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Copy Access Point Accounts to a New Subscription Key
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Complete the following steps to copy Access Point (AP) accounts to a new subscription key:

Steps

Instructions

Screen Flow

1.

Log in to the Admin
tool at
https://register.usp.org

Access
-‘ , ‘ Point

Welcome to Access Pointl

Use your USP Access Point login credentials to access
paid and free resources and register for events and courses

Email

_Passwurﬂ

Click here for Access Point Tutorial

Create g new USE Access Point account, if vou do not have one,
Meed help or have technical guestions? Forgot password?
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2. Click on the Admin tab
to go to the Admin tool.

Welcame, S
YOUR ACCOUNT

Administration

s N

: e
|

Admin

3. Click on the Manage
Key icon for the
expiring account.

WD ——
YOUR ACCOUNT

Administration O

Prodwct Feature Mame Subscription Key Stahus &  StarDate EndDate Manage Key Purged Users Reports Tolsl Seals
W - - DD osgn b
B~ o nn e
.ﬁwm e Mot et active ;:1? ::,f F 1] B «

Copyright 2016 The United Siaies Pharmacopeial Corvention
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4.

Click on the
“Download Excel”
button to download the
list of Access Point
accounts associated
with the expiring key.

Administration yione, -y

i .

Admin

€= Back o Mansge Rescumes

Manage Users for Key = “S8S8 (5 of 40 seats are avalable )

Show| 10 ¥ | entnies

Saarch:
LastNama Firstiame  Email Status  Created By Date Associated
¥ - Com w Verfied 0 - 20180326 X
# e e e Vrfied 0 -_— 1 20180302 x
» - B Venied B o 20150326 X
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5.

The “Status” column in
the Excel table will
indicate whether your
users have verified
their Access Point
accounts. If they have
not, they will receive a
new email request to
verify their account
after you copy the
accounts to the new
key.

usp.org
g Hemg Bagert Page Lipout Formulsd D#ts Fiview Wik Add.lrig ChemCHicelT Acrobet Erfterprise Connect
ML - | Status
[ 4] A B C (1] E F G H ] J K L N
1 |FirstName LactMame Email Add Company Job-Title Street AdiCity State/ProsCauntry ZipCode Phone Raole Status |
2 LINITED STATES verified
3 Chemist LS A verified
4 UMITED STATES verified
5- 1 LINITED STATES verified
& Senior Re: UMITED STATES verified
7 QC Traine UNITED STATES verified
8 |/ UNITED STATES verified
9 Scientist UNITED STATES verified
10 W Head of Microbiglogy Institute UNITED STATES Verified
11 | Administrative Assistant UNITED STATES System Ac Verified
12 ) Quality UNITED STATES Verified
i3 Cluality Mn;‘t UNITED STATES Werified
14 Cluality an. LUINITED STATES Verified
15 Cuality LINITED STATES wierified
16 Cuality UIMITED STATES Verified
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6.

Click on the Manage
Keys option in the
Admin tool and then
choose the new key.

Administration e M gy Aﬁk..

l Admin —
4= Back ko Mansge FescuTes th*onlﬁn

Manage Users for Key * ‘88885 (5 of 40 seats are avaiiable ) T
21 Associate Multipie Lisess fo Key

USP.NF Onling

Show |10+ | entries Search:

Lastiame FirstMame  Email Staws  Creabed By Date Associated

v v PR vered M 2016-03-25 x

e . _— e e verfied M R 20160303 =
- - B apem = verfied SRR 20168-03-26 x
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Excel template to
upload multiple users.

usp.org
7. Click on the Associate

Multiple Users to Key " .

button. Click on the link Administration Wi, ok .

to download the USP wdh .

= Back 1 harsge Resources

Manage Users for Key * ** "% 8 (39 of 40 seats are avasable )

2 e e

Uphaad Excel Template
= S—
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Open the downloaded
template. From the
previously downloaded
user Excel file, copy
the table information
without the headers
and without the
“Verified” column to
the USP Excel
template.

Note: Be sure not to
overwrite the column
headers in the
template when you
paste the information
from the previously
downloaded user Excel
file.

T

T e T —
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- = e | Lisa

|

] e H . 1 o K Lie A §

1 FirstNarme LastMame Ema

I~

1l Add Company Job-Title
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9. In the USP Excel _ “-m 1:-::*. : h“'?“'l-:?'.:wuﬂl Dofs  Ersww  View  ASdbm  CRemDfard Lrsis  Ebrprie Commat o 9:_.-.
template, make b e e € S o Y P S W R v i BT z
corrections to the data | : ™" e e 1 g T -

] UMITED STATES
. b ML
|n the mandatory 4 UNITED STATES
3 UNITED STATES
columns (mandatory & Soriar e UNITED STATES
column headers will ; i b
L] UNTED STATES
. ] Soennsr LTED STATES
have an asterisk) and = . S wrTED STATES
o 11 Adminntn UNITED STATES Syitem A
then save the file. i sy i e
15 Cosliry Mo UNITED STATES
bL ] Mlhlw UNITEDATATES
13 Dreality URITED STATES
1] Onsaliry UNITED STATES
aF Crsalrty UNITED ATATES
kL) Cazality UNITED STATES
. ety UNITED STATES
30 Titmaical Cualty UNITED STATEL
I ﬁ.l.d'lbf UNITED STATES
m rsality UNITED STATES:
% Ternial Cuslay UMITED STATES
N Cpalvty UNITEDATATES
- TesPnical Crualsy UNITED STATES
. ] Thaadity UNITED STATES
i) ity UNTEDSTATES
m ' o UNITEDSTATTS e Chir
e ) rsality UNITED STATES
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10. In the Admin Tool click
on the Choose File L. X
button and find your Administration Woritose o - .

saved template in the .
File Explorer. Once

. Free Resources  Faid Resources  Applications  Admin
selected, click on the . . T
Upload Template o o
10 harags Resourses
button. F Manage Keys
Manage Users for Key {39 of 40 seats are available.)
x
Upload Excel Template l
ﬁ tm-Fl-lmHer.hmen Wipiicesd Tempilate

Show| 10+ | entries Search:
LastMame FirstMame Email Status Created By Date Associabed
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If there are errors
when you upload the
spreadsheet, you will
get an error message,
highlighted in red,
indicating where the
errors can be found.
You can go back to the
Excel template to fix
those errors and try
uploading the template

again.

IDcravnibond Excel

Administration

4 Back bo Manage Resources

Manage Users for Key

Free Resources  Paid Resources  Applications

vouR account &

N

Mered Help?

Your uploaded file appars b be missing key data and could not Do processed. Please check the file for missing of imald data. Emors ane
imciicabisd] bry The: nomy NUEMDEr and Colusmn nanme(s) with the ermors [Tike value is empty at row number, 2, Titke value is emply al row number, 4
Titke walue is empty at row number: 5, Title value is empty ak row number: 8]

\ F Manage Keys

{38 of 40 seals are availabie.)

Show 10 = | entries Search:

LastHame Firstiame Email Created By Date Associated
20080718
Prgvidus 1 Hexi

Showing 15 1o 1 enires
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10.2 If the upload is
successful, you will e o o -
see a message’ Ad m I“ |5trat lon YOUR ACCOUNT ‘ﬂ .‘
highlighted in blue, .
indicating success. Free Resources  Paid Resources  Applications  Admin Noed Help?
You will also receive a
report In your emall' The: e has Deen SLcoessiully uploadtd and Neecs 10 De procéssed. Th processing report will De 3end in an email 1o the folowing address,
. Fleage afresh your EonaSRr afer pm:ess«rqrs\wmtemz&mrmﬂls
4= Backto Mansgs Resources F Manage Keys
Manage Users for Key (8 of 40 seats are available.)
Show 10 = entries Search:
LastHamse FirstName  Email SEatun Crested By Date Associaned
e - 180718 b 4
Wigifisd - 0180718 x
- Weifiesd ™ 250718 x
11. Note: Remember to
refresh or reload the
page to see the newly
associated Access
Point accounts.
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