
 

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

 
 

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

 



 

Step Three:  
Once you’re editing the right user, select “Memberships” from the left menu: 

 

Step Four:  
In the Membership tab, you can either change the membership using the “Change Membership” button 
or click “Edit” to cancel the membership: 

 

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: 
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