How to Update Credit Card via Member Portal
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Scroll down to ‘Billing Information’

Select Edit
BILLING INFORMATION » Edit
House Charge Credit Card Card Name Test
Statement Delivery Method Mone Credit Card Type \Visa
Tax exempt Mo Credit Card # grmwErEEEEEE1111
Mame on Card Test

Card Expiration 07/01/2018
Billing Address Same as Contact

Available on PO5S Yes

Once in Edit mode

Enter The new Credit card information by overriding the current
information.

*although there is a drop down box with ‘Primary / Add new Card’
options DO NOT select Add new Card. You MUST override the
Primary CC number

BILLING INFORMATION

House Charge | Credit card Vl ‘

Card | Test(Primary) + |

Statement Delivery Method | None v|

Credit Card g 47 11

Name on Card Test

Card Expiration | 07 w || 2018 w

o

| Same as Confact w

Available on POS [ Yes ¥

or Cancel

#‘ Save changes

Select ‘Save Changes’



