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How to Upgrade a Subscription 
Step-by-Step Guide to Upgrading via the Leader Cloud Portal 

 

Log into the Leader Cloud Portal > Head to subscriptions  

 

Look for the subscription you want to upgrade > Click the Subscription name 

 

Now click the “I Want To” Button 
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Then from the dropdown select “Upgrade the Subscription” 

 

A pop up will then come up giving you the options of Upgrade available for the 
subscription. 
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After selecting the Upgrade subscription, it then gives you two options: 

1. New Subscription: This means a new Subscription will be made, the terms will 
still be the same (if it’s Month to Month or Annual) as well as the end date from 
the original subscription you’re upgrading from. 

2. Existing Subscription: If you already have a subscription in the tenancy for the 
licensing, you’re upgrading you can add it to it, so it’s all consolidated. This will 
change the terms and end date to whatever the existing subscription is.  

 

Select which option you would like then proceed to checkout. 

If you choose existing it will take a moment to load and then you can pick a subscription 
from the dropdown, If it comes up with this “Currently there are no available 
subscriptions” this means you must select a “New Subscription”. 

 

 

Follow the cart process to the end. If you are upgrading an Annual Term Upfront Billing 
subscription a credit will be generated after the Upgrade process to your account for the 
pre-payment of the rest of the term. 


