
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 

guide, is to understand how these features can benefit you in your submission the 

tax declaration. 

First: 

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

Second: 

• 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

“Room Tax” { }  

Third: 

https://roomtax.prtourism.com/
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• 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 I Agree (

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

• Click the Login Page [ ] 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. 

mailto:roomtaxpr@tourism.pr.gov
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This page or view is the “Room Tax” page by web.  You can see the menu in the left side, in 

this menu you can see “Submit Declaration” ( ) 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” ( ) 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 ( ). 

mailto:roomtaxpr@tourism.pr.gov
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Fourth:  

• Choose the option for Submit Declaration [ ] links. 

Part I: General Information 

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

room tax declaration. 

 

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 II) the Total Revenue 
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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.

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

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.
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Part III: Tax Computation

o See too the Part Three (Part III) the Tax Computation ( ). 

o This Part it’s important that you filled correctly if you can use a platform:

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 II – Total Revenue.

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

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.

3. 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.

4. 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 III- Tax Computation you are going to the third row indicating this

message – NEW! – Credit by Taxes Paid by Platform (

), press the commands indicate 

Choose Files ( ). 
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When you press the buttom Choose File ( ), Inmediately showing the 
above image.  Sorry but the label are in spanish and english. 

aa. Upload 1 – Browse… [ ], you them 

click Browse [ ]  link to display 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 [

] (“Repeat the specific step to upload the other files and add 
to the tax declaration). 

1 

2 

A 

aa 

bb 
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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 

Archivos (load archive) [ ]. 

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, 

“<<<Return”  , to continue with filling the tax declaration,     

[ ]   

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

archive and press the button to >>> Return [ ]; You are load one 

archive [ ]. Show you the images in the next 
page to continue with the other steps. 

cc 

dd 
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  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 [

]. 
 
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 

Company? [ ]  
 
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 III of Tax Computation.   
 

 

ee 
ff 

gg 

hh 

ii 

jj 
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hh. This row read “Amount of Credit Granted by the Puerto Rico 

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 III of Tax Computation.   

ii. This row read “Pending Balance” [

]/ 

In this row the innkeeper can see this row use a padlock [ ] this has a formula 
computation they can’t change. 

jj. this row read “Amount paid with this Declaration” [ 

 ]. 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 

 

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 

i. Number of Room/ Night? –  

 

 

 

  

i 
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ii. Number of Room/Night Available?  –

iii. Number of complimentary Rooms/ Nights? –

iv. Number of Room/Nights Occupied? –  

v. Number of Room/Night occupied by OTA’s (Other Travel Agencies)? –
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vi. Total Number of Room/ Nights Occupied? -  

 

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? -

  

 

viii. Average Daily Date? -  

a.  

 

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>> . 

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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Part I – General Information images 

 

Part II – Total Revenues 
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Part III – 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 

 

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

. 

 

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

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

 

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. 




