST.07 A543 -H2.50
| Todal xra2 37,78 750 EUR
*Function rooms | *Hotel Reser | *Clients |~ *Additional Inf | *Statistics |~ Commissions _/ OCCDeposits | Actions -
Amount Req... Curre... FY Deposit reques... Due Date Received Amount received Received date Document... |Short Rem:
517,51 EUR 12.08.2019 15.08.2019 [¥] 517,51 PRE-PLYME H H H 111 3]
3 o pm e el @ b = Final invoice has “enough” base to balance the

Deposit of 600€ received.

deposits with charges that are from the same VAT.
These amounts are equal or the positive ones higher

that the negative ones.

10
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