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Main menu 
 

──── 
 

After completing the login procedure, you can access the program’s homepage. 
 
Inside this page you can see: the navigation menu (on the left), any communications from the 

organization (shown in red), the list of communications-news and the section dedicated to the 

activation of one of the two optional management (which will be discussed later). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The main menu is also visible by clicking on 'HOME' in the navigation menu. 
 

Clicking on one of the news-communications will open a screen with the detail of this.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
StayTour illustrative manual for facilities and locations © Hyksos s.r.l 



3  
 
 

 

Declarations 
 

────  
The 'Declarations' section allows you to create and display a new declaration. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Statements are listed from the most recent to the least recent. In each statement are 

highlighted: total guests, total overnight stays, total amount and date to which the payment 

was made. 
 
To create a new declaration, the following procedure is sufficient: 
 

In the first drop-down menu, under the name of the structure, select the reference year 

of the declaration (the program recommends it automatically)  

In the second drop-down menu select the specific declaration you want to create (the 

program recommends it automatically)  
Click the 'Create statement' button 

 

The new statement will appear in the list with the default values set to zero. 
 
 
 
 

 

ATTENTION: 
 

The interface displayed in StayTour may vary from Body to Body 

according to the municipal regulation established. 
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Detail statements 
 
After the declaration is created (using the 'Create declaration' button), it is sufficient to 

click on the wording of the line just generated to see its details. 
 
The statement is characterized by a series of lines identifying the guests and the nights to be 

recorded during a specified period and ends with a segment summarizing the total amount to 

be paid and the payment methods. 
 
The numerical compilation part consists of two sections: 
 

1.  TAXABLE: In the first section, it is required to enter the total of presences subject to 

residence tax. 
 

2.  EXEMPT: In the second section, however, it is required to enter the attendance of 

any exempt guests (not subject to residence tax). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The confirmation of the data is done by clicking on the 'Save' button placed on the right of 

each row. 
 
The entry of a number of nights below the number of guests will imply the highlighting 

of the amount in red color, in order to report the incorrect compilation. 
 
It should be remembered that in the column of overnight stays, the total number of nights 

subject to adjustment is requested for each client during the reference period. 
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EXAMPLE: 
 

Let’s assume that in a month comes only one couple (Mario and Lucia) who stays 

for 3 nights. The calculation will be as follows: 
 

3 nights (of Mario) + 3 nights (of Lucia) = 2 taxable guests and 6 taxable overnight stays. 
 

If in the month there were more guests, you should add up and enter the monthly 

totals directly. 

 

 

If there are no presences during the reference period, it will be sufficient to create the 

declaration and leave it at zero remembering, before closing it, to click on the 'Confirm' button 

in such a way as to report to the municipality that during that month (or those months) There 

were no presences. 
 
 

 

ATTENTION: 
 

The declaration requirement could vary from Body to Body 

according to the municipal regulation established. 
 

It is therefore advisable to always refer to your municipal residence tax 

regulations for more details. 
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Credential management 
 

──── 
 

The 'credential management' item allows you to delegate any other users to a maximum 

of 3 people. To do this, it will be sufficient to click on the entry 'insert new user SPID' and fill 

in the fields 'name and surname' and 'fscale code'. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

When a new user is added, you can decide whether the new user will be able to add or 

remove other users. To do this, it will be sufficient to click on the box 'This user can 

add/remove other SPID users?' before confirming the addition. 
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Optional internal management 
 
(customer management/booking management)  

──── 
 
Within StayTour there are two optional management tools useful to managers for 

the organization of their tourist presences: 
 

1.  Simple customer management  
2.  Booking management (only for municipalities in which it is active) 

 
To activate the management is sufficient set to 'Yes' the drop-down menu of the request that 

is located on the homepage: 
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Customer management 

 

After having consented to the use of internal management, and having accepted the 

agreement for the designation of data processing (only at first activation), it will be 

possible to use the customer management, which will appear between the items in the 

navigation menu on the left. 
 
With the customer management it is possible to fill in exemptions and receipts of customers. 

When you start up, the list of all registered guests will appear along with some additional 

data (if entered) with a search function. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

By clicking on the name of a guest will be able to access the personal card to view 

the previous receipts and/ or create a new receipt. 
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In addition to filling out the personal data (first and last name of the group leader is 

a fundamental field) you can generate a new receipt (discharge or exemption) by 

setting the date and type in the section 'List received' (on the left). 
 
In the 'Details received' section (on the right) you can enter the details of the declaration 

itself, including the subjects and overnight stays. 
 
 
 

IMPORTANT: 
 

The date entered in the 'Receipt list' section (on the left) corresponds to the date 

of receipt and payment of the tourist tax. 
 

Therefore it is important to enter the correct date for the software to 

perform the calculations correctly. 

 
 

 

In the case of a settlement, it is possible to create an exemption at the same time (generally 

for minors) and automatically calculate the total number of taxable nights. 
 
If necessary, it is still possible to manually override the number of nights calculated by 

the program. 
 
The printer icon, present on the upper right side of the section 'Received details' 

allows to obtain the file . pdf of the receipt to be issued to the customer or to be kept at 

the facility in accordance with the rules. 
 
If all the data has been entered correctly, at the end of the instalment it will be possible 

to complete the periodic declaration automatically. To do this, you will need to go 

to the declaration you want to fill in and click on 'Fill declaration' (top right) > 

'Automatically fill the declaration'. 

 

Booking management 
 

The second management provides the possibility of managing a booking to facilitate the 

manager of the property in all its requirements and can be activated by entering the section 

'Anagrafca', the menu on the left, and setting 'Yes' in the drop-down menu that follows the 

words 'Use the booking' at the bottom of the tab.The booking management excludes the 

customer management and vice versa, therefore it is not possible to use both 

simultaneously. 
 
The booking interface includes a toolbar that allows you to benefit from the main activities: 
 

1 2 3 4 5 6  
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1. Setting structure data  
With this setting you can set all the parameters of the structure (regional code, type of 

operation, number of stars...) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2. Setting up the housing units  
This section serves to the management and unique identification of the rooms present 

within the structure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: to make changes to the name and order of the housing units will be sufficient to 

perform the change and click on the black tick to confirm and save the change. 
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3. Booking management (hotel table)  
This is the function that allows the effective management of the structure and consists of 3 

parts: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

A.  The navigation bar:allows moving from month to month (both forward and backward) 

and choosing a particular day within the tableau. 
 

B.  The Hotel Table: reports graphically all bookings recorded within the month. 
 

C.  The reservation list:shows the list of all active reservations (for arrival and 

departure) in the period displayed on the table (shown in green). 
 
To create a new reservation, simply click on the day and room. It will then appear the 

possibility of entering a new reservation, determining date of arrival, number of nights [...]. 
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Confirming we proceed with the scheduling of rooms and guests. 
 

The allocation of rooms and the stay of the guests to the following exactly respect the stay of 

the owner unless otherwise set. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once the rooms have been entered, you can complete the data of the owner (by clicking 

on 'Data' on the right side of the name box). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Any errors in the entry of reservations (such as two or more overlapping 

reservations) are marked graphically in red within the tableau. 
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You can also cancel a reservation if necessary. It will be sufficient to enter the same, delete all 

guest data (by clicking on the scissors icon) and then select 'Delete' from the drop-down menu 

shown in the photos. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. Summary of movements 
 

Within this segment it is possible to display all the movements occurred during a particular 

month (by entering the character '%' in place of the day) or a specific day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In addition, the program indicates any errors in the data of the entered clients, offering a check 

on the correctness of the data before sending to the police and ISTAT. 
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5. Accommodation management 
 

The 'Accommodation Management' function allows access to the table of data transmitted to 

the police station. The program automatically positions itself on the current day but it is still 

possible to search for a specific day. 
 
Once you have selected the desired date and extracted the required data, it will be sufficient to 

click on the button 'Forward communications in the current date' to download the files to send 

to the police station. 
 
The programme marks out those data points which show inconsistencies, errors or omissions.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

For the data transmission to go smoothly, it is necessary that all basic data are entered and 

set correctly. 
 
If everything is correct and no errors are reported, you can download the file by clicking on the 

'Download' button (in yellow) and then send it to the police station’s portal by clicking on the 

'Accommodation Service' button (in blue). 

 

 

6. Regional Observatory attendance management 
 

Infne, by clicking on the last icon you can access the section dedicated to the data table to be 

sent to the regional observatory for communication of ISTAT. The operating modes may 

vary from municipality to municipality as the data transmission system varies from 

region to region. 
 
In this case, the procedure is similar to that used for the accommodation with the difference 

that the data will be sent to the observatory and no longer to the police station. 
 
Also in bookingse management all data has been entered correctly, at the end of the  
rate, it will be possible to complete the periodic declaration automatically. To do so  
you will need to access the statement you want to fill in and click on the entry  
'Fill statement' (top right) > 'Automatically fill declaration'.  
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