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HANDBOOK FOR THE SUBMISSION OF 

SETLISTS 

 
The following instructions will guide you step by step through the setlist 

submission for live performances in Austria.  

Hint:  For your first submission, we advise you to plan enough time to get used 

to our portal. It could also be helpful to print this guide. Please follow the 

instructions carefully.   

Please also keep an eye on our submission deadlines.  

Date of performance Last possible day of 
submission 

Distribution 

January to March May 15th December 

April to June August 15th June (following year) 

July to September November 15th June (following year) 

October to December February 15th December (following year) 
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1. Login 

1.1. Login to the Service portal 
Enter your username and the password to your account and press LOGIN. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.2. Changing personal data 
To change personal information (for example an e-mail address) follow these steps. 

• Click on “Mein Profil “(=my profile) on the left. 

• Now all the data under “Meine Persönlichen Daten” (=my personal data) can be changed. 

• Click SPEICHERN (=save) 

  

Username   password 

Name 

Adress 

e-mail adress 

phone number 

IP name number 

membership 
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2. Starting a new setlist submission 
After logging into the service portal, go to “Programmeingabe” (setlist submission) under “Meine 

Programme” (=my setlists). 

 

2.1. Selection of country 
The first step is to select the correct country. To submit a setlist for a performance in Austria, click 

WEITER (=continue). Austria is already pre-selected. 

 

2.2. Create and manage groups 
• For your first setlist submission you first need to create a group. A group can be e.g. a 

bandname, a choir or your artist name.  

The following info-banner indicates, that you have not yet created a group and you need to 

do this first thing.  

 

 

 

Click on GRUPPEN VERWALTEN (=manage groups) and then on NEUE GRUPPE ERSTELLEN 

(=create a new group). 

select country 
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After filling in the required information klick SPEICHERN to save your data. 

After that click ZURÜCK (=return) on the bottom left to go back to the setlist submission. 

Now this new group is ready for your setlist submission. 

 

• To add or edit groups please click again on GRUPPEN VERWALTEN. 

 

ATTENTION: Please note that the setlist submission should be done by one person only. Also for 

groups which contain of more than one AKM member, only one person needs to submit the setlist.  

 

 

 

 

 

 

 

Name 

Number of performers from 

To 

Band line up 

Line up description 

Setlist issuer 
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3. The setlist submission 
 

3.1. Overview 
After you have successfully selected the country where your performance took place, you are led to 

this overview.  

3.1.1. Selecting a group 
The first step is to select the group who performed the setlist you would like to submit. To create a 

new group or change details of an existing group see 2.2. Create and manage groups 

then click on the Button NEUE PROGRAMMEINGABE STARTEN (=start new setlist submission). 

 

3.2. Setlist submission for Austria 
For each setlist submission you can enter up to 10 performances. For more live performances start a 

new setlist submission. 

If your performance contained literary work, you can only enter one performance (for further 

information see 3.2.1 Events-data required to add an event). 

3.2.1. Events 
To add an event to your setlist submission, click VERANSTALTUNG HINZUFÜGEN (=adding an event). 

You now have the following options: 

 

Administer groups 

Start a new program notification 
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Adding a QR code now 

You can get a QR code from the organizer directly (either per e-mail or handed out in person) or you 

may find it printed out at the location. The QR code simplifies your setlist submission a lot, because 

you do not have to type in the information of the event manually.  

If you select this option, the following window opens. You can now choose how you want to add the 

QR code. 

 

• Scanning the QR code 

Click on this box and then hold your camera on the QR code. The code will automatically be 

recognized and you will be led to the next step of the setlist submission.  

 

• Upload a picture 

If you choose this option, you can upload a picture (jpg) of your QR code. The code will be 

automatically recognized and you will be led to the next step of the setlist submission. 

 

• The QR Code Token   

The token is the combination of letters and numbers under the QR code. Type it in and click on 

BESTÄTIGEN. 

 

Adding a QR code now 

Adding from previous saved QR codes 

Search in events 

Scanning the QR code 

Upload a picture 

Type/Copy the token 
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Adding from my QR codes 

You can scan the QR code directly at the event location. After following the link, you can save the QR 

code. You will find the QR code for the setlist submission in this menu. 

Search in events 

If you have not received a QR code from the organizer you can also search in events.  

- First enter the date of your event. You can also add the date by clicking on the calendar 

symbol.  

- Now the field “Ort suchen” (=search city) appears. Enter the postal code or name of the 

town where you performed in.  

- With the check box “Suche in gesamter Gemeinde/Stadtgebiet” (=search in wider region) 

you can expand or reduce the search results.  

- You now have the opportunity to enter another search term.  

- If you have found your event select it and enter the required information. 

 

My event is not listed 

If you cannot find your event you can click on the button MEINE VERANSTALTUNG IST NICHT 

DABEI (=my event is not listed) now you can enter the event data manually. 

ATTENTION: The button only appears if you have entered the search criteria in the step 

before. 
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To add an event manually, you now have to fill in this form and afterward click on ÜBERNEHMEN 

(=submit). 

 

Form of adress Academic degree Name of the organizer 

Adress of the organizer 

Phone number e-mail address 

=data of the organizer 

Adress of the venue 

Estimated number of visitors 

Name of the venue Date of event 

Was there dancing in the audience? 

Was pretaped music played? 

No of other groups that performed  

Playing time 

End of the event Begin of the event 

Has admission been charged 

for the event? 

Information about the performance 

Literary works 

Length of literary works, if performed) 
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Data required to add an event 

If you have entered your event via QR Code or search in events a box will appear, where you have to 

enter additional data. 

Veranstaltungsdauer: begin and end of the whole event 

Spielzeit: the playing time without breaks 

Literarische Werke Dauer: if there was literary work in your program enter how long the 

reading was. If there was no literary work, leave this space empty.  

 

Please send the following additional details to the literary work per e-mail to programme@akm.at.  

• Date 

• Location of event 

• Group 

• What kind of literary work was used 

• Author and publisher 

• Duration of the read work 

 

Adding the event to the Setlist Submission 

After entering all the required data click ZUM PROGRAMM HINZUFÜGEN 

 

 

3.2.2. Musical Work 
To add songs to your setlist submission, click MUSIKSTÜCK HINZUFÜGEN. Now you have three 

options. 

 

Add musical work manually 

Choose from repertoire 

Choose from setlists 

Begin of the event End of the event 

Literary works 

Playing time 

Date of the event 
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Add musical works manually 

For your first setlist submission or whenever you want to add new 

musical pieces you have to select this option. Fill in all the known 

information about the piece. The more information, the better. 

If you do not know the composer of a song, please the most popular 

performer. Please do not leave this field blank!  

Click ÜBERNEHMEN to save. 

In the next step you can enter how often you have performed the piece at each event. Select the 

correct event via the checkbox and enter the number under “Anzahl Aufführungen”. Click 

AUSWÄHLEN to submit. 

 

 

 

 

Choose from repertoire  

 

By selecting Auswahl aus Repertoire you 

can choose from your repertoire, which 

means choosing from all the pieces that 

have been entered manually before.  

Use the check box to select all the musical 

pieces you want to add to your setlist. 

To copy repertoire from another group, 

select the button REPERTOIRE VON 

ANDERER GRUPPE KOPIEREN. You can now 

choose the group of which you want to 

copy the repertoire. Click KOPIEREN to 

copy 

 

Click ÜBERNEHMEN to submit.   

 

ATTENTION: Creating a new musical piece here has nothing to do 

with the work registration, which also needs to be done. This is a 

separate process. If you have already registered a work, you 

must still create it here in order to add it to your setlist. 

ATTENTION: After creating a piece, changes cannot be made 

anymore. If you have entered incorrect information, please 

delete the work from the REPERTOIRE menu and create it again 

with the correct information. 

title 

composer 

arranger 

publisher 
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In the next step you can enter how often you have performed the piece at each event. Select the 

correct event via the checkbox and enter the number under “Anzahl Aufführungen”. Click 

AUSWÄHLEN to submit. 

 

 

 

 

 

 

 

Choose from setlists 

To save a setlist, which then can be used in future setlist submissions click ALS SETLIST-VORLAGE 

SPEICHERN after adding all your musical works. 

Now select the event from which you want to save the musical work und give your setlist a title. To 

finish this step, click AUSWÄHLEN. 

 

 

 

 

 

 

To use a setlist (that is already saved), select “Auswahl aus Setlist-Vorlage” (=choose from setlists) as 

your option in MUSIKSTÜCK HINZUFÜGEN (=adding musical works). Now choose your desired setlist.  

ATTENTION: a setlist can only be saved for one group. If you perform the same setlist also with a different 

group, please create the setlist separately. 

Name of the setlist 
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In the next step, you can enter how often you have performed the piece at each event. Select the 

correct event via the checkbox and enter the number under “Anzahl Aufführungen”. Click 

AUSWÄHLEN to submit. 

  

Removing musical works 

To remove musical works that have already been added, click on the little bin symbol in the end of 

the line. The piece will only be removed from your current setlist submission, not your repertoire. 

You can always add it again by clicking on “Musikstück hinzufügen” – “Auswahl aus Repertoire”. 

To delete all the added musical pieces, you can also use the Button “Musikstücke entfernen”. Here 

you can choose between “Alle Musikstücke entfernen” (=delete all musical works) or “Alle 

Musikstücke ohne Aufführungszahl entfernen” (=delete all musical pieces with 0 in the column 

“number per performance”).  

Please note that the option “Alle Musikstücke entfernen” is not available, in case you edit an already 

submitted setlist. 

 

ATTENTION: When selecting a setlist, other musical work that has been added before will remain in the 

setlist. Additional works from the setlist will appear.  
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Order of the musical pieces 

To get a better overview you can sort your musical pieces by number or alphabetically. Click on the 

arrow next to “Nr” (to sort by number) or the arrow next to Titel (=title). The arrow next to “Titel” 

only appears once you hover over the word with your cursor. To sort the music pieces individually 

you can also use the drag and drop option by holding the little arrows next to the individual numbers. 

This is only possible if you have sorted your titles numerically beforehand.  

 

The orange exclamation mark 

The orange exclamation mark next to the bin symbol means that the title is not yet assigned to an 

event in your setlist submission. You either have to delete the title, if it has not been performed at 

that event or type the number of performances in the box. 

 

The number of performances has to be filled in for each event. If you have entered more than one 

performance, please enter a number in every box. If no number is entered the orange exclamation 

mark appears. If the exclamation mark appears over VA it means, that you have not yet entered a 

number to any of the musical works for this event. 
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3.2.3. Submission of the setlist 
After correctly adding all your played musical works click WEITER on the bottom right side of the 

page. 

 

 

3.3. Summary 
You will now see a summary of your setlist submission. Please check if all the data (date, location, …) 

is correct. If not, you can go back and correct it by pressing ZURÜCK.  

To save the musical works for your next login, tick off the checkbox “Musikstücke Eingaben für 

nächste Anmeldung behalten” (see below screenshot).  

ATTENTION: The number in the column “Summe” indicates how often a piece is performed at all 

events together. 

MINIMUM STANDARDS  (MST): 

A minimum of 3 and a maximum of 18 titles per hour of playing time are plausible. Alternatively 

on title can contain three short titles. In case those criteria are not fulfilled your setlist will not be 

taken into account for our distribution according to “Abrechnung +”. You will find further details 

about “Standardabrechnung” and “Abrechnung +” in our Distribution Rules. 
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When everything is correct you can print or download your setlist submission by clicking on 

DRUCKANSICHT. 

Finally click ABGEBEN to submit your program notification. 

 

3.4. Confirmation 
In the end you will see a confirmation of your setlist submission. We strongly recommend that you 

either print it or save it as a PDF on your device.  

 

Explanation of the symbols   

Red X  Green checkmark   Magnifying glass 
 

In the confirmation you can also see the current verification status of your submitted setlist.  

Depending on how you added the event data to your setlist submission, different verification 

processes take place now: 

• Adding an event via QR code 

The submission has a green checkmark and the 21-day correction-/verification period begins. 

During this period, we reserve the right to contact the organizer(s). The organizer has the 

opportunity to object to your setlist submission. If no objection is raised, the setlist 

submission is considered confirmed and the green checkmark remains. 
 

• Search in events 

After submitting your setlist you will see red X next to it. The 21-day correction-/verification 

period begins. 

The organizer has now received a notification about your setlist submission and has the 

opportunity to confirm it within these 21 days. If we receive confirmation, the setlist 

submission will be displayed with a green checkmark. 

If we do not receive confirmation from the organizer or the organizer objects to your setlist 

submission, you will receive a notification by email, in which we ask you to recheck your 

entered data and provide feedback. This feedback is necessary for us in order to further 

process your setlist submission. If no feedback is provided, your setlist won’t be distributed.  
 

• Adding an event manually 

The performance is marked with a magnifying glass symbol and the data is instantly 

forwarded to the AKM licensing department, who is checking the licensing status of the 

event data you submitted. This may take some time, so please be patient. Once a result is 

available, you can see it in the service portal and the 21-day correction-/verification period 

will start. If the verification is successful, your setlist submission will be marked with a green 

checkmark and you will receive an email. If the verification could not be completed, your 

setlist submission will be marked with a red X and you will receive an email with the 

corresponding reason. 
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After the correction-/verification period has ended your setlist submission is listed under 

“Übertragene Programme”. 

4. Correction period 
After the submission of your setlist the correction period of 21 days starts. During that time, you can 

make corrections on the musical pieces. 

Go to “Programmeingabe” and click WEITER on the page where you can select a country. You will 

now see the “Programmeingabe Übersicht “(=overview of setlist submissions). Setlist submissions 

which can still be changed are listed under “Abgegebene Programme”. You can edit them by clicking 

on the pencil symbol. 

 

After the correction period is over, you cannot do any further changes on the setlist submission. You 

will now see your setlist submission under „Übertagene Programme “. You can also download them 

now for your archives.  

 

 

ATTENTION: Only musical works can be changed during the correction period. To change event data the 
program notification has to be deleted and a new one has to be created.  
To delete a program notification please send an e-mail to programme@akm.at 



18 
 

5. Submission deadlines 
You have until the 15th of the month after the quarter ends to report programs. We kindly ask you to 

observe these deadlines, as they are essential for correct distribution. After the deadline, it is no 

longer possible to submit setlists for performances of the last quartet. 

Date of performance Last possible day of 
submission 

Distribution 

January to March May 15th December 

April to June August 15th June (following year) 

July to September November 15th June (following year) 

October to December February 15th December (following year) 

 

Thank you for your submission! 


