
 
 

User Subscription 
Please note that this document will be updated periodically.​
 

Edit User Profile Subscription 

1.​ How to access User Profile Subscription?: 
○​ Click on the person icon on the top right, select View Profile from the dropdown and click 

on the Subscription tab.  
○​ Your current Subscription plan will be shown under Platform Tier.  

 

2.​ How to edit User Profile Subscription?: 
○​ Option 1 - Via the ‘Change Plan’ button: 

i.​ Click on Change Plan, and then click on Change next to the current plan. 
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ii.​ Click on the plan you want to change to, and then select one of the possible 
billing intervals:  

1.​ Monthly 
2.​ Quarterly 
3.​ Annual 

iii.​ Select the desired payment method, click on Pay and follow the instructions on 
the third party payment site to complete the payment.  

 



 
 

 

○​ Option 2 - Via the ‘View Subscription Plans’ button:  
i.​ Access Subscription Settings: Click on the Subscription tab under User Profile. 

Locate Platform Tier, where your Current Plan is displayed. Click View 
Subscription Plans to the right of it. 

ii.​ Select User or Enterprise Plans. In the top right corner, below User Profile, 
choose either Users or Enterprises to view subscription details tailored to 
individuals or businesses.

 

 



 
 

iii.​ The page will display your current active plan along with alternative plans, their 
features, and pricing. Available Subscription Plans: 

1.​ For Users are:  
a.​ Free 
b.​ Premium 
c.​ Premium+ 

2.​ For Enterprises are: 
a.​ Premium+ (Inactive Mode) 
b.​ Business 
c.​ Enterprise 

3.​ Choose a billing interval: 
a.​ Monthly 
b.​ Quarterly 
c.​ Annually 

iv.​ Change or Keep Your Subscription: 
1.​ To switch plans, click the ‘Go Premium, Business or Enterprise’, button at 

the bottom of the desired subscription. 
2.​ To exit without changing, click Go Back at the bottom of the page.

 
v.​ Confirm and Select Billing Details: 

1.​ After selecting a new plan, you will return to the Subscription tab, where 
your new choice will be pre-selected. 

vi.​ Complete Payment: 
1.​ Select your payment method. 
2.​ Click Pay and follow the instructions on the third-party payment site to 

finalize the transaction. 

 



 
 

 

3.​ How to view and download Payment History? 
○​ The Payment History is listed in a table under the Platform Tier section of the 

Subscriptions tab and shows the following information:  
i.​ Payment Invoice 
ii.​ Amount 
iii.​ Date 
iv.​ Status 

○​ To download an invoice, tick to the left of the relevant invoice, and click Download above 
the table or to the very right of the invoice. 

○​ Filtering and searching for invoices is also available above the table.  



 
 



 
 

 


	User Subscription 
	Edit User Profile Subscription 


