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Copy Access Point Accounts to a New Subscription Key 
 
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  

 
 

https://register.usp.org/
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2. Click on the Admin tab 
to go to the Admin tool. 

 
 

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

 



 

3 Copy AP Accounts to a New Subscription Key 
 

4. Click on the 
“Download Excel” 
button to download the 
list of Access Point 
accounts associated 
with the expiring key.   
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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. 
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6. Click on the Manage 
Keys option in the 
Admin tool and then 
choose the new key. 
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7. Click on the Associate 
Multiple Users to Key 
button. Click on the link 
to download the USP 
Excel template to 
upload multiple users. 
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8. 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. 
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9. In the USP Excel 
template, make 
corrections to the data 
in the mandatory 
columns (mandatory 
column headers will 
have an asterisk) and 
then save the file. 
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10. In the Admin Tool click 
on the Choose File 
button and find your 
saved template in the 
File Explorer. Once 
selected, click on the 
Upload Template 
button. 
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10.1 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. 
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10.2 If the upload is 
successful, you will 
see a message, 
highlighted in blue, 
indicating success. 
You will also receive a 
report in your email. 
 
 

 
11. Note: Remember to 

refresh or reload the 
page to see the newly 
associated Access 
Point accounts. 
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