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1. Welcome to Reservation Master 

Copyright © 2000 -2011 Gold Hill Software  

 

 
Reservation Master Ê is a reservations software package developed for use in Hotels, Motels, Guest 
Houses, B&Bs, Lodges & Inns and Campgrounds worldwide.  

A database underlies the program. It tracks your reservations. The program is easy to use but gives 
you full control of your costing structure as the unit rates are easily altered individually. 

  

 

  



2. Main screen 

2.1 Booking sheet 

Booking sheet tab   

 

This is where you record your reservations on a monthly basis 

 

 
Days of the month  

On the top of this window, the days of the month are listed. You can highlight Sundays in a different 
color by clicking on Configuration/Screen settings. Holidays, including Sundays, are further 
highlighted on the grid. You can enter holidays and special events reminders by clicking on 
Configuration/Holiday listing.  

Occupancy levels  

Occupancy levels are displayed in your own selectable colors just below each date from 0% room 
occupancy till 100% room occupancy. This also allows you to quickly check if a room is available over 
a selected period. Alternatively you could show the number of empty rooms available  

Colors and the occupancy height can be selected in configuration / screen setting.  

 
  



Room numbers and description   

On the left, room numbers and their descriptions are listed. You can hide or resize the description 
area by clicking on the line between the main grid and the description. You can make the cell wider by 
moving the line. The new position becomes the default position when you next open the window. You 
can alter the room numbers and descriptions using the configuration dialog. Here you can also enter 
the base rate for each room here.  

If you right click the mouse on the room number a popup menu will be displayed, you can use this 
menu to alter the room status from room not ready (red indicator) to room ready (green indicator) you 
can also enter some room comments. These comments are uses when creating the house keeping 
report. 

 

Scrolling  

The main area can be scrolled in both directions using the scroll bars on the right and bottom of the 
Booking sheet window. You can also use the mouse wheel to scroll the display.  

Months  

At the bottom of the window there are 12 tabs representing months. Clicking on these tabs navigates 
you through the calendar.  

 

Previous or next year  

You can go to the next year or previous year by going to the main menu and clicking on Year/Go to 
next year or go to previous year. Click on Go to current month and the year and month selected are 
displayed on the status bar on the bottom of the Reservation schedule window. Alternatively, you can 
navigate the year using the speed buttons (green arrows) on the top of the window. Moving your 
cursor over the speed buttons displays a description of their functions.  

 

  



Start month  

From the year menu you can select the start month this will adjust the grid start month from the 
standard Jan to Dec display to any month you select say Jul to Jun this will prevent you from having 
to go back and forth the year when you come close to the end of the year  

 

 
Entering reservations  

To enter a new reservation:  
1. Right click on the grid. This brings up a pop-up menu.  
2. Click on New reservation and the Guest reservation window comes up. The location of your mouse 
click will determine the date and room number of your new reservation. You can change the allocated 
dates and room number in the Reservation window.  
3. After entering the guest name and contact information, enter other details and type of guarantee 
applicable to this reservation.  
4. Once all the details are entered, click Save/Exit. A box representing the period of the reservation 
with the guest name is displayed in the Booking sheet. Its color represents the type of guarantee 
applicable. We suggest that you use a bright color such a red to display unsecured reservations as 
this draws attention and enables you to take the required action according to your reservation policy.  

Tip. Click on start date and drag to highlight the new reservation after releasing the mouse button the 
new reservation will be displayed reflecting the selected dates and room. 

 

 
Altering reservations   

Once a reservation is made, right click on the highlighted area. A pop-up menu appears and you can 
edit and more from here. Information on the current selected guest is displayed in the status bar 
beneath the month's tabs.  

The reservation selected is highlighted. The Booking sheet window is in lock position at the start. 
Click the lock button to unlock the Booking sheet. Now you can easily relocate a reservation from 
room to room by using the drag and drop action. To alter the length of stay, click the right border of 
the highlighted are. The cursor changes and you can alter the length of stay by moving your mouse.  

Protection   

For protection, you are prevented or warned before you alter or move a guest who have checked in or 
checked out.  

  



2.2 Calendar view 

Calendar view tab  (pro version) 

 

The calendar view provide you with an overall occupancy status for the selected year beside this you 
will find a listing of available rooms and occupied rooms on the right hand side  

 

Calendar  

The calendar displays each day of the month and the relevant occupancy level from 0% room 
occupancy till 100% room occupancy. Click on the selected date and both the room available and 
room occupied grids on the left on your screen will be updated.  

You will also be able to generate new or edit reservation, right click on the selected date. A pop-up 
menu appears and you can edit and more from here  

Room available  

This window displays the number and rooms which are available on the selected date, right click to 
create a new reservation. 

Rooms occupied  

This window displays the number of occupied room and lists the guest names, right click to edit or to 
generate an invoice 

Legend  

Displays the legend and relevant colors from 0% to 100% occupancy. 

Create web page   

This is a selectable option from the popup menu. When selecting this option a dialog will be displayed 
providing you with various options. Colors width and height of each calendar month 



 

Select the data directory for the web page and the start month click save to save the web page. The 
program will create a web page which the program can open after saving. 

The web page is created either GIF images or individual web pages for each month. You can use 
these GIF image or web page to display your room availability on your own web site if so required and 
alter them to suit.  

Availability button, as you may want to adjust the information you share with the public you can adjust 
the room availability using the availability dialog and enter the new adjusted room availability levels in 
the new column. T1 stands for Room type1 and N1 stands for new value for Room type1 

 

The web site created by the program will contain all months of the calendar. You can use the bitmaps 
or the HTML file to create your own web page as illustrated below  

 



2.3 Today's guest 

Today's guest tab  

 

This window lists all of today's guest in a scrollable list. Double click any reservation to bring up the 
Edit window, or right click to bring up a pop-up menu. Select the required action. Corresponding 
actions are also available using the speed buttons from the top toolbar.  

For easy reference, the colour coding available in the Booking sheet is displayed in the listing using 
small coloured boxes.  

 

2.4 Arrival and Departure 

Arrival and Departure tab   

 
 
These windows list all arrivals or departure in a scrollable list. Double click any reservation to bring up 
the Edit window, or right click to bring up a pop-up menu. Select the required action. Corresponding 
actions are also available using the speed buttons from the top toolbar. Click the button next to the 
date and use the calendar to select a different date.  

For easy reference, the color coding available in the Booking sheet is displayed in the listing using 
small colored boxes.  

 

2.5 Occupancy 

Occupa ncy tab  

 

This window lists all reservations in a scrollable list. Double click any reservation to bring up the Edit 
window, or right click to bring up a pop-up menu. Select the required action. Corresponding actions 
are also available using the speed buttons from the top toolbar.  

Click the buttons next to the dates and use the calendar to select a different reporting period.  



The listing can be sorted in many combinations. Click the column heading of the column you want to 
sort. Click again to sort it in descending order. You can sort on multiple columns by holding down your 
ctrl key on the keyboard  

 

From this tab you can use the guest finder to locate a guest. Click the Find guest button a small 
window is displayed, enabling you to find a guest by code, given or family name Click Find. A list 
appears in the display window. Click on the guest you want and click Select.  

2.6 Customer list 

Customer list  

 

This window lists all of guest in a scrollable list. Double click any to bring up the Edit window, or right 
click to bring up a pop-up menu. Select the required action.  

The listing can be sorted in many combinations. Click the column heading of the column you want to 
sort. This highlights the column. Click Sort ascending or Sort descending.  

Click the find guest button to bring up the guest finder. You can use the guest finder to find guest 
using a number of different search field and search options including a wild card character - % 

 

Once you have found the customer click the select button, this will close the guest finder and highlight 
guest on the list.  



 

To remind you of troublesome guest you could tick the blacklist check box you in guest dialog, the 
corresponding guest will then be listed in red on the list. 

2.7 Product  

Product view tab  (pro version) 

 

This window lists all of product in a scrollable list. Double click any to bring up the Edit window, or 
right click to bring up a pop-up menu. Select the required action 

 

  



2.8 Layout view  

Layout view tab  (pro version) 

 

You can use your own layout to provide you with an instant view of which rooms or in case of a 
campground which site are vacant or occupied you can even edit reservation and generate invoice 
from this screen. In order to display this tab you first have to select your layout background. Do so 
from Configuration / screen setting then use the select button and locate your background file. At the 
same time you can set the size of the room markers. 

 

Once you have selected your background image the layout tab will be displayed, at the start all of the 
markers will be located on the left side of your screen. Click the unlock button so you can move the 
markers to the correct position in accordance with your map. If required you can edit or create an 
invoice from this layout view, right click on a marker and select from the menu. To change the dates 
click the small button next to the date. 

 

2.9 SQL query  

SQL query tab  (pro version)  

 

For advance users only . You will be required to have knowledge of the SQL query language to use 
this option.  

This option provide you with direct access to all tables in the data base and allows you to export the 
information to MS excel  

To provide you with a sample type in "select * from GuestName" in the bottom of the screen and click 
the open SQL button this will generate and display a list of all the guests you have in your data base. 
Alternative click the Export data to MS excel.  

On the right hand side you will find the data base table and fields list you can use in your query 
(double click the field to insert to query) 



 
  

Once you create a query click the open query to execute the query. The result of the query could then 
be exported to Microsoft Excel if so required click export data. You can save and open frequently 
used query. 

  

 

  



3. Main menu  

3.1 File menu  

File menu tab  

 

New data base  

New data base create a new data base with the option to copy part of your existing data this can 
include the rooms, guest data and product data. Tick the corresponding check boxes to select the 
data to include and enter the new data base name. 

 

Open a data base copy  

Use "Open a data base copy" to open a data base other than the default data base. Once you open a 
data base this data base will become your new default data base the next time you start the program. 

Create a copy of the database as...  

You can save your current data base using a different name.  

Note:  it is not require to save your data base after changes are made. Reservation changes are 
automatically saved.  

Configuration  

This opens the configuration settings. From here you can alter or enter the required program 
configurations.  

User and security  (pro version) 

Use user and security to restrict access to certain portion of the program and or to record the user 
name when new reservation or cancellations are made. 

Export data  

Guest data and Booking information can be exported. After you have selected the information you 
want, and then clicked on save, this sends guest information to a comma-delimited file, which can be 
used by other programs, for example Excel. You need to navigate to the folder in your computer that 
you want to save the file to.  

To select the data fields to be exported use the arrow buttons 



 

Impor t guest data  

Guest data from a comma or semicolon delimited text file can be imported using this function. Select 
the file to be imported then from the dialog match the fields on the left to the data fields on the right. 
Once done click the import button.  

 

Please note that when importing data the file should be correct make sure that the delimiters are not 
part of a name as this may result into import to fail. If you use a comma as delimiter the make sure of 
the following 

38, Brisbane street (This address is incorrect as it contain a comma 38 is considered one data filed 
and Brisbane street another)  
38 Brisbane street (This is acceptable address does not contain a comma)  

You can set the delimiter comma or semicolon from configuration / preference  

Backup  data   

Backup data to removable media, hard drive. You will be given a warning to backup based on the 
time period set in configuration under preference set to 0 for no warning.  Once you selected your 
backup file you will be given to option to backup your configuration setting select yes if you like to do 
so.  

 

  



Restore data   

Restore data from removable media or hard drive, please note that this action will restore the data 
and override all changes made. After the data is restored you will also be given an opportunity to 
restore your configuration setting. 

Restore configuration  

Select this option to restore configuration setting only without restoring the data base, Please note 
that some information such as Room and Rates are part of the data base and therefore will not be 
restored using this function. Sections which will be restored by this function are 

-  Company details 
-  Tax codes 
-  Screen settings 
-  Preference 
-  Invoice settings (except bottom comments) 
-  Registration form 
Purge action  

Warning!  This command deletes your data between the dates in the window! You have the choice of 
deleting one of or both guest data and cancellation data before the date you choose (using the 
calendar). Once deleted this data cannot be recovered.  

 

As purge data deletes some data from you data base therefore reducing the amount of data stored 
this function can be used to increase the program performance. 

The pro version has the further option to select reservation you would like to remove from your 
system on a one by one basis. Tick "Show reservation before purge" when you click ok then a dialog 
box will be displayed so you can make a selection. Tick the reservation you would like to remove from 
your system then click Purge. Both the reservation and all the expense record for this reservation will 
be permanently deleted. 

 

 



 

Recalculate occ upancy   

If for any reason the occupancy level does not show the correct information, you can force the 
program to recalculate levels. This could happen in case you change the calculate option in 
configuration from "Y" (yes) which will include the room in the occupancy calculation or "N" (No) which 
will exclude the room from the calculation   

 

Repair database   

Always use a backup!  However in case your data has become corrupted this will attempt to repair 
the data base.  

Logout user  (pro version) 

This will lock out the current user and re display the login dialog. 

 

Reset password  

Reset your and request the user to re enter a new password 

Exit   

Exit from the program, before exiting you will be given a backup warning  

3.2 Edit menu  

Edit menu tab  

 

Lock  

Lock and un-lock the grid  
 
New reservation  

This creates a new customer reservation. You are presented with the guest finder to find detail for a 
returning guest or click new to create a new guest. Select the guest and the reservation window is 
displayed. Enter other guest information is entered, click Save. The new reservation is displayed in 
both the Booking sheet and the Reservation listing.  



Group reservation   

This creates a reservation for a group, you can reserve more than one room at the time, Enter the 
main information similar to that of a normal reservation once this is done enter the additional rooms 
required and the occupant name in the grid at the bottom of the group reservation dialog  

Edit reservation  

This changes an existing reservation. After making the changes, click Save. 

Block room  

This provide you the option to block a room for a certain period a blocked room will not have an 
invoice attach to it nor will it be displayed in the cancellation report if cancelled. It will however affect 
the number of rooms available / occupancy levels. Blocked room are showed a reservation using the 
blocked room color and include the remarks you enter.  

 

Price room  

This provide you with a quick an easy way to check what a room reservation will cost, enter the basic 
reservation details then click on the invoice button the invoice dialog will be displayed you can add 
product or make changes to the invoice if required once you close the invoice the total will be 
transferred to price room dialog. Click the accept button to accept and create a normal reservation.  

 

Note: Only after displaying the invoice the total will be displayed.  

Change room number  

This option will allow you to change the room number without having to edit the reservation details 

Cut reser vation  

Cut will cut a reservation and place it on to the clip board.  



 

Copy reservation   

Copy can be used to copy reservation details, for group bookings multiple pastes can be done using 
this information. Once pasted each new reservation can be edited and personalized details entered.  

 

Paste reservation   

Paste will paste a reservation from the clip board on to the booking sheet. Right click the booking 
sheet to select starting date and room number  

Cancel reservation   

This cancels a reservation and save cancellation data, the guest information is no longer displayed 
but some information is stored. You can create a guest cancellation report, otherwise the information 
is deleted.  

Transfer reservation  

This allows you to transfer a reservation from one room to another during the guest stay while 
keeping one invoice. The reservation will show a folder with a red or blue arrow indicating the 
reservation has been transferred. 

 

Guest check in   

A small window is displayed showing the check-in time. You can also print out the check in 
information sheets if required. Once guests are checked in, you cannot delete or cancel the 
reservation unless the Checked in command is restored by clicking Restore.  

Guest check out   



A small window, similar to that in the check-in section is displayed once guests have checked out. 
Cancellations can no longer be made. Also, in the Reservation schedule, the drag and drop action no 
longer works, preventing accidental changing of information.  

Global check out  

This allows you to change guest status to check out for all guests departing on the selected date. You 
are given the option to select which of the guest you would like to check out tick the corresponding 
check boxes. 

 

Confirmation letter   

Sending a confirmation letter is done using a template letter. This template can be found in the 
Reservation Master Program directory and can be edited using any word processor capable of 
handling rich text format files such as Microsoft Word. Once the template is edited it should be saved 
as a rich text format file. You can create any number of templates.  

Your last selection will become your default next time you create a confirmation letter.  

Emails are created much the same way except that they should be saved as a plain text file.  

In your template you use merge fields to customize the content of individual confirmation letters. 
When inserted into your template they map the corresponding guest information.  

Quotation letter   

Similar to a confirmation letter you could use a template to create a quotation letter or email use the 
merge field <<QuoteValidUntil>> to indicate the date the quotation is valid for which can be number of 
days from today's date or number of days before expected arrival. 

Registration  form   

You can also create a registration form using a template which will simplify guest check in upon 
arrival.   

Guest invoice   

This is your Guest invoice which you can print in two steps. Also use it to add product sales during the 
guest stay.  

Transfer invoice  

This allows you to transfer an invoice from one room to another. 



Find invoice   

Find and open an invoice using the invoice number 

 

Find reservation  

Find a reservation using the reservation ID The reservation ID is displayed in the caption of the 
reservation dialog 

Guest history   

Click on a reservation and select, a short report will be generate displaying the history of the selected 
guest  

  

3.3 Year 

Year menu   

 

Go to previous year   
 
This takes you to the previous December. You can access any other month of this year by clicking on 
the tabs at the bottom of the Booking sheet window. To return to the current month, click Go to 
current month, or the appropriate tab.  
 
Go to current month   
 
This takes you to the current month regardless of your position in the Booking sheet grid.  
 
Go to next year   
 
This is available only from the Booking sheet window. It takes you to the next January. You can 



access any other month of this year by clicking on the tabs at the bottom of the Booking sheet 
window. To return to the current month, click Go to current month, or the appropriate tab. 

 

Start month  
 
This will give the option to set the start month of the booking sheet grid from the default Jan to Dec to 
say May to Apr once selected the booking grid and the month selection tab will be adjusted.  

 

3.4 Reports  

Report menu   

 

Print booking sheet          
 
This prints the displayed Booking sheet. You need to select a month (use the tabs at the bottom of 
Booking sheet), click Reports/Print booking sheet, alter the settings if necessary, and click on Print. 
Alternatively, if the month you want is displayed, click the print icon in the toolbar.  
 
Today guest   
 
This prints a report of all today guest. It can be sorted in one of three ways.  
 
Arrival and departure   
 
This prints a report by date. It can be sorted in one of three ways.  
 
House keeping   
 
This prints a report listing arrivals, departure and today's guest by date. It can be sorted in one of 
three ways.  

Room status  
 
This print a room status report, Comments can be added to this report for each individual room. Right 
click on the room description and from the menu select add comments. 

Rooms available  
 
This print the room availability report displaying the number of rooms available for each room type for 
the selected period.  
 
Occupancy   
 
This prints a report of the occupancy for a selected period. It can be sorted in one of four ways.  



 
Occupancy level   
 
This prints a report of the occupancy levels for a selected period. It can be sorted in two ways.  
 
Monthly  occupancy   
 
This prints a report of the monthly occupancy levels for a selected period. It can be sorted in two 
ways.  
 
Occupancy level charts   
 
This display a chart of the occupancy levels for a selected period. This can be printed.  

Occupancy statistic  
 
This prints a report on the number of guest and from which country.  

Daily summary  
 
This print a daily income summary, Please note that you from Configuration / invoice you can set the 
program to generate the system entry on a daily basis as this will provide a more accurate income 
report.  
 
Sales by type   
 
This prints a report that displays the sales by product type. It can be sorted in two ways.  
 
Income by pay category   
 
This prints a report of income based on the various payment methods. It can be sorted by room 
number or payment date.  
 
Income and TAX   
 
This prints a report that displays the income and TAX amounts paid. It can be sorted in one of four 
ways.  
 
Payment due   
 
This prints a report that of payment due to be paid by guest up to a selected date. It can be sorted in 
one of four ways.  
 
Daily income   
 
This prints a report of your daily income for a selected period. It can be sorted in two ways.  
 
Projected daily income   
 
This prints a report of your projected daily income calculated using room rate for a selected period. It 
can be sorted in two ways.  

Print statements  
 
this print statement for selected guest with outstanding payments.  
 
Guest listing   
 
This prints a report of guests during a selected period. It can be sorted by given or family name.  
 



Travel agent booking   
 
This prints a report of bookings made by travel agents for a selected period. It can be sorted in one of 
four ways.  
 
Monthly travel agent booking   
 
This prints a report of monthly bookings made by travel agents for a selected period. It can be sorted 
in two ways  
 
Travel agent   
 
this prints a report of travel agents and the details that you entered.  
 
Cancellation   
 
This prints a report of guests who cancelled their reservation over a selected period. It can be sorted 
in one of three ways.  

3.5 Product information  

Product information (Some items apply to Pro version only) 

 

Product information  

Enter product or additional services you may sell, these than can be selected and entered into the 
guest invoice. If you enter a barcode you can then use this to extract the product information for you 
invoice using a barcode scanner. 

 

Product group and supplier when entered are used to generate reports this will provide you with 
additional information on product sale  

Product group  

You can add a product group simply by typing in a new group name or click the button next to the 
product group edit box, this will display the product group. Right click the mouse button and select the 
action required from the popup menu. 



 

Order stock  

Order stock is used to record the product items you are ordering.  

Receive stock  

Receive stock is used to update stock level of products for which you would like to maintain stock 
levels. Select the incoming stock and quantity then press the record button to record the incoming 
stock this action will adjust the stock quantity plus at the same time adjust the sale price for incoming 
stock. 

 

Update stock  

Update stock is used to make adjustment to stock level of product for which you wish to maintain 
inventory record.  

Supplier  

Here you can enter the supplier information of product you sell. At the lower part of the dialog you will 
find the product purchased from the supplier 


