C ENERGY

BAR ASSOCIATION

Creating or Editing Your Stored
Payment Method in the EBA User Portal

A step-by-step guide

1. Login to the EBA User Portal (https://eba.users.membersuite.com/auth/portal-login) using your
Username and Password. If you don’t know your password, select the Forgot Password link.

2. From the main page of the portal you will click your PROFILE PICTURE in the top right corner.
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3. Click MY PROFILE.
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Change My Password
Change Username
Logout
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4. Click MY ACCOUNT.
My Info Membership [My Account]

5. Click the CARROT to the right of Saved Payment Option to expand the section.

Saved Payment Options —PO‘
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6. Click either ADD A NEW CREDIT OR DEBIT CARD or ADD BANK ACCOUNT.

Saved Payment Options

Manage My Payment Methods

A
VisA Visa ending in xx1111

Add a New Payment Method
+ Add a new credit or debit card

+ Add bank account

7. Enter the required INFORMATION and click SAVE.

Add a New Payment Method

- Add a new credit or debit card
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+ Add bank account




C ENERGY

BAR ASSOCIATION

Setting Up Automated Membership Renewal

A step-by-step guide

1. Login to the EBA User Portal (https://eba.users.membersuite.com/auth/portal-login) using your
Username and Password. If you don’t know your password, select the Forgot Password link.

2. When logged in to the portal, click the PROFILE PICTURE in the top right.
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3. Click MY PROFILE.
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Individual Membership
Change My Password
Change Username

Logout
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4. Click MEMBERSHIP.

My Info [Membership] My Account

5. Click the MEMBERSHIP you wish to set auto-renewal up for. Do not click the Renew button. If
you click Renew, you will be directed to the Membership question page and have to go through
the whole process again. Clicking the Membership directly brings you right to Step 6.

My Membership

Energy Bar Association

PRIVATE ATTORNEY

Active

Expires on 12/31/2025

Chapter(s) Renew
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6. Under Billing Information, select the CHECKBOX to allow EBA to charge the credit and renew
your membership automatically. When checked, the box will turn green with a white check
mark as noted below. You may need to click the CLICK HERE TO UPDATE if the saved Payment
Method doesn't populate.

Billing Information

Please charge my credit card and automatically renew my membership when it expires.

Click here to update «f—

7. Select the PAYMENT METHOD you wish for the renewal to be processed to and click SAVE.
Note, the saved payments methods will not display unless the box from Step 5 is checked.

[ Payment Method: }

L]
O VISA Visa ending in xx1111
L]

O Electronic Check ending in xx3231

You will receive an email from the EBA approximately two weeks prior to autorenewal. If you will to
cancel autorenewal in the future, you can follow these instructions to uncheck the box referenced in
step 6 above.



