How to book a tour in the Tour Reservation System

1. Start by pointing your internet browser to http://www.mocapitoltours.com

2. Under Group Tour Reservations, choose the site that you want to book the tour for by clicking it one
time with the left mouse button.
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Make Your
After reading the information about the tour, click on the button.

Using the drop down menu choose the type, by clicking one time on the downward pointing triangle

Enter the number of Adults and Children in the appropriate boxes. Click on the next step button at the
bottom. There is a maximum of 60 adults and children that a tour can be booked for.
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Step 1: Tell Us About Your Group
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5. Using the drop down menu choose the month in which you wish to book the tour. Next click on the
day of the month (only days/times that are blue are available). A list of available times will display on
the right. Click on the tour time you would like. Once you have chosen your date and time click the
next step button at the bottom.
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Step 2: Select a Date and Time
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Enter the information about the group that is being scheduled for the tour. Fields marked with a red
asterisk (*) are required information. If the tour group is from out of state, there is an option for out of
state under the county field. The e-mail address is not required but very helpful as the confirmation
letter can be sent via e-mail. More than one e-mail address may be entered if more than one person
needs to receive the confirmation. (first_address@example.com, second_address@example.com)

When you have entered all the information about the group, click on the next step button at the bottom
of the page. When no e-mail is entered confirmation letters are sent via U.S. Postal Service.
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7. The next step is to review the information that you have provided to make sure it is accurate.

TH reem By almsn Mrp A, Sy Sale sk sl o Seies, MoDNH - MEcresoll Interret Evglaner [ =l x|
He B8 vew Frewter Tk Heb =
b s = - @) D | Bt Sireots Gede (3 D o 5B

| l-#ﬂ|£| s | e 28y ey ira Tinrll gcber almms g, d j Rﬂu
Smp d: FIHU'EWTQ“FHEH“E!I _I
Pl rirviires thap indirriddoge bikew A o aimbst, etk thie "Riaat Step” Butlan Do fubimd Yol 100l shguail 10 S siarealisn
R I ey i bl el G312l plibld Ui Db Bk Budboh [ fiudts D0 Tl BEproprible dlag pou with 16 maddy, Pl

yoea weill el 10 Shel oo Ul "Pir! Spap” btion 10 perrnininilly chings mlmnatnn afd 16 rtum 18 [hi i 180

[T Lt

Mo Jolaiion Lafding Sl Hinan: St

Towr Dot and Tiers Fizearrisee 10, 2005 i 11 00 AN

Hurtalssi I 4 i Aty 10 Chilsien: 2

Tygoer of Gip Al

Fir st Mo Civia

Last Harfe i

N pariz alhon S teed a0 Shat Mudm

Adkdiras G Esy, Fosm B2

Adkdiass 2

ey Sufersion Ciy

Couty Col

Siate i

fip a5

Tiwaies MiETdNT 5T T51-1854

A nahE PR Hurmbes

Faid My

Ermail hikiiass -
£l | ®

[T pora (8 Local reaanet

Hew| OFOEAE S0 | FelBo @@ |00 B SEEH num

If you need to change information you may use your browser back button to return to the previous
page and fix or add information. If anyone in your group as special needs please let us know by
filling in the Special Requests field. Once you have reviewed the information for the group and it
is correct click the next step button at the bottom of the page.

8. You should receive an e-mail in a few minutes saying that your request is being processed and that
you will be notified when it is confirmed. Once the request has been confirmed you will receive an e-
mail confirmation letter and tour guidelines. If you did not provide an e-mail address the confirmation
and guidelines will be mailed out to you.

Tl e B e el St ed, S St Parkn sl Hbare

Fis [3 ‘Y= Feexben Toch ek

Bt o+ A A Qe alrerim reds § | D b

Towr Reservalion Systermn

Your request has been submitted,
» E-mal has bews g0l 10 Ol shenandiidng ma g
R il #0dFedi Tbam il

Returms 1o the Horre Pasge for Messoun STate MussumCapitel Tous

= Mt 0 Cipanmint of Nawal R 1 B0 T34 E4E
Bd Bow 16, Jelwrsan Gy, MO BEI02 E-maal rreapuast sl dre o o




9.

If you are making multiple tour reservations for the same group or school, the browser will retain the
information. However if you are making multiple reservations for different groups you will need
to press the Clear Group button. If you do not press the Clear Group button all the information that
you put in for the last group that you made a reservation for will be changed to the group that you are

putting in.
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