How to Downgrade or Upgrade Monthly Subscription

A change in subscription will involve two transactions. When a subscription is
upgraded or downgraded the full amount of the original subscription will be refunded
and the new subscription amount will be charged to the card on file. Additionally,
when a subscription is downgraded, the number of documents purchased in the
original subscription will be deducted from the new subscription for the remainder of
the current billing cycle only.

1. Access URL: www.azcourtdocs.gov
2. Loginto account
Select LOG IN!
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3. Select Account Settings under email address drop down options.
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4. Select Action icon next to the subscription to manage/modify subscription
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5. Select New Subscription
Select Change Subscription

Current Subscription Details for Ari A
Current Subscription - m;seﬁfr?‘::gase Documents - With Limit of 20
Subscription Type : Every Month
Number of Terms : Until Cancelled
Fee : $80.00
Last Billing Date : Jan 21, 2019
Next Billing Date : Feb 28, 2010
Payment Status : Paid
Subscription Status : Active
Other A Subscrip forA A
Select] Subscription New Fee
o ::g:sms.t:;mgase Documents - With Limit of 50 $200.00
0 mseﬁ:tsm%se Documents - With Limit of 100 $360.00
o /::‘nm:t:tﬁmhau Documents - With Limit of 200 $840.00
fo) mse:mh&se Documents - With Limit of 375 $1.050.00
o m&:ﬂ: :‘o ‘sc,:;r:“gau Documents - With Limit of 5000 $10.000.00
o mmt Agencies Access to Court Case $0.00

« Change Subscription



6. Subscription confirmation will appear
Select Confirm Change and Pay

Change Subscription Confinnabon Logout (csanchez@courts &z gov)
Review Change Subscription
Cument Subscriphon Access to Court Case Documents - With Limit of 20 docements/maonth
Cument Subscrpion Fee 200
Susorpbon Fee Retund Amount $80 00
Humber of Documents Purchased Withn Current Subscrpion )
Now Sudacrpbon Actens 10 Court Cane Documenty - WIS Limit of 50 documentumonth
New Sutscrighon Fee $200 00
tourber of N new w
Balance Amount Due for the New Subscription : $200.00
NSNS  Coofem Change & Pay

only

7. Subscription Change Confirmation will display
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Logout (csanchez@couns az gov)

Your subscription has been changed successfully

Change Subscription Confirmation
Old Sedacripbon :
Ol Subscription Fee :
Amout rel from the oid subd

NewCurrent Subacription :
NewCurrent Foo :
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8. User will receive confirmation email from DoNotReplyRMS@granicus.com

Your subseription has been changed successfully. Please find the transaction
information below for your records.
Access to Court Case Documents - With

0ld Subscription : Limit of 20 documents/month
Subscription Fee for Old
Subsecription : $80.00
Amount refunded from the old $80.00
subsecription : :

Refund Transaction Number: B31P2E56159E
Access to Court Case Documents - With

New/Current Subscription : Limit of 50 docurnents/month

Subscription Fee for New/Current

Subseription : $200.00
Amount Charged for lr:bewf t_rurlrent $200.00
subscription :
Transaction Reference Number B31P2E56154

for the new/current subseription :



