1.

Getting started: your first electronic invoice with
Almendro

. Step by step with screenshots in Almendro Electronic Invoicing (fe.almendro.cr): create your
almendro

account, confirm your email, complete your details with the Ministry of Finance, upload your
certificate, add a client and an item, and issue.

Before you start, have ready what you get from the Ministry of Finance (Hacienda). Aimendro issues on your behalf,
SO you need:

1. Registration as a taxpayer with the Ministry (TRIBU-CR), with at least one active economic activity.
2. Your cryptographic key: the .p12 file and the PIN you set when generating it.
3. The document submission password (the one for the XML submission user).

All three are managed in the Ministry virtual office (TRIBU-CR), inside TicoFactura, under My profile. With that ready,
everything else in AlImendro takes a few minutes.

Create your account

Go to fe.almendro.cr and click Create account.

Enter your name or company name, the email address where you want to receive notices, and a password of at
least 8 characters. The name accepts letters, numbers, spaces and the usual signs of a company name (period,
comma, hyphen, parentheses, &).

Click Create account. No card is required: every new account starts on the Free plan.

almendro
ELECTRONIC INVOICING

Create your free account

No card, no commitment. You complete your issuer details when you go to
invoice.

almendro
YOUR NAME OR COMPANY NAME * ELECTRONIC INVOICING
Albert Méndez Rodriguez Account created!
EMAIL ADDRESS *
guide@almendro.cr @

We sent a verification link to guide@almendro.cr.
PASSWORD *

You must verify your email before signing in.
[ .................. = J

Show password N
Go to sign in

Later you add your ID and signing certificate to start issuing. Start free, no
card.

Resend verification email
By registering you accept the terms of service.
Create account

Already have an account? Signin

The sign-up form. Account created: now confirm your email.
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2. Confirm your email

Within seconds you receive an email with the subject Verifique su correo electrénico | Almendro Factura Electrénica.
Account emails are sent in Spanish. Open it and click Verificar mi correo (Verify my email). If the button does not
respond, copy the link shown below it and paste it into your browser.

e The link expires in 60 minutes. If it expired, request a new one with Resend verification email.

e If you do not see it in your inbox, check your spam folder.

almendro almendro
factura electrénica ELECTRONIC INVOICING
3 Email verified
Verifique su correo
Hola Albert Méndez Rodriguez, Your account is ready to use.

Gracias por registrarse en Almendro Factura Electrénica. Para activar su cuenta y
comenzar a emitir comprobantes electrénicos, confirme su direccion de correo haciendo clic
en el boton a continuacion

Verificar mi correo

Si el botén no funciona, copie y pegue este enlace en su navegador: o 9
hitps://fe.almendro.criverify-email?email=guide%%40almendro.crétoken=11757b8f-e8bb-4f0d-b Back to signin
d36-3b246bbc373f

Este enlace expira en 60 minutos. Si no puede verificar ahora, puede solicitar un nuevo enlace After Open I ng the II nk: yOUr aCCOUht iS re ady to use.

desde la pantalla de inicio de sesion.

Si usted no cre6 esta cuenta, ignore este correo. Nadie mas puede acceder a su cuenta sin verificar
este correo.

Almendro | Factura Electrénica - Comprobantes 4.4 aceptados por Hacienda - Costa Rica

fe.almendro.cr - support@almendro.cr

The verification email.
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3. Sign in

From the verification screen click Back to sign in, or go to fe.almendro.cr and click Sign in. Enter your email and
password. On your first sign-in you also receive a welcome email with the first steps.

almendro

factura electrénica

almendro
ELECTRONIC INVOICING Su cuenta ya esta lista
Sign in Hola Albert Méndez Rodriguez,

Gracias por sumarse a Almendro Factura Electrénica. Su cuenta quedo activa y desde ya
Welcome back B q Y Y
puede emitir comprobantes 4.4 aceptados por Hacienda. Le dejamos una guia corta con los

primeros pasos para arrancar sin enredos

EMAIL ADDRESS *

guide@almendro.cr m

PASSWORD *

{ L ] & ] 1. ¢Necesita ayuda con Hacienda?
Sitodavia no esta inscrito como emisor electrénico o tiene dudas con el registro ante Hacienda, en

Forgot your password? nuestro blog explicamos el proceso paso a paso. Cualquier consulta, escribanos a

support@almendro.cr y le damos una mano.
Signin

" 2. Suba su certificado digital
Don't have an account? Create account

Para firmar sus comprobantes necesita cargar su certificado (archivo .p12) y su PIN. Puede hacerlo
desde su configuracion
Subir mi certificado

3. Emita su primer comprobante
Con el certificado cargado ya puede emitir su primera factura desde el panel. Si integra su POS,
comercio en linea o ERP, también puede hacerlo por nuestra API

g " Preparamos guias paso a paso desde cero para que su facturacién electrénica arranque con
buen pie. Véalas en nuestro blog

Estamos para ayudarle en lo que necesite. Bienvenido a Almendro

Almendro | Factura Electronica 4 por Hacienda - C

fe.almendro.cr - suppor

The welcome email on your first sign-in.
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4. Home and the menu

After signing in you land on Home. There you see your plan and how many documents you have left this month (the Free
plan includes 10), plus the month's sales and purchases. The side menu takes you everywhere else: Vouchers, Clients
and Items in the Operations group, and Settings at the bottom, under Administration.

Home rRee X6 @BEN/ES @ ALBERT GERARDO M... A6 ~
almendro

Home FREE

ST Veicome, ALBERT GERARDO MENDEZ RODRIGUEZ

FREE

+ Issue voucher
Home
., Reports
2% My downloads My Plan FRee
Free
Vouchers 0% of plan used B/ 18
Drafts 0%
o ol 10 vouchers available this month
A Clients
Issued 0 - Received 0
@ Items
Manage plan
Received
Other deductibles SALES THIS MONTH PURCHASES THIS MONTH
September 2026 September 2026
% My integrators B, EB CRC B, GB CRC
| PDF templates
REEE DRSS Sales tax (output VAT) Purchase tax (input VAT)
Branches 0,00 CRC 0,00 CRC
0 vouchers 0 vouchers

My Plan

Amounts converted to colones using each voucher's exchange rate, as declared to the Ministry. Your ID only: your managed contributors are in Reports.

© 2026 + Made in Costa Rica by Almendro m ©

Home for a new account. The Issue voucher button still looks dimmed.

Why is the Issue voucher button dimmed? Because two things are still missing: confirming your details with the Ministry and
uploading your certificate. Almendro guides you through both with two prompts that appear on their own, as explained in steps 5
and 6. Once you complete them, the button is enabled.

5. First prompt: confirm your details with the Ministry

About five seconds after signing in, the Confirm your tax information window appears. Click Go to settings. If you prefer
to do it later, click Not now: the window appears again on your next sign-in.

D ————

Confirm your tax information X

G

Before you issue your first invoice, confirm your details.

Check that your name, economic activities and contact
details match what the Ministry has on file. That way your
invoices go through smoothly from day one.

Not now Go to settings

The first prompt.
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5.1 Enter your ID number

Settings opens with the screen dimmed and the missing field highlighted. To leave the guided mode at any time, use the
red Close the tip button at the top center.

o In ID number enter your ID without hyphens or spaces.

9 Check the ID type. It defaults to National ID; change it if yours is a Business ID, DIMEX, NITE or Non-resident
foreigner.

e Click Update from Ministry.

Settings ree % @En/Es & Abert Méndez Rodrig.. AM v
Close the tip

Settings

almendro

Albert Méndez Rodriguez
FREE

CONTRIBUTOR PROFILE

Home
ID NUMBER ID TYPE

, Reports
National ID e

i My downloads

[3] .Update.ﬁ'&i'n-'Mi'nisiw Enter the ID number first to look it up at the Ministry of Finance.

Vouchers

BUSINESS NAME OR LEGAL NAME * TRADE NAME
Drafts

Albert Méndez Rodriguez

\ Clients

EMAIL ADDRESS PHONE
Items

guide@almendro.cr

Received

While there is no ID, the orange notice asks you to enter it first.

5.2 Review what the Ministry returns and update

Almendro checks the Ministry registry and shows your name or company name, the tax regime, your status and your
registered economic activities. If everything matches, click Update all: your profile is filled with that data and your activities

are loaded.
v N
Ministry data X CONTRIBUTOR PROFILE
o NUMBER b TYPE
206270652 National ID -
The following information was found registered at the Ministry of Finance. Do you Check nformation registered at the Ministry of Finance
want to update your profile with this information? BUSINESS NAME OR LEGAL NAME * TRADE NAME
ALBERT GERARDO MENDEZ RODRIGUEZ
BUSINESS NAME OR LEGAL NAME ALBERT GERARDO MENDEZ RODRIGUEZ il —
guide@almendro.cr
REGIME Régimen general
SITUATION ECONOMIC ACTIVITIES
« INSCRITO
ECONOMIC ACTIVITIES (ClIU)
2 activities selected v
ACTIVITIES AT MINISTRY 7110.0 e ingenieriay consultoria técnica
62010 Actividades de programacion informatica
7110.0 | Actividades de arquitectura e ingenieria y actividades conexas de consultoria Select the sconomic activkies regiatered with the Winitry;
técnica
6201.0 | Actividades de programacion informatica The updaIEd proflle, with its activities.

This will overwrite your current name and economic activities.

Cancel Update all

The data returned by the Ministry.

You must be registered as a taxpayer. The update only works if your ID is registered with the Ministry. If it is not found,
Almendro first asks whether the ID is typed correctly; if it is, it tells you that you must register with the Ministry first. Without that
registration you cannot issue electronic invoices.
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6. Second prompt: upload your certificate

A few seconds after you resolve the first prompt, the second one appears: Upload your digital certificate. Click Upload
certificate. The Digital certificate card opens inside Settings, again in guided mode.

Upload your digital certificate X

5

You do not have a certificate to sign your invoices yet.

You need your .p12 certificate from TRIBU CR to issue
invoices. Upload it once and you are ready to bill with
validity before the Ministry.

Not sure how to get it? See the guides on the blog

Not now Upload certificate

The second prompt.

6.1 Fill in the form
Tap the upload area and choose your .p12 file. Once loaded it shows in green with its name.
In Cryptographic key PIN enter the PIN you set when generating the key with the Ministry.

In XML submission password (My Profile) enter the password of the submission user the Ministry gives you. It is
neither your Almendro password nor the PIN.

Leave Target environment on Production, which comes preselected. It is the one with tax validity.

Click Upload certificate.

v

certificado.pl2

CRYPTOGRAPHIC KEY PIN * XML SUBMISSION PASSWORD (MY PROFILE) *

eecsseee @ eseesee ®

TARGET ENVIRONMENT

Production v

Upload certificate

The certificate form, ready to upload.

Before saving it, Almendro checks three things: that the PIN opens the file, that the certificate belongs to the ID in your
profile, and that the Ministry accepts the submission password. If any check fails, it tells you on the corresponding field and
nothing is saved.

Where do the .p12, the PIN and the submission password come from? They are generated with the Ministry, in the virtual
office (TRIBU-CR), inside TicoFactura, under My profile. Almendro cannot generate them for you. If you have not confirmed
your profile yet, instead of the form you will see the notice First complete your contributor profile, because the certificate is
validated against your ID.
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7. How to get back to Settings

Everything from steps 5 and 6 lives in Settings, at the bottom of the side menu. There you also find your address, your tax
regime, the email used to deliver documents to your clients, and the annual backup. Each card opens and closes by

tapping its header.

almendro

ALBERT GERARDO MENDEZ RO...

FREE

Home
. Reports

3% My downloads

Vouchers
D Drafts
A Clients

Items

Received

] Other deductibles

Y My integrators

B PDF templates

& Branches

My Plan

Settings

Settings

CONTRIBUTOR PROFILE

ID NUMBER

206270652

'S Update from Ministry Check information registered at the Ministr

BUSINESS NAME OR LEGAL NAME *

ALBERT GERARDO MENDEZ RODRIGUEZ

EMAIL ADDRESS

guide@almendro.cr

ECONOMIC ACTIVITIES

ECONOMIC ACTIVITIES (ClIV)

2 activities selected

FREE X @ EN | ES @ ALBERT GERARDO M.. L

ID TYPE

National ID v
y of Finance

TRADE NAME

PHONE

7110.0 Actividades de arquitectura e ingenierfa y actividades conexas de consultoria técnica

6201.0 Actividades de programacion informatica

Select the economic activities registered with the Ministry.

ADDRESS

LOCATION

No address on file

Settings, with the contributor profile at the top.
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8. Add your first client

In the side menu click Clients and then + New client.

Choose the ID type (for a company, Business ID), enter the number and click Verify. Almendro fetches the client's
name, regime, status and activities from the Ministry and fills in the name for you.

Add at least one email address: that is where your client receives the PDF and XML of each invoice.

Address and phone are optional. Click Create client.

New client FREE = ¥ @EN/ES @

« Back

New client

IDENTIFICATION

ID TYPE * ID NUMBER *
Business ID v 4000042149
Verify
v Contributor registered with Ministry 24h cache

UNIVERSIDAD DE COSTA RICA

Regime: Régimen general - Status: Inscrito

ACTIVITIES: 8530/ | Ensefanza universitaria

@ This contributor is registered with the Ministry. Address and economic activities are required.

The verified client: the Ministry confirms the registration and returns the activity.

Selling to someone without an ID? You do not need to add them as a client. For an unidentified end consumer you issue an
Electronic ticket instead of an invoice.
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9. Create your first item and its CABYS code

An item is a product or service you sell, saved once so you can reuse it on every invoice. Every item carries a CABYS
code: the Ministry of Finance catalog of goods and services, 13 digits long, which classifies what you sell and sets the VAT

rate that applies.

o In the side menu click Items and then + New item.

9 In CABYS code type what you sell in your own words, for example desarrollo de software (the catalog is in Spanish).
You do not need to know the code: Almendro searches the catalog and shows the matches. You can also type the

code if you already know it.

e Pick the code that describes exactly what you sell.

New item FREE = 9¢ @EN/ES @

« Back

New item

CABYS code

t desarrollo de software X

4781400000000
Paquete de software de herramientas de desarrollo y lenguajes de programacion

8314300000000
Servicios de disefo y desarrollo de software originales

E.g. SKU-001 0.00

Searching by description returns the catalog codes.
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0 When you pick the code, Tax type, VAT rate and Percentage fill in automatically with what the Ministry assigns to
that code. In the example, 13 % VAT.

e Enter the Description as you want it to appear on the invoice, the Unit price and the Unit of measure (for services,
Professional services).

e Click Create item.

CABYS code

8314300000008 Servicios de diseno y desarrollo de software originales X
Required. Official Hacienda classifier (13 digits).

DESCRIPTION *

Custom software development

INTERNAL CODE (SKU) UNIT PRICE *

E.g. SKU-001 [ 250000

Optional. Unique per taxpayer.

<»
—

UNIT OF MEASURE

Professional services v
TAX
TAX TYPE VAT RATE
VAT ¥ 13% (general) as

PERCENTAGE (%)
13

Auto-filled from the rate; you can adjust it.
The item with its CABYS code: the tax is already set.

Classify it right once and forget about it. The right code is the one that describes your product or service, not a similar one.
Since CABYS sets the tax, every invoice that uses the item gets the correct rate without you calculating it.
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10. Issue your first invoice

With your details confirmed and your certificate uploaded, the Issue voucher button on Home is enabled. Click it (or go to
Vouchers). It is a four-step wizard, and your progress is saved automatically in Drafts: you can leave and continue later.

Step 1 of 4: type and recipient

«Back

Issue voucher

@ Type & recipient 2 Lines

Issue as
BRANCH / BOX

Casa Matriz - Caja 1
001

Type & recipient

Leave the Currency on CRC or change it at the start.

00001

01
Electronic invoice

For identified customers (with ID).

@ [
Electronic ticket

For final consumer, unidentified

Other types v

Currency and exchange rate

CURRENCY

CRC | Colén costarricense

Pick the currency upfront to see all amounts in it. You can readjust it in the Payment step.

Recipient

Saved client ~ Search by ID

Enter manually

UNIVERSIDAD DE COSTA RICA Savedclient

CONTACT (EDITABLE)

EMAILS
facturacion@ejemplo.cr

RECIPIENT ECONOMIC ACTIVITY

8530.1 - Ensefanza universitaria

Phone and address (optional) v

« Back Save and exit

3 Payment

Issue as already has your default branch and register (Casa Matriz, 001, register 00001). You do not need to set up
anything else to start.

Choose Electronic invoice for a client with an ID, or Electronic ticket for an end consumer. Other types opens
credit and debit notes, among others.

In Recipient, Saved client tab, choose your client. Check the email it will be sent to and choose the Recipient
economic activity. Click Next.

4 Review & issue

Summary
Sales 0,60 CRC
Discount - 0,00 CRC
Tax 0,60 CRC
Total 8,08 CRC

© savedtoDrafts
You can exit and continue later; it
stays in Drafts.

Step 1 with the electronic invoice and the client selected.
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Step 2 of 4: lines

Search for your item and tap it to add it as a line. Adjust the Quantity, the Unit price or a Discount if needed. The
Summary on the right instantly calculates the sale, the tax and the total. If you are selling something you have not saved,
use + Create item without leaving the wizard. For a one-off item you do not want to keep in the catalog, use + Manual
line: it asks for its CABYS code and tax, just like an item.

«Back
Issue voucher
© Type & recipient [ © Lines } 3 Payment 4 Review &issue
Lines Summary
Sales 850 800,08 CRC
Search item by name «Manualiine  importfrom Excel
Discount - 0,08 CRC
. T 110 560,08 CRC
Capacitacion del equipo (por hora) 35 000,00 o i
#1) Desarrollo de sitio web corporativo 858 008,00 Total 968 560,88 CRC
Hospedaje y mantenimiento anual 248 800,00 © Saved o Drafts
You can exit and continue later; it
perpage 10 v 1/1 stays In Drafts.
DESCRIPTION QUANTITY UNIT PRICE SUBTOTAL
#1  Desarrollo de sitio web corporativo 1 850000 856 800,80 CRC x
Discount v

L e e el

Step 2: one line with the item, and the Manual line, Import from Excel and Create item buttons.

Many lines at once: import from Excel

Click Import from Excel and then Download template. Fill in the «Lineas» sheet with one row per line: CABYS,
description, unit, quantity, unit price, VAT rate and an optional discount. The «Ayuda» sheet has an example and the valid
unit and rate codes. Drag the file onto the box or tap it to choose it, and Almendro checks every row: if any has an error, it
tells you which one to fix and adds none; if everything is right, click Add. It takes up to 100 lines per file and 2 files per
document.

Import lines from Excel X

Download the template, fill it in with one row per line and upload it. Every row is checked before it is added: if any has
an error, we tell you which one to fix and none is added.

Files imperted into this document: 0 of 2. Up to 100 lines per file.

1. Download the template

Download template

2. Upload the filled-in template

v
lineas-demo.xlsx

Tap to choose another file.

4 lines ready to add, for 1460 000,00 CRC before taxes.

Disefo del sitio web institucional 1 x 650 000,00 CRC
Integracién con el sistema de inventario 1 x 420 000,00 CRC
Licencia anual de la plataforma, per usuario 5 = 48 000,00 CRC
C on en el uso de la pl (por hera) 6 % 25 000,00 CRC

Cancel Add 4 lines

The checked template, with the lines ready to add.
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Step 3 of 4: payment

Set the Sale condition (Cash, Credit or another) and the Payment method (Cash, Card, Transfer / deposit, SINPE Movil,
among others). If needed, add Other charges. In Notes write what you want your client to read on the PDF, such as
payment details or the delivery time; notes do not travel in the Hacienda XML. If your client gives you an exoneration
document, open Customer exoneration at the end. Click Next.

« Back
Issue voucher
© Type & recipient © Lines [ © Payment J 4 Review & issue
‘Currency and exchange rate Summary
CURRENCY Sales 850 000,00 CRC
GRG | Colén costarricense v Decours # 8,80:CRC
Tax 116 560,00 CRC
Total 968 560,88 CRC
Payment

@ savedto Drafts
SALE CONDITION You can exit and continue later; it
stays In Drafts,
Cash v

PAYMENT METHOD

Transfer / deposit ]

Other charges (optional)
No other charges.

+ Add charge

Notes

They appear on the document PDF, not n the Haclenda XML. For example: payment detalls or the delivery time.

Payment by bank transfer within 30 days.

Customer exoneration
Only if your customer presents an exoneration document: free trade zone, EXONET, a special law or a diplomat.

Step 3: sale condition, payment method, notes and, at the end, the customer exoneration.
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Step 4 of 4: review and issue

Almendro shows a preview with your PDF template. Check the issuer, the recipient, the CABYS code, the quantities and
the amounts. If something is wrong, go back with Back. When everything is correct, click Issue.

«Back
Issue voucher
Review & issue Summary
Sales 250 008,00 CRC
o - 8,00 CRC
ALBERT GERARDO MENDEZ EIeCHGRIEIRVGICE iscount
RODRIGUEZ salGeion dugde Tax 32 500,00 CRC
Cédula Fisica: 206270652 it g
guide@almendro.cr Total 282 500,00 CRC
VOUCHER IDENTIFICATION © savedto Drafts
Mumaric keve Conascutives YYou can exit and continue later; it

Assigned on issue

Electronic Assigned on issue
e stays in Drafts.
Issuer Recipient
Name: ALBERT GERARDO MENDEZ Name: UNIVERSIDAD DE COSTA RICA
RODRIGUEZ 1D: Cédula Juridica 4000042149
10: Cédula Fisica 206270652 Email: facturacion@ejemplo.cr
Email: quide@almendro.cr Activity: 85301
Activity: 7110.0
Sale condition: Cash Currency: CRC situation: Normal
Detail
# CABYS  Qty Unit Description Unit price  Tax Total
1w 1000 Sp  Custom software 250,000.00 32,500.00 282,500.68
development
Total Taxable: 250,000.00
Total Sale: 250,000.00
Total Net Sale: 250,000.00
Total Tax: 32,500.00

TOTAL (CRC): 282,560.00

Payment methods

Transfer / deposit

e » fe.almendro.c;

Step 4: the document preview before issuing.
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11. The Ministry replies

When you click Issue, Almendro assigns the sequence number and the 50-digit key, signs the XML with your certificate and
sends it to the Ministry. You move to the Voucher details page, where the status updates on its own; you do not need to
wait on the screen. Within seconds it changes to Accepted or Rejected, and in that case the Ministry's reason is shown.

< Back to vouchers

Voucher details = Accepted

50626082600316100009900100001019500000009199000016

01| Factura Electrénica

&, Download signed XML Download Ministry response XML [E Download PDF Credit note Debit note m

GENERAL INFORMATION RECIPIENT

Numerickey 506260826003101000099001000010195000000091 Name Hotel Las Palmas S.A.
98000016 b 02 | 3101704304

SR bR 00100001013500000009 - e e ey

Voucher type
Issue date
Sale condition
Currency
Exchange rate
Environment

Source

Factura Electronica

26 ago 2026, 10:30 a. m.
Contado

CRC

1.00000

Production

API (direct)

Example of an accepted document, with its downloads.

¢ From the details page you download the signed XML, the Ministry response XML and the PDF.

¢ Once the Ministry accepts it, Almendro emails the PDF and XML to your client.

e If an invoice went out with a mistake, it is not deleted: you correct it with a Credit note from the same details page.

12. Common mistakes and how to avoid them

Situation What to do

Update from Ministry cannot find
your ID

The certificate will not upload

The Issue voucher button is still
dimmed

Wrong CABYS code

An invoice went out wrong

The verification email did not arrive

Check that it is typed correctly and that the ID type is right. If it is, you must first register
as a taxpayer with the Ministry.

Check the key PIN and the XML submission password: they are two different secrets.
The certificate must belong to the same ID as your profile.

Your Ministry details are not confirmed or the certificate is missing. Check both cards in
Settings.

Use the code that describes exactly what you sell. Fixing it on the item corrects the
following invoices.

It is not deleted: issue a credit note from the voucher details page.

Check your spam folder or request a new one with Resend verification email. The link
expires in 60 minutes.
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13. Frequently asked questions

Do | need an accountant to issue invoices? Not to issue: you create the invoice yourself in minutes. For your tax returns
it is recommended.

Can | invoice from my phone? Yes. The portal works in any browser with internet access.
Invoice or ticket? Electronic invoice for clients identified by ID; electronic ticket for unidentified end consumers.

How much does it cost to start? Nothing. The Free plan includes 10 documents per month and requires no card. When
you need more, you can change plans from My Plan.

Where do | get help? Write to support@almendro.cr or use the Support option in the side menu.

Almendro Electronic Invoicing - fe.almendro.cr October 7, 2026
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