Step One:
After logging into your admin account, go to the Memberships tab on the left side of the screen and
select “Members”:
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Step Two:

Hover over the user you want to change or cancel and select “Edit Member”:
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Step Three:

Once you're editing the right user, select “Memberships” from the left menu:
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Step Four:
In the Membership tab, you can either change the membership using the “Change Membership” button
or click “Edit” to cancel the membership:

Edit Member: Kristine Pierce

User Info

Memberships
Memberships ]

Subscriptions Main Group

Users can only hold one level from this group.
Orders
Level Expiration Subscription

checkout_boxes
$550 then $129 Annual - $129.00 per Year

[Eait Fancel View Detais
D Change Membership

Show More

Membership History v

Step Five:

Select the “Cancel Subscription” checkmark (if you also want them to receive an email confirming the
cancellation, select the “Member Communication” box as well) then click the blue “Edit Membership”
button to save the changes:

Edit Member: Kristine Pierce

User Info

Memberships
Memberships

Subscriptions Main Group

Users can only hold one level from this group.
Orders

checkout_boxes
Edit Membership

Show More You are editing the following membership level: $550 then $129 Annual.
Level Expiration Click to set the level expiration date.
Cancel Subscription ) Cancel the user's subscription for this level.
Member Communication ) Send membership change email to member.

Edit Membership Close



	Step One:  
	Step Two:  
	Step Three:  
	Step Four:  
	Step Five:  

