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Downgrade Plan
Through Settings Tab

From Settings, navigate to 
Plans and billing. To downgrade 
from AP Pro to AP Base, click 
Switch to AP Base.

See popup message above if you have 
additional user seats activated. Choose 
Go to Users and roles. 
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Click Edit next 
to each additional user.
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Downgrade Plan (continued)
Through Settings Tab

Toggle Account activation to Off 
and click Save.
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See green confirmation banner 
that user changes were saved.

If there are additional users, turn 
Account activation to Off until one 
active user is remaining. 
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Downgrade Plan (continued)
Through Settings Tab

Navigate back to Plans and 
billing. To downgrade from AP 
Pro to AP Base, click Switch to 
AP Base.
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See green confirmation banner. 
Changes will take effect next 
billing cycle.

Choose Switch plan to 
downgrade to AP Base.
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