E2 Solutions Profile Update Procedures
1. Click on the link https://ets.prod.carlson.com (or copy/paste into your browser). 
LOGIN SCREEN

3. Type your Username and Password (created when you self-registered).      

4. Select the Login button.

5. If this is the first time logging into E2, read the Rules of Behavior and click the I have read and acknowledge the Rules of Behavior button. 

  

UPDATE PROFILE

6. From the E2 Solutions menu, select the ‘My Profile’ link at the top of the page.

7. Your profile will be presented on the page.  Review and/or update the entries within the profile page. 
8. Ensure you review and/or update all required fields, which can be found under these links on the profile page:

A. Edit Address Information

B. Edit Email Information

C. Edit Credit Card Information (NOTE:  Your GSA-issued travel card is labeled “Travel Charge Card”) 

9. After entering your ALL REQUIRED FIELDS, the “Edit Travel Preferences” link on the right side of the screen will appear, above the “Edit Credit Card Information” link.
10. Click on “Edit Travel Preferences”. This will create your ADTRAV profile in the Online Booking Engine (GetThere). It is not necessary to update any information in GetThere; simply clicking “Edit Travel Preferences” will create the basic profile for ADTRAV. 

Note: Any changes made in the E2 Profile must be synched with the ADTRAV (GetThere) profile. If you make a change in E2, simply click the “Edit Travel Preferences” link to update your ADTRAv profile.  
GSA Support:

Contact GSA’s E2 Solutions Help Desk at 1-800-805-3861.
