E2 Solutions – Adding or Updating a Travel Charge Card Within Your E2 Profile
· Add a Travel Charge Card to Your E2 Profile

1. Select Profile 
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2. Select the Add Travel link
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3. [bookmark: _GoBack]Enter your credit card details
· Card Type (Enter the 16 digit card number without spaces or dashes.)
· Card Number
· Expiration Month
· Expiration Year
4. Select Travel Charge Card from the dropdown for Airfare, Rail and Hotel.  This step is SO important for government credit card holders.  If this step is skipped, your airfare will charge to the CBA without manual and intentional interaction.
5. Select Save – This action also updates TCC information in your TMC profile.
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· Updating a Travel Charge Card Within Your E2 Profile
Travelers must update their own government travel card information in E2.  

1. Select Profile
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2. Scroll down and select Edit Credit Card Information link (in the Credit Card information section).
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3. Select the Delete Card check box to remove the existing card information.
4. Click Save Changes, and then click OK on the confirmation message box.  
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5. Select OK
[image: ]               



6. Select the Add Travel link for the Travel Charge Card.
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7. Enter your credit card details
· Card Type (Enter the 16 digit card number without spaces or dashes.)
· Card Number
· Expiration Month
· Expiration Year
8. Select Travel Charge Card from the dropdown for Airfare, Rail and Hotel.  This step is SO important for government credit card holders.  If this step is skipped, your airfare will charge to the CBA without manual and intentional interaction.
9. Select Save – This action also updates TCC information in your TMC profile.
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The new credit card information and default selections will apply to future reservations only.  If you have pending reservations for which this should apply, contact your TMC for assistance.
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