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Renewing Membership

Sign into your account here. Please note that only company
administrators have the ability to renew their institutions
membership.

Step 1

Go to your organizational profile.   
You can find the hyperlink to your organization's profile on the
left hand side of the screen just above your profile picture.
Click here.  
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Renewals can be paid by invoice through your organization's
procurement system or by credit card. 

Once on the organization's profile on the right hand side of the
screen the "Renew Now" button is active and there is a notice
that "Open invoices are due for payment". This means that your
invoice is available to be paid.

To pay by credit card, click the "Renew Now" button and follow
steps 3 - 5.

To pay by invoice, click the "Transactions" tab and follow steps 3,
6-7.
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Payment by credit card: You will be taken to a screen that lists
your membership level and price. Click "Update Cart".
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Payment by credit card: You will be taken to your shopping cart
where you can fill in your payment details. Finally click "Submit
Order".
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Payment by invoice: After clicking the "Transactions" tab, you will
be taken to a screen showing your open invoices. Click on the
invoice number.
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Payment by invoice: Click the "Print" tab to download your
invoice. Your invoice can be downloaded as an excel or PDF.
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