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Guide to filling a tax declaration on line.

This guide brings together plain and simple information on using all aspects of the
latest and greatest version of Room Tax Declaration submitted on line. It's designed
to be of help no matter how much or how little experience you have with the
program. The truth is that understanding how to use the features offered by this

tax declaration.
First:

e Login in the web site https://roomtax.prtourism.com

Dear Users, we are pleased to inform you that we have made a major update
to our system to improve its performance and add new features. To ensure
that you can experience the full benefits of this update, it's necessary that

you clear the browser cache.
How do | clear the browser's cache?

TOUREM Room Tax Division

Roomtax-Password Reset or Forgot User

Roomtax-Request your hotelier number here.

Sign In Request for Room Tax Exemption

n @:

REGLAMENTO / REGULATION

Username

Password
a Room Tax Division
P.O. BOX 9024000 - SAN JUAN, P.R. 00902-4000

(787) 721-2400 X-3600 Fax (787) 721-3183
Monday to Friday a P

roomtaxpr@tourism.pr.gov

Privacy Policy

Create new user
Roomtax
© 2024 Puerto Rico Tourism Company

Second:

e On the right side of the Info panel, you see a thumbnail containing a preview of
the option to choose the desired language to proceed with the registration or
filing if it is already registered.

Immediately below the Sign In menu you can see two commands for chose

Create new user

“® bh Roomtax
Room Tax { © 2024 Puerto Rico Tourism Company
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Roomtax

Choose the commands Room Tax ( ), proceed to complete the
information requested to register a user account in our web site.

Keep the data secure for use every months (remember the input is case-
sensitive) or if you have any inconvenience contact us by e-mail:
roomtaxpr@tourism.pr.gov or by phone: 787.721.2400 ext. 3600, 3609 or 3402

Once time you can register your data, choose the commands | _Agree (

), and login again with your user name and password.

e Click the Login Page ||t ] button to get into Backstage View
Again.

Once it makes access to the main page, it returns to the original menu and
when we indicate the username and password, choose the button that reads

'Room Tax' this gives us access to the next image that you can see below.
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TURISMO 't

Change Password

Current
password

New password

Confirm
password

This page or view is the “Room Tax” page by web. You can see the menu in the left side, in

® Submit Declaration

this menu you can see “Submit Declaration” (i ) that’s the first step that you
need to know for filling the Room Tax Declaration; this page just only shows you the current
period for filling. Others period for filling you have to contact us by e-mail
(roomtaxpr@tourism.pr.gov) to giving you a tax form by e-mail or contact us by phone: 787-
721-2400 ext. 3600, 3609 or 3402 or your room tax analyst assigned to your accounts if you
know it who is.

In this page you can make the payment for the current period or for other periods still be open.
In the menu you see the links for “Pending Payments” (" #ending Pavments ) use this links for
paid a pending’s periods balance, assure with your room tax analyst if this period has not paid.
Maybe have a problem in these programs, and you made a payment to us and in this links
indicates that you not paid. That’'s our recommendation for not duplicate the payments.

If you are going to pay any debt notify by us, you can use the same platform and choose the
links read Other Debt Payments (I~ ©ther Debt Payments )
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Fourth:

« Choose the option for Submit Declaration [| * S eclaation 1 jinks,

Part I: General Information

o In this image you can see the Part One (Part I) General Information of the
room tax declaration.

|_.?31= Submit Declaration

1. Fill Form 2. Verify and Submit 3. Print 4. Make Payment 5. Payment Confirmation

PART | GENERAL INFORMATION

P 6 - Alojamiento a Corto Plazo. Tasa =
Hotel Type
700

Period 07 - 2018

You can see, hotelier name, hotelier number, type of hotel, percent apply for this
hotelier ID and period that you can filled.

Part |I: General Information

o See too the Part two (Part Il) the Total Revenue

PART Il TOTAL REVENUES

Room Revenue ? [1501

Plus: Complementary Taxable Rooms Income

Number of Rooms Claimed Exempt

Less: Room Tax Exempt Income ?

Adjusted Room Revenue

Food and Beverages Income ?

Other Income ?

TOTAL INCOME




Page 5 of 16
Guide for filling ...

1. In this you can indicate the gross earning that you obtain in the
month and remember the Input data is case-sensitive not use
any symbols and not put any cents balance.

e Example: $1,501.07 (NOT)
Correct: 1501

,
=i W;]J
rsh ™
(et

o Use a tab key (&= ) in your keyboard to continue filling the
declaration

o You can see that your information will be reflected in every cell of the

declaration identified with a padlock (). If this line data or information
IS correct you can continue to the next step.

Submit Declaration

1. Fil Form 2. Verify and Submit 3. Print 4. Make Payment 5. Payment Confirmation
@ Submit Declaration —
. NERAL INFORMATION
I Pending Payments

Your Statement
5> - Alojamiento a Corto Plazo. Tasa
ACH Transactions %
./ Payments
Debt Certificate
Other Debt Payments

Submitted Dedarations

2 Home

2 Help

= Change Password
3 Log out
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Part Ill: Tax Computation

o See too the Part Three (Part IIl) the Tax Computation (** “"*/HH1 ),

o This Partit’'s important that you filled correctly if you can use a platform:

. Taxable Income ?
1. In this part the Taxable Income? ( - " © ) you can see

the computation of the tax has a padlock [~ ], understood that the
data indicating in this line come from the information you provided in
Part Il — Total Revenue.

2. Also, it indicates the corresponding Room Tax (%) ( Reom Tax 17%) )

according to the taxable income in the next line with a padlock (

o The new part in this declaration is the income by platform that collect the room tax
and paid automatically every month.
1. The platform is Airbnb, HomeAway, VRBO, Join & Join ...
2. If you use other like booking.com, etc., you are responsible to collect
the Room Tax and paid to the PR Tourism Company.
To take the credit it's important before you are going to complete the
declaration safe your reporting by platform in your computer
documents. Our experience uses the following reports, Airbnb — Gross
Earning and Complete Transaction;, HomeAway or VRBO -
Reservation reports, etc.
You can use or safe in this program: excel, pdf, word, jpeg, text or
images picture.

¢ They can show you how can you filled with a “Credit by Platform”.
A. In Part lll- Tax Computation you are going to the third row indicating this
message — NEW! — Credit by Taxes Paid by Platform (

s Paid by Platform
1

), press the commands indicate

_ | Choose Files |
Choose Files (
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(+) Afiadir otro campollinea

Upload 1
Browse . | Remove

<<= Regresar Cargar Archivos

Choose Files

| ), Inmediately showing the

When you press the buttom Choose File ( |
above image. Sorry but the label are in spanish and english.
Upload 1

Browse Remove

aa. Upload 1 — Browse... [ ], you them

Browse Remove

click Browse [ ] linktodisplay a list of your archive (have in the computer)
and choose the platform report that you save before this step to upload in our site. If you have
many reports safe in your archive to process, please going to Add other lines |

(+) Ariadir otro campollinea

] (“Repeat the specific step to upload the other files and add
to the tax declaration).
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bb. After adding all the reports by platform on the screen to do the loading
buttons, to then you finish the upload data you can going to bottom reads as follow Cargar

Cargar Archivos
Archivos (load archive) [

(+) Afiadir otro campallinea

Upload 1
C:\scanning'#0829.pdf Browse... | Remove

cc

- Carper Archuvor
<<< Regresar Cargar Archivos

Usted cargé 1 archivo.
Recuerde presionar el boton
'Regresar' para continuar con su

planilla.

cc. Then displays a list of reports by the platform that administrator
load from which you can choose.

dd. In this screen display a message indicating how many archives
that you loading you loading 1 archive. Remember press the button key,

<<< Regresar

“<<<Return” , to continue with filling the tax declaration,
K\.::\.ll‘(‘:c'.:f:’n:l:lit:;i&vn
"Ryt e Pl e continuan oo sy
[ planilla. ]

ee. Then displays the following message when you are loading an

<<< Regresar

]; You are load one

Usted cargo 1 archive. 1 Show you the images in the next
page to continue with the other steps.
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PART 11 TAX COMPUTATION

Taxable Income ? [1501

Room Tax (7%) [105

CEA credit by Taxes Paid by Platform

Choose Files

38

Usted carge 1 archivo.

No. Credit Granted by the Puerto Rico Tourism g8

e T
Lo, ¢

Amount of Credit Granted by the Puerto Rico hh
Tourism Co. ?

Pending Balance

Amount paid with this Declaration ?

ff. This part it's very <<IMPORTANT>> that you filled. If you see in
the image above illustrated, you can see a column to indicate the amount of “Credit”
that the report of platform indicates paid to the PR TOURISM COMPANY.

The line shows as follow: NEW! Credit by Taxes Paid by
Platform [

CEA credit by Taxes Paid by Platform
Choose Files

[35

Usted cargo 1 archivo.

I

If you do not indicate the platform credit, the PRTC website template will create a debt.
For such a reason it is important there is indicated the total of taxes received in the
platforms and send the reports so that it is possible to corroborate the data.

gg. This row read No. Credit Granted by the Puerto Rico Tourism
Mo. Credit Granted by the Puerto Rico Tourism | <]

Company? [ Co. 2 ]

In this row the innkeeper can put the number of receipt if you know or keep in blank.
Just you can use this number when the Company indicate that your hotel account has
a credit balance for over payment or duplicate by an error.

See the image below: that’s a guide reference of the messages include to know how
you do in this row or in Part lll of Tax Computation.

Make note of the number and amount of
cZa2dit authorized byvw the Company by
credit notification submitted. Include

with the Declaration a copy of the credit
notification. 7Zredit claims will not be
accepted without previous Company

authorization.
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hh.  This row read “Amount of Credit Granted by the Puerto Rico
Amount of Credit Granted by the Puerto Rico |'E| (4)

Tourism Co.?” [ Tourism Co. ] .

In this row the innkeeper can put the amount of the balance notify to you by official
credit letter. You can enclose the letter attached like a reports transaction to apply in
our systems the balance credits.

See the image below: that’s a guide reference of the messages include to know how
you do in this row or in Part lll of Tax Computation.

Make note of the credit authorized by
the Company by credit notification
submitte’. Include with the Declaration
a copy of the credit notification. Credit
claims will not be accepted without
Lrevious Company authorization.

This row read “Pending Balance”

Pending Balance [70 |(s)a ]/

In this row the innkeeper can see this row use a padlock [:5:' =1 this has a formula
computation they can’t change.

ji- this row read “Amount paid with this Declaration” |

Amount paid with this Declaration ? [7D | () ] This row

represents the amount that the innkeeper paid to Puerto Rico Tourism Company if
this row indicates cero balance ($0.00) you can’t paid anything ( check if that's correct
because you use a credit transaction by platform or authorized by the PRTC you no
need paid) but it's a mistake an put cero ($0.00) an you are supposed to be paid you
need to paid your balance with “Payments others debts” because you are not going
to view your payment and not received an e-mail indicating that you will going to paid.
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Part IV: Statistical Data

PART IV STATISTICAL DATA

Mumber of Room/Night ? i

Number of Room/Night Available ?

Number of Complementary Room/Night ?

Number of Room/Night Occupied ?

Number of Room/Night Occupied By OTA 7

Total Number of Room/Night Occupied

Monthly occupancy Rate ?

=

Avarage Daily Rate

Review Continue=>

This part it very important that all inkeeper filled rent or not rent their properties.
Please don’t forget fill all part requested by Room Tax Act 272.

Part IV - STATISTICAL DATA

Number of Room/ Night? —

Number of Room/Night ?

| Murcber of Room/Nights: stand for room '
inventory multiplied by the number of
days during specified month.
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Number of Room/Night Available? —

1

{umber of Room/Night Available ?

?Number of Room/Mights Available:
stands for the number of nights each
7 room is available for occupancy during
spacified month. It excludes rooms out
: of service.

Number of complimentary Rooms/ Nights? -

Number of Complementary Room/Night ?

Number of Complimentary Room/Nights: |
rooms occupied exempted from charge.

Number of Room/Nights Occupied?

Number of Room/Night Occupied ?

> Number of Rooms Occupied:
summarizes the number of nights each
room is occupied during the month;
including the complimentary rooms the
no-shows and penalty rooms.

Number of Room/Night occupied by OTA’s (Other Travel Agencies)? —
Number of Room/Night Occupied By OTA ? 0 |
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Mumber of Rooms Occupied by a third
party OTA.

vi. Total Number of Room/ Nights Occupied? -

Total Number of Room/Night Occupied 0 | @

As you can see is a line that comes accompanied by the information provided in the
box of rooms occupied and complementary columns. This row in grey it is a line that

brings a formula already by default once give to continue this already brings you the
data in the next (e) step.

vii.  Monthly Occupancy Rate?

Monthly occupancy Rate ?

Monthly Occupancy Rate: number of
rooms occupied divided by number of
room/nights available.

Avarage Dally Rate ?

Average Daily Date? -

Average Daily Rate: room revenue (Part
II number 1) divided by number of
rooms occupied.

Them when you finish to fill out all the data required in Room Tax Act. 272, the
administrator or person in charge to validate this information press the button read

Continue>>
Continue>>

In this step you can review all data that you filled in the Room Tax Declaration, please
take your time to review and validate. See images that you can see by part.
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TURISMO '

Submit Declaration

1. Fll Form 2. Verify and Submit 3. Print 4, Make Payment 5. Payment Confirmation

Part | — General Information images

=) Debt certificate TOTAL REVENUES
|= Other Debt Payments Room Revenue ?
= Submitted Declarations Complementary Taxable Rooms Income
NMurnber of Rooms Claimed Exempt
7y Home Less: Room Tax Exempt Income ?

Adjusted Room Revenue
Help

=l Change Password

- Other Income 7
E! Log out

TOTAL INCOME

Part Il — Total Revenues

PART Il TAX COMPUTATIO
Taxable Income ? %£1,501
Room Tax (7%) 5105
Credit by Taxes Paid by Platform %35

Mo. Credit Granted by the Puerto Rico Tourism

Amount of Credit Granted by the Puerto R
Tourism Co. 7
P
Amount paid with this Declaration ?

Balance NOT Paid
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Part Ill - Tax Computation — in this part you can see the credit by platform and the
Room Tax must be paid (if apply) this is an example.

PART IV STATISTICAL DATA
Number of Room/Night ?
Mumber of Room/Night Available ?
Number of Complementary Room/Night ?
Number of Room/Might Occupied ?
Number of Room/Night Occupied By OTA 7
Total Number of Room/Night Occupied
Monthly occupancy Rate ?

Avarage Daily Rate 7

=< < Edit Submit ==

Part IV — Statistical Data

If every information is correct you can press the button read Submit>>

Submit >>

Or if you need change some one data you can press the button read << Edit

< < Edit
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When you submit a tax declaration you can see immediately this image:

L} Submit Declaration

1. Fill Form 2. venfy and Submit 3. Prnnt 4. Make Payment 5. Payment Confirmation

@ Submit Dedaration Please print and save this page. You are now ready to make your electronic payment, Please

' pending Payments remember that you can ONLY use this system with an account from BANCO POPULAR.

¥ Your Statement Monthly Hotel Room Ocuppancy Tax Declaration
Hotelier Name :
ACH Transactions Submitted Date : 09-04-2018

pPayments Confirmation : 1072698

In this image you can see your hotel ID in the right side, the hotel ID Name: The Submitted Date:

The Confirmation No.:

This part it important that you print or save in the computer because that the data need to prove
that you fill out the tax declaration. If you don’t have this evidence and the period is estimated in

our systems, you can need to fill out the Room Tax Form.

You must paid when you finish the print out or save this images in your computer you can make your

payment. Remember you need a bank account number and routing number to proceed with this step.

Our recommendation you must print any screen that you filled to keep in records because if you put
one wrong number in the platform for paid, when this transaction cleared with our bank account and
return for some many reasons (we charge you for transaction return is $20.00 right now). Please
validate the data that you filled.






