
 

            

Quick Administrator Guide for MSDN Volume Licensing 

 

This quick guide will show you the first steps on how to administrate subscriptions. It includes the following 

topics: 

1. Adding a Single Subscriber 
2. Adding Multiple Subscribers  
3. Changing a Subscription Level 
4. Exporting a List of Subscribers to Microsoft Office Excel 
5. Deleting/Removing a Subscriber 

 

To find more detailed information and further topics please visit the following webpage: 

http://msdn.microsoft.com/en-us/subscriptions/administration/default.aspx and click on ‘MSDN Subscriptions 

Benefit Administration Guideõ. This will provide you with a detailed administration guide which also includes useful 

information about tips and best practise. 

 

 

1. Adding a Single Subscriber 

(Step 1) MSDN Administrator has to sign into VLSC with Windows Live ID at 

https://www.microsoft.com/licensing/servicecenter/home.aspx  

 

(Step 2) Go to ‘Leverage Entitlements’ and click on ‘Assign MSDN and TechNetΩ 

 

(Step 3) Click on the hyperlink ‘Click here to visit the Relationship Summary and select a License ID to manage your 

MSDN subscriptions’ 

 

(Step 4) Click on your Licensing ID which will provide you with your License Details 

 

(Step 5) Go to Manage MSDN Subscriptions click here 

 

(Step 6) Another window will open Benefit Administration                                           
[NOTE: If you have more than one agreement please click on the hyperlinked Licensing ID for the 

agreement you would like to administer your benefits] 

 

(Step 7) To add a user click on “Add User” 
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(Step 8) Tick the box for the level you would like to add for the user, then “next” 

 
 

(Step 9) Please choose the Benefits while ticking the boxes you would like to assign to the user, then 

“next” 

 

 

(Step 10) Please fill out details which are asked for (required details are tagged with a star), then click 

“next” [NOTE: The Licensed User should match the User Benefit Level (Step 9)] 

 

 

 

(Step 11) Last step please check if all details are correct, if not go “Back”, if yes click on “Finish”. 

 



 

 

(Step 12) You will then get an Add user confirmation which includes the Benefit Access Number (BAN). 

      

 

(Step 13) The added user will receive an automatic email informing about the BAN next step to do. 

 

 

2. Adding Multiple Subscribers 

(Step 1) Go to the start page of the Benefit Administration Tool and click on “Add Multiple 

Users”  

        

 

 

(Step 2)  Click on “Download Excel Template”   

        

 

(Step 3) Prepare Excel template with User Data (maximum 250 users per upload). Instructions are 

detailed within the worksheet of the template. 

        



 

 

 

(Step 4) Copy data cells from the worksheet onto your clipboard. Please note: copy only the rows and 

columns that contain the user information! 

 

(Step 5) Submit User data by clicking on the “Paste and submit users from excel” button  

        

 

(Step 6) Depending on how many users are uploaded it will take a few minutes. Click on “Check Status” 

to see how many users are already uploaded.  

      

 

(Step 7) Once processing is completed the Add Multiple Users – Status page will be displayed. You will be 

able to correct any errors within the “User-Submission Details” section by clicking on the ‘Last 

Name’ hyperlink and correcting user information 

 

(Step 8) When all users are correctly added click on “Finish”  

       

     

 

 

 

 

 



 

 

3. Changing a Subscription Level 

 

(Step 1) Go to the start page of the Benefit Administration Tool  

 

(Step 2)  Search for the user and click on the hyperlinked Last Name of the user 

         

 

(Step 3) Scroll down to section Subscriber Downloads Details  and click on “Add Subscriber Downloads” 

       

 

(Step 4) Choose now the level you would like to add and click on “Save” 

       

 

(Step 5) Please remove now the old level while clicking on “Remove”. Ensure correct level is chosen! 

       

 



 

 

(Step 6) Click on “Ok” to continue. If necessary please change the “Licensed User” to correct level in the 

box named “User Profile”. Save your changes. 

 

 

4. Exporting a List of Subscribers to Microsoft Office Excel  

(Step 1) Go to the start page of the Benefit Administration Tool  

 

(Step 2)  Click on “Download All Users to Excel”  

       

 

(Step 3) Follow instructions to ensure your download will be successful and click on “OK” 

       

 

(Step 4) In the File Download dialog box please click “Save” 

       

 

 



 

 

(Step 5) In the “Save As” dialog box browse to the location where you want to save the spread sheet and 
then click again “Save”. 

 

 

5. Deleting/Removing a Subscriber 

[NOTE: Only delete subscribers who have no media assigned. If media is assigned to this particular subscriber 

please reassign the media to another subscriber. For more detailed information see the full administration 

guide] 

 

(Step 1) Go to the start page of the Benefit Administration Tool  

 

(Step 2)  Search for the user and tick the box in front of Subscribers last name. Click on “Remove Users”. 

       

 

(Step 3) Click on OK to confirm you want to delete the user. A message will appear that you successfully 

removed the user. 

 


