Update Your Billing Information &
Make a Payment on Your Accounts

This article applies to:

Pro
Max

Our Billing Policy can be found here

View your transactions, print statements, update your credit card, billing address, or

make a payment on your account.

1. View my subscription details

2. Upgrade My Edition

3. Adding Contacts and Users

4. Removing Contacts and Users

5. Update your billing address and contact info

6. Update your credit card or add a new one

View my subscription details

1. Click your profile icon and selectSettings
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2. Click My Account


http://bit.ly/2WNQ7vw
https://keap.com/keap-max
https://www.infusionsoft.com/legal/billing-policies
http://help.keap.com/#view-my-subscription-details
http://help.keap.com/#upgrade-my-edition
http://help.keap.com/#adding-contacts-and-users
http://help.keap.com/#removing-contacts-and-users
http://help.keap.com/#update-your-billing-address-and-contact-info
http://help.keap.com/#update-your-credit-card-or-add-a-new-one

® My profile

Update your profile information like name, address, and email signature.

{3} My account

Manage subscription, upgrades and payment information for your Keap account.

th Business profile

Manage your business details, including your address and contact info, branding,

3. To view your current subscription details, click theView subscription
details button

@ Free text messages (per billing cycle)

0 of 150 free text messages used

[ View subscription details ] Edit subscription

M,
N
Please be aware that if you make changes to your su

you'll need to reload this page. It may take a few min
your changes apply.

4. To upgrade your Keap edition, add users or to increase your contact limit,
click the Edit Subscription button

@ Free text messages (per billing cycle)

0 of 150 free text messages used
View subscription details Edit subscription

Please be aware that if you make changes to your subscription,
you'll need to reload this page. It may take a few minutes to see
your changes apply.

Upgrade My Edition

1. To upgrade your Keap edition, click thechange button and select the edition
you would like to upgrade to.

€ Edit Subscription Details

Keap Pro :{t;,j‘ss -

* Keap Pro $179.00
# Included User = 2

» Included Text Messages = 150




£ Change plan

Keap Pro

2. Then, click the update button.

3. The pop-up window will now reflect your new edition. Note that theiris a
prorated charge for upgrading.

£ Edit Subscription Details
Keap Max

» Keap Max £249.00
# Included User = 3
» Included Text Messages = 250

» Included Contacts = 2500

Apply coupan

You will be charged £67.74 for prorated charges .
via [ ending 1111 @

Update Subscription —

Adding Contacts and Users

1. Click the Add contacts and users button



* Included User = 3
* Included Text Messages = 250

+ Included Contacts = 2500
Apply coupon

You will be charged $67.74 for prorated charges
via [ ending 1111

2. Choose which items you would like to add

£ Add contacts and users

Additional Contacts

$20.00

Additional user

$30.00

PlusThis Lite
539.00

usThis Standar,
$79.00 @

3. Click the Add button

4. If you chose to add additional contacts, enter the number of contacts you
would like to add

. $249.00

., ier = 3

L] st Messages = 250

. ntacts = 2500

. —ontacts £50.00

Remove

« Additiona b $30.00

Oty S Re

AUGQI‘HS! and users

5. After adding 2500 contacts and 3 new users, you'll see the additional cost to
the right of the item



* Included Contacts x 2500

» Additional Contacts $75.00
Remonve

» Additional User $90.00
Remove

Add contacts and users

Apply coupan h

6. Now, click the Update Subscription button

Apply coupon

You will be charged $67.74 for prorated charges 3
via [ ending 1111 {'J

Update Subscription —

7. Your subscription details will now reflect your changes
€ Subscription Details

Keap Max
Additional User
Included Text Messages = 250
ed Contacts = 2500
x 3

Additional Contacts = 2500

$354.00

Paid via

B8 ending 1111

Removing Contacts and Users

You can reduce the quantity of additional contacts or users you have purchased for
your application. In order to completely remove all additional contacts or users,

please contact Keap.

1. Edit the number of Contacts or Users

* Included Contacts = 1500

B

Apply coupon

* Additional Users $696.00

* Additional Contacts $660.00



http://help.keap.com/help/contact-support

2. Click Update

# Included Contacts = 1500

» Additional Users $696.00
e
» Additional Contacts $660.00

Apply coupon

3. Click Update Subscription

# Included Contacts = 1500

Apply coupon

Your next charge $2,755.38 will be on Apr 21, 2023>

via @ ending 4242

Update your billing address and contact info

Just click either the Update account details or Update billing address buttons to
make any changes

Your account details and billing address:

Update account details Update billing address

Your payment method:

Please Note! If the customer is having any issues updating their billing address
in app or would prefer you update it for them over the phone, you can do so by
submitting this internal SIRF. If the customer is chatting in, ensure they have
Admin priveleges before submitting the request on their behalf. If the customer
is calling in (or chatting in as a Visitor) ensure they're an Admin and follow the
verification process before submitting the request.


https://keap.atlassian.net/servicedesk/customer/portal/11/group/29/create/200
http://help.keap.com/help/account-verification

Update your credit card or add a new one

If your credit card has been declined, you can update your primary card on file,
or add a new card and set it to be your primary or backup. When you add a new
card, Keap will retry your most recent failed payment. Keap will also
automatically attempt to retry failed charge attempts on the following schedule
after the initial declined due date: 2, 4, 8, 15, 31.

1. Click Payment method details

Update account details Update billing address

Your payment method:

Payment method details View billing history

U

2. Either click on an existing card to make changes, or clickAdd new to add a
new card on your account. Click My Account

N TAYTIENTvEnTods

@ Backups come handy when your primary payment fails.
Set a backup.

I ending 1111 E >

Add New

3. If you are adding a new card and want it to be the primary, choose that option

after setting up the card.
West Monroe (1297 United States LA

Set this payment method as

o Primary

@ This will replace your current primary
payment method

Backup

4. Click Update






