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You can submit your setlist (= program notification) for your public performances in Austria via our 
AKM service portal (http://www.akm-aume.at). 
 
 

1. LOGIN 
 

a) To log in click the icon on the top right:  
 
 
 

b) Enter your username and your password: 

 
 
 

 
 
  

 
 

 
c) Click the My Profile icon in the 

navigation bar. 

 

 
d) Please make sure that your current e-mail 

address is saved and add further data if necessary. 
 
 
 
 My personal data 

 

 
  

MEIN 

PROFIL 

MEIN 

KONTO 

MEINE 

HITS 

MEINE 

PROGRAMME 

MEINE 

PRODUKTIONEN 

USERNAME 

PASSWORD 

http://www.akm-aume.at/
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2. GROUPS 

 

i) CREATE YOUR FIRST GROUP  

 

If you log in for the first time, please create a group for your band, choir or your pseudonym.  
 create separate groups for your different formations. 
 

a) Go to ‘Meine Programme’ (=my program notifications) and select ‘Programmeingabe’ (=submit 
a setlist).  

 

 
 

b) Click ‘Aufführung in Österreich’ (=performance in Austria). 

 
 
 
 
 
 
 
You will see our submission deadlines. Click ‘weiter’ (=continue). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

October - December 

January - March 

April - June 

July - September 

October - December 

until February 15th  

until May 15th 

until August 15th 

until November 15th 

until February 15th 

Event period 

Last possible day for 

program notification 

Month of 

distribution 

December 

December 

June 

June  

December  
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c) On the next page, you will be asked to create a group. Click ‘Gruppe’ (=group): 

 

 
 

d) Now create a group by clicking the ‘Gruppe hinzufügen’ (=add group) button: 

 
 
 
 
 
 
 
 
 
 
 
 
You can now enter the required information (name, members of the group, etc.) and confirm your 
entries by clicking ‘hinzufügen’ (=add). 
 
 
 

ii) ADD GROUP OR MAKE CHANGES TO AN EXISTING GROUP 

 

If you already have one or more groups but want to add another one or if you want to make changes 
to an existing group, please click “Gruppen verwalten” (=manage groups) 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(=select groups and programs) 

(=manage your groups) 

NAME OF YOUR GROUP 
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3. MY EVENTS 

 

i) ADDING AN EVENT VIA QR CODE 

(If you don’t have a QR code please see page 9) 

 
a) You can add performances by using a QR code. The big advantage of using QR codes is that 

event data will be transferred automatically, so you do not have to put in information manually. 
You receive the QR-Code for your event directly from the organizer ( the organizer of the 
event either hands it to you at the event or they can also send it to you via e-mail; if you do not 
receive it from the organizer automatically, please ask them for it.) 

 
 

 
 

 

 

 

 

 

b) If you have received a QR code from the organizer, please click ‘Weitere Veranstaltung mittels QR-

Code hinzufügen” (=add another event by using a QR code). 

 
 

 

You have several options for adding the QR code: You can either scan the code, upload it as a picture or 

enter it as a token (a combination of letters and digits). 

 

 

 

 

 

 

 

 

a) To scan the code, please click ‘QR-Code scannen’ (=scan QR code) and point the camera at the QR 

code. You will be redirected to the next page. 

(=scan QR code) 

(=upload picture) 

(=enter QR code token) 

(=my performances) 
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b) To upload the QR code as a picture (.jpg), please click ‘als Bild hochladen’ (=upload picture) then 

choose the correct file on your device and upload it. You will be redirected to the next page. 

c) To enter a QR code token, please enter the combination of letters and digits, which can be found under 

the QR code and click ‘bestätigen’ (=confirm). 

The data of your event will be displayed. Click ‘Zu meine Veranstaltungen hinzufügen’ (=add to my events) to 

save the event. 

 

 

 

 

 

 

 

 

In the next step, please choose your group and add it by clicking ‘Hinzufügen’ (=add). 

 

4. SUBMIT A PROGRAM NOTIFICATION 
 In case you do not have a QR code, you can enter your event data manually in this step. 

 
In the menu bar, select ‘Meine Programme’ (=my program notifications) and click ‘Programmeingabe’ (=submit 

a setlist). 

 
 
 
 
 

 

 

 

 

 

EVENT XYZ (Name of event) 

John Doe (Name of organizer) 

Maple Street 1, 1010 Anytown (Adress of organizer) 

 

01.01.2024 (Date of event) 

Name of the venue 

Maple Street 10, 1010 Anytown (Adress of the 

venue) 

01.01.2024 

EVENT XYZ (Name of event) 

John Doe (Name of organizer) 

Maple Street 1, 1010 Anytown (Adress of organizer) 

 

01.01.2024 (Date of event) 

Name of the venue 

Maple Street 10, 1010 Anytown (Adress of the venue) 

NAME OF YOUR GROUP 
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Click ‘Aufführung in Österreich’ (=performance in Austria) to submit a program notification. 

 
  
 

You will once again see our submission deadlines. Click ‘weiter’ (=continue). 

 

SELECTION OF GROUPS 

Choose the group you have just created or pick a group from the dropdown-menu. 

Your current e-mail address will be displayed right underneath the group name. To change the e-mail address, 

please see step 1. 

 

 

 

 

 

 

 

ENTERING EVENT- AND MUSICAL WORKS DATA 

 
Click ‘Weiter zur Programmeingabe‘ (=continue to submit a program). 
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If your group is classified as ‘F’, the following note appears. Click ‘verstanden’ (=agree). 

(For further information to the classification criteria for S and F see our distribution rules, main chapter 2, item 4 

(5)) 

 

 

 

 

 

 

 

 

i) EVENTS 

 

You can enter up to 10 performances per program notification. Create a new program notification for further 

event dates. 

 If your program contains literary works, only one performance per program is allowed! 

 
By using the button ‚Formular leeren‘ (=clear form) you can delete event dates 

and works you have entered before. 

 
 
 

 

 

If you only want to change the event dates but keep the entered works, please 

put a check mark in the box ‘Musikstücke beibehalten’ (=keep works).  

(confirm clear form – no/yes) 

 

If your performance was a dance event, please put a check mark in the box ‘Tanzveranstaltung’ (=dance 

event). 

 
 
 
 
 

OPTIONS FOR ADDING AN EVENT 

You can see a list of all the events you have added before under ‘Meine Veranstaltungen’ (=my events) by 

using a QR code. 

If you want to choose one of these added events, click “Aus ‘Meine Veranstaltungen’ hinzufügen” (=add from 

‘my events’). 
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Choose the correct event and click ‘Veranstaltung übernehmen’ (=add event). 

In the next step you have to fill in the duration of the event (=Veranstaltungsdauer) in military time, e.g. 18:00-

20:00 and your actual playing time (=Spielzeit) in HH:MM, excluding breaks or literary works. To submit this 

information click “Zum Programm hinzufügen” (=add to program). 

In case your performance includes literary works, please fill in the duration of the literary performance in 

HH:MM. 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

ADD EVENTS BY USING A QR CODE 

Click ‘Veranstaltung mittels QR-Code hinzufügen‘ (=add event via QR code) 

 

 

 

 

 

 

NAME of event 

John Doe (name of organizer) 

Maple Street 1, 1010 Anytown (Address) 

 

01.01.2024 

name of venue 

Maple Street 2, 1010 Anytown (Address) 

01.01.2024 

Duration of the event 

Actual playing time 

Duration of the literary performance 

= add to program 
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You once again have the option to scan a QR code, upload it as a picture (.jpg) or to enter it by using a token 

(for further information to these three options see page 4). 

 

 
 

 

ADD EVENTS MANUALLY 

Click ‘Veranstaltung manuell hinzufügen’ (=add event manually). 

Please fill in all fields! Only the field for the duration of literary works is optional. 

If the organizer and venue data have already been entered once before, you can select them from the 

dropdown menu in the fields ‘Übernahme Veranstalterdaten’ (=select organizer data) and ‘Übernahme 

Lokaldaten’ (=select venue data). 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In case the organizer and venue data are the same, put a check mark in the box ‘Lokaldaten vom Veranstalter 

übernehmen’ (=apply data from organizer). 

 
 

Event duration:  

The entire duration, including breaks 

and performances by other artists, 

must be entered. (e.g. 18:00-22:00) 

Actual playing time:  

The real playing time of your 

performance, excluding breaks or 

literary works must be entered in 

hours and minutes. (HH:MM) 
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SUBMISSION OF LITERARY WORKS 

In case your program of the event included literary works and you have therefore filled out the field 

“Dauer eines literarischen Werks” (=duration of a literary work), the program notification may only 

contain one event. 

Please enter the duration of the literary work (e.g. 15, 30 or 45 minutes) when entering the event data.  

Confirm your entries by clicking on ‘Übernehmen’ (=apply). 

In addition to this program notification via our online portal, please send us an email to 

programme@akm.at including the following details about the literary works: 

 Date 

 Venue 

 Group 

 Literary work, presentation, prose, recitation, etc.  

 Author & publisher 

 Duration of the individual spoken passages 

 

You can now still make changes to the submitted date, time and duration by clicking the pen 

icon (changes to the event location are not possible anymore). You can also delete the whole 

event by clicking on the bin icon. 

Please note: If you want to delete the only submitted event, please click ‘Formular leeren’ (=clear form) and not 

on the bin icon next to the event. Otherwise an error message will appear. 

If you want to keep the musical works for creating a new event, please set a check mark in the box 

‘Musikstücke beibehalten’ (=keep works).  

 

 
 
 
 
 
 

 

HOW TO SORT YOUR EVENTS 

You can sort the events you have entered chronologically or alphabetically by organizer or location. To 
do so, please click the underlined headings. The sorting can be set in ascending or descending order. 

 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 

mailto:programme@akm.at
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ii) MUSICAL WORKS 

 

OPTIONS FOR ADDING MUSICAL WORKS 

 

 

 

 

 

 

 

 

 

 

 

 

If you are submitting your first program notification or if you are submitting musical works, which have not been 

submitted on a setlist before, you will need to add them to you repertoire list.  

The musical works will be saved and will be available to you the next time you submit a setlist for the same 

group (please note that your repertoire list is group-specific; you can however copy your repertoire list from one 

group to the repertoire list of another group – see page 14 for more information).  

 

ADD MUSICAL WORKS MANUALLY 

To add musical works to your repertoire list you need to click ‘Manuelle Erfassung’ (=manual entry).  

 
 
 
 
 
 
 

 

 
IMPORTANT INFORMATION!  

Musical works, you have registered before in our database are not automatically shown in your repertoire list for 

program notifications.  

 

In your repertoire for program notifications, musical works cannot be changed at a later date! If your 

entry is incorrect/incomplete, you need to delete the work. 

Note that you can only delete works in the ‘Repertoire’. Adding titles is only possible through program 

submission (‘Manuelle Erfassung’ – Manual entry) or when adding a setlist (‘Als Setlist-Vorlage speichern’ - 

save as setlist-template). 

 
 
 
 

Manual entry 
Select from repertoire 

Select from setlist-template Save as setlist-template 

Manual entry 

https://www.akm-aume.at/akm-webapp/#/werke-melden
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Please fill in all the fields and let us know whether the title was sung or if it is an instrumental piece only. 

The more information you can provide, the better we can assign the correct title. 

In the field ‘Datenübernahme’ (=data transfer), you can see saved works from the repertoire menu. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have filled in all required fields, please click ‘Einer Veranstaltung zuordnen’ (=assign work to an 

event) if you want to add only one work to this program notification. If you want to add more titles click ‘Einer 

Veranstaltung zuordnen und weiteres Werk hinzufügen’ (=assign work to an event and add another work). 

In the next step, you can assign the musical work to one or more events by putting a check mark on the left 

side of the event. The number of performances will automatically be set at 1. Click ‘Auswählen’ (=select). 

 
 
 
 
 
 
 
 
 
 
 
 
  

Select 

New data entry 

Title 

Sung 

Composer 

 
Arranger 

Publisher 

Short title 

Number of performances 

Assign work to an event 

Assign work to an event and add another work 

Cancel 

Add musical piece  

Data transfer 
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In case you would like to add an instrumental version or a short version of an existing work, choose the 

sung version, change the relevant information, remove the check mark on ‘gesungen’ (=sung) and click ‘Einer 

Veranstaltung zuordnen’ (=assign title to event). The following note appears:  

 

 
 

Since an instrumental or a short version of a title are not the exact same, please click ‘NEIN’ (=no). 

If you want to add several works, please select ‘Einer Veranstaltung zuordnen und weiteres Werk hinzufügen’ 

(=assign to event and add another work). 

 

HOW TO SELECT TITLES FROM THE REPERTOIRE 

All the works you have manually added and submitted on a program notification before will be shown in your 

repertoire list. 

You can select the works for your program notifications by putting a check mark in the box on the far right. 

Continue by clicking ‘Übernehmen’ (=apply) and assign your works to the corresponding events. The number of 

performances will automatically be set at 1 but can be changed individually. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can search for titles in the field ‘Titelsuche’. 

You can add works from any of your groups to the repertoire list of another group by clicking on ‘Repertoire von 

anderer Gruppe kopieren’ (=copy repertoire from another group). 

 

 

 

  

Copy repertoire from another group 

Title search Select works 
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Select from setlist-templates 

iii) SETLISTS 

You can create and save “ready-to-go”-setlists, which you can add to your events. In this case you don’t need 

to choose all musical works you performed at a certain event separately from your repertoire list, you can 

simply assign an existing setlist to an event.  

When you create setlists, make sure that none of them have the same name. 

 

CREATE A SETLIST 

In order to create a setlist, either select your works from your repertoire or enter them manually. 

 

 

 

 

 

Once you have entered and/or selected all the works, you can save the setlist for future program notifications 

by clicking on ‘Als Setlist-Vorlage speichern’ (=save as setlist-template).  

Assign the setlist to the event by setting a check mark in the box on the far left and click ‘Übernehmen’ 

(=apply). 

 

 
 
 
 
 
 
 
 
 
 
 
In the next step, fill in the name of your setlist in the designated field.  

 
 
 
 
 
 
 
 
 

USE AN EXISTING SETLIST-TEMPLATE FOR A NEW PROGRAM NOTIFICATION 

 
After adding the event data, you can choose an existing setlist by clicking on ‘Auswahl aus 
Setlist-Vorlage’ (=select from setlist-templates). 
 

 

 

 

 

Manual entry Select works from your repertoire 

Save as setlist-template 

Save works as setlist 

Assign works to an event 

Enter setlist name 
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elect the setlist you would like to assign to your current event, fill in the number of performances and click 

‘Übernehmen’ (=apply). You also have the possibility to search for setlists. 

 

 

 

 

 

 

 

 

 

 

HOW TO SORT YOUR MUSICAL WORKS 

 
For a better overview, you can sort the entered works numerically or alphabetically. In order to do so, click the 

underlined headings (Nr. /Titel). The data can be sorted in both ascending and descending order. 

With numerical sorting, you also have the option of changing the order by moving works up or down. Use the 

arrows next to the delete icon. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The number of performances must be indicated per event. Regardless of whether you have entered one, two or 

more events; please enter the number of times you have played the title for each event.  

The total sum (Σ) of the performance numbers is filled in automatically and cannot be changed by you.  

Search setlists 

Number of performances 

Select your setlist 

Event 1 
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Tip: We recommend using setlist-templates (see page 15) if… 

 …you submit several performances in one program notification 

 …your performances last several hours 

 …you play many titles 

 

IMPORTANT! 

The number of performances indicates how often a piece  

of music is played per event. 

 

MINIMUM STANDARDS! 

A minimum of 3 and a maximum of 18 titles per hour of actual playing time are permitted. 

Alternatively, one title can consist of three short titles. 

 
 

 
Once you have filled in all the required information, click ‚Einträge speichern‘ (=save entries). If you want to 

make changes to your entries click ‘zurück’ (=back). 

 
 

 

Once you have completed your entries and made sure all the information is correct, click ‘Weiter’ (=continue). 

 

 
You will then see a preview of your entered program. You can still make changes to your program notification at 

this point. 

 
In case you want to use the same titles for your next program entry, please put a check mark in the box 

‘Musikstücke Eingaben für nächste Anmeldung behalten’ (=keep titles for next entry). 

 

 
If you want to print the preview of your program notification, click ‘Druckansicht’ (=print preview). 

Please make sure all of your entries are complete before sending the program notification. To submit it, click 

‘Abgeben’ (=submit). 

You will receive a confirmation for your submission. You can print there also a pre version of your program 

notification. 



   Page 17 

 
 
You can also see the current status of an event on the confirmation page. 
Events that you have entered manually or via QR code are checked by us and then prepared 
for distribution. In case this check results in a negative outcome, you will receive an email 
from us informing you of this matter. 
 
 Positive check 

 Negative check 
 
Please note that the distribution status of your program and the information about this change 
via e-mail only happens during the correction period (see below). In rare cases the change of 
the status can occur after this period (e.g. if the event turns out to be a charity event and the 
respective information has not been communicated to us beforehand). In this case the 
symbol next to your program (see above) won’t change anymore and also e-mails regarding 
this change are not sent. 
 
 

5. CORRECTION DEADLINE 

After submission you have 21 days to make corrections to the musical works (please note that changes to the 

event information are not possible after you submit the program notification). If the minimum standards (see 

page 17) are not met and no changes in this regard are made within the correction period, the program 

notification will be settled without surcharges (for further information see Section C, 2nd main chapter of the 

distribution rules).   

If you want to make changes during the correction period, go to ‘Meine Programme’ (=my programs), select 

‘Aufführung in Österreich’ (=performance in Austria), click ‘Weiter’ (=continue) and click the pen icon next to the 

program notification you would like makes changes to (you find it under ‘Abgegebene Programme’ (=submitted 

program notifications)). 

Please note that no more changes can be made to the event data at this point! 

In case of an incorrect entry, the program can only be completely deleted and re-entered. 
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No changes are possible after the 21-day period has expired. The program will then 
be available for download as PDF or CSV-file in the category ‘Übertragene 
Programme’ (=transferred programs). 
 

 
 

 
 
 
 
 
 

6. SUBMISSION DEADLINES 
 

You can submit programs until the 15th of the 2nd month after the end of the quarter. After this date, it is no 

longer possible to submit program notifications from previous quarters. 

  

Event period Last possible day of 
submission 

Distribution 

January - March May 15th December 

April - June August 15th June (following year) 

July - September November 15th June (following year) 

October - December February 15th  December (following year) 

 
 

THANK YOU FOR SUBMITTING YOUR PROGRAM NOTIFICATIONS! 


