
 

 
 
 
 

ESCORTED TOURS BOOKING PROCESS 
 

This tool is for searching for and booking escorted tours, the content and packages are prebuilt 
by the provider therefore the dates are set. 
 



 
 
1.1 Search Escorted Tours 
 

1. Click the Products  button. It displays the products menu options. 
 

2. Click the Quick Escorted Tour  menu option.  
 

3. Select the appropriate vendor. The following vendors are available: 
Avalon 
Brendan Vacations 
Brennan 
Contiki Holidays 
Cosmos 
Globus 
Insight Vacations 
Monograms  
Trafalgar Tours 

 
4. Click on Choose  and it displays the following: 

 

 
 

Choose vendor: Allows you to switch to a different vendor. Click on Change  to reload 
the Destination  drop down. 

 
Destination: Drop down list of all tour packages. 

 
Trip Length:  Drop down list to specify length of tour. 

 
Travel Period:  Drop down list to select future proposed travel period based on today’s 
date. 

 
Land Price:  Drop down list to select a price range to search; this option is land segment 
only. 



 
Enter place of interest … :  Enter a city/town name that might in be included in a tour.  

 
“Or click here to view …”:  This link displays all tours loaded for purchase. 
 

1.2 Escorted Tour Search Results 
 

5. Enter the appropriate information then click Go!   
 
 

 
 

 
Browse Tours:  Displays a list of tours. 

 
Search Tours:  Click to return to the main search page above. 

 
6. Click the desired tour (ex. Holland, Luxemburg, & Belgium at Leisure), it displays the 

following list. Any tours that are not available will be shown as SOLD OUT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1.3 Escorted Tour Package Highlights, Itinerary, Ma ps, & Date, Rates + Booking 
Information concerning the selected package is broken down by the following tabs: 
   
Highlights  – provides a brief description of the tour plus a list of destinations included in the 
package. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Itinerary  – A detailed, day-by-day description of the tour package.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Maps – A general overview of the route the tour will take. 
 

 
 
Dates, Rates, + Booking  – A list of available dates with corresponding rates. 
 

 
 

 
7. Click the offered date link or the Book Now! Link of the desired tour, it displays the 

following. 



 



 
Note:  Each section must be selected or declined. 
 

8. Click the desired radio button in the Land Tour section. This will affect the number of 
passengers for the tour package. 

 
9. Click the Select Package button, the page will refresh and display the following. 

 
 

 



 
To change the package option, click the Change Package  button. Repeat steps for selecting the 
package type. 
 

10. Click the desired radio button in the Insurance Options  section.  
 

11. Click the Select Insurance  button, the page will refresh and display the following 
 

 
 



To change the package option, click the Change Insurance  button. Repeat steps for selecting 
the insurance option. 
 

12. Click the Yes option to Include Air. (Note : This option is currently available for Globus  
only and is under development) 

 
13. Certain Tour Vendors will offer additional options. To select an option, select the desired 

option and click on Select Option . To decline the Option, select NONE and click on 
Select Option . 

 
14. Click on Show Air Search to include Air in the tour package. 

 

 
 

15. Enter the passenger info in the Passenger Names section . 
 

16. Click the Save Passenger Info  button, the following is displayed. 
 
 
 



 
 

If necessary edit the passenger information and click the Update Passenger Info  button. 
 

17. Click the Purchase  button; it displays the Customer Search Results. 
 

18. Enter the passenger name to search by, normally passenger one. 
 

19. Click the Search  button. If the customer is found the following will be displayed 
 



 
 

 
20. Click the desired link in the Name column, the following is displayed. (If no customer is 

found, click the Add New Customer  link) 
 
 
 
1.4 Escorted Tour Payment & Review 
 



 



 
 
Select No Payment  (for Hold), Deposit , Total , or Other  in the drop down for payment amount. 
Ensure all the payment information is correct and up to date, enter the Security Code . 
 

21. Check the Terms & Conditions  check box. 
 

22. Click the Send Book Request  button. 
 
The itinerary will be created and a confirmation number displayed. 
 
Note:  Billing Address  and Payment Information  must be filled out in order to proceed, even for 
a hold. 
 
Note:  If the Hold  button is clicked, the itinerary will be saved in the customer profile, a link is 
available to Book  the saved itinerary. 
 
Note: Change Booking Request  will allow you to make changes to the passenger information, 
any options selected, and number of passengers. 
 
 
 
1.5 Example of Completed Escorted Tour Itinerary 
 

 
 
 
 
 
 
 

 


