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LOG IN

WWW.ABC.ORG.ZA

SELECT MEMBERS AREA

abc online

All existing users have a been imported into the new system. 

UserName is your FirstNameSurname [one word]

Password is your SA Identity Number. 

If you are unable to login please call the ABC for assistance.
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click

Follow the steps as they come up
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ABC MEMBER DASHBOARD

abc online

• PLEASE NOTE THAT THE MENU OPTIONS 

SUBMIT AND MEMBERS ARE AVAILABLE TO 

DESIGNATED USERS ONLY. THEY WILL NOT 

APPEAR AS OPTIONS FOR NON DESIGNATED 

USERS

• FURTHER EDITING COMPANY PROFILE 

OPTION ARE AVAILABLE TO DESIGNATED 

USERS. PERMISSIONS ARE SET BY THE ABC
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• SUBMISSION (CIRCULATION SUBMISSION SEE DATA SUBMISSION)

• REPORTS (CURRENT AND HISTORICAL BY YEAR BY QUARTER)

• HEADLINE REPORT (CURRENT AND HISTORICAL BY YEAR BY QUARTER) – SIGNED AVAILABLE 
FROM 2014 QUARTER 1

• MEMBER (MANAGE PUBLISHER AND PUBLICATION DETAILS SEE PUBLISHER & PUBLICATION DATA 
MANAGEMENT)

• PROFILE (MANAGE YOU OWN PROFILE)

Click on menu option to open 

required action
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Click 

to 

return

Click for 

sub-

menu

Create 

New

General navigation to required action from any list in member 

and profile

Edit Add New Go To History
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Sorting and searching

Click any 

column to sort

Enter full or part of the 

Publisher or Publication or Sector in search box

Paging

Adjust number of 

records per page
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Click on Sign in and select Register

Fill in details

You will receive an email asking you to 

confirm your Email address
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Based on your selection the forms that follow User Application 

will be added to ensure your application is comprehensive
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Complete the form, you will be directed to fill in  further 

forms or to the confirmation page based on your  

Application Type
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If Selected on User – Application Type for 

Event Organiser Application Form

Event Organiser

You will be directed to Person responsible for paying the account
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From Member  Application

You will be directed to Application confirmation page

Finally you will be returned to this page, you will not be able to access other functions 

until your application has been approved by the ABC
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Click on Add new Event

A single line for your organization will appear on the list, from there you add new events 

and submit the data at the same time

Event List
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From the Menu select Event under 

Submission



EVENT DATA SUBMISSION GUIDE

LIST OF EVENTS
1. LIST OF EVENTS AND THEIR CURRENT 

STATUS (NOTE FOR NEW PERIOD THERE 

WILL BE A SINGLE LINE, CLICK ON ADD 

NEW EVENT) 

2. CLICK ON ADD NEW EVENT. THE INPUT 

FORM WILL OPEN

3. NOTE THAT ONLY “AWAITING 

SUBMISSION” ARE AVAILABLE FOR INPUT

4. AWAITING PROCESS ARE NO LONGER 

AVAILABLE FOR INPUT 

INPUT FORM
1. ENTER DATA INTO THE RELEVANT ROWS 

AND COLUMNS ON THE FORM

2. CLICK SAVE TO TOTAL/AVERAGE THE 

FORM

3. ONCE YOU ARE HAPPY WITH YOUR 

INPUT CLICK THE SUBMIT BUTTON

4. THE LIST OF EVENTS WILL APPEAR. 

5. THE ABC WILL BE NOTIFIED THAT YOUR 

INPUT IS COMPLETED.

DATA VALIDATION
1. THE ABC WILL VERIFY THE INPUT FORM TO 

ENSURE THAT ALL THE INFORMATION IS 

COMPLETE

2. AN E-MAIL WILL BE SENT TO YOU ONCE THE 

INPUT FORM HAS BEEN PROCESSED

3. IN THE EVENT THAT THE DATA DOES NOT SEEM 

CORRECT A REVISION WILL BE REQUESTED

4. AN EMAIL WILL BE SENT TO YOU AND YOU 

FOLLOW THE PREVIOUS PROCESS EXCEPT THAT 

YOUR PREVIOUS DATA WILL BE ON THE FORM

5. MAKE ADJUSTMENTS AS REQUIRE AND FOLLOW 

STEPS 2 TO 5 UNDER INPUT FORM

abc online 15



INPUT FORM - EVENT

abc online 16

Fill in the required data and Save to average 

the form 

Fill in the event details

When you are happy with the input click on 

Submit to return to the Media List



online

Click on Add new Event

The ABC will audit the event and once they have processed the submission the event will 

appear on the Event report for the period

Event List
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Note that the Event Details are now on the list



CERTIFICATE UPLOAD

CERTIFICATE
1. WHEN YOU RECEIVE THE EMAIL NOTIFYING YOU THAT THE 

CERTIFICATE IS READY

2. GOT TO SUBMISSION FROM THE MEMBER DASHBOARD

3. ON THE LIST CLICK ON VIEW/DOWNLOAD UNDER UNSIGNED 

CERT NEXT TO THE APPROPRIATE PUBLICATION

4. THE CERTIFICATE WILL OPEN

5. CLICK THE PDF BUTTON ON THE TOP RIGHT OR DOWNLOAD 

CERTIFICATE PDF BUTTON

6. THE FILE WILL SAVE ONTO YOUR COMPUTER

7. PRINT THE FILE

AUDITING THE CERTIFICATE

1. THE AUDIT CERTIFICATE NEEDS TO BE 

SIGNED BY YOU AND STAMPED BY THE 

AUDITOR COMPLETING THE AUDIT OR BY 

THE ABC WHERE APPLICABLE.

2. THE AUDITOR NEEDS TO AUDIT THE 

INPUT FORM AND SUBMIT HIS/HER 

ORIGINAL AUDIT REPORT TOGETHER 

WITH THE AUDIT CERTIFICATE TO THE 

ABC

3. WHERE THE ABC AUDITS THE INPUT 

FORM, IT WILL ISSUE THE AUDIT REPORT, 

SO YOU JUST SIGN THE CERTIFICATE

UPLOADING THE CERTIFICATE
1. SCAN THE COMPLETED CERTIFICATE PLUS THE 

AUDIT REPORT, WHERE APPLICABLE, INTO A SINGLE 

PDF DOCUMENT

2. GO TO SUBMIT ON THE MEMBER DASHBOARD

3. SELECT UPLOAD CERTIFICATE ON THE LIST

4. SELECT THE BROWSE BUTTON AND SELECT THE FILE 

ON YOUR COMPUTER

5. CLICK UPLOAD ONCE THE FILE HAS BEEN UPLOADED 

THE PUBLICATION LIST WILL APPEAR.

6. TO CHECK YOUR UPLOAD, SELECT VIEW 

CERTIFICATE FROM THE LIST.

abc online 18
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Certificate View - unsigned

To return to 

certificate 

selection

To print
To print
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Certificate View - signed

To return to 

certificate 

selection

To print

To print
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All finalized reports are available for selection

Event Report Selection

Click on report 

21

Select Event under 

Reports on the menu
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For printing and export follow the instruction of your browser . See printing for best printing results

Event Report View

To return to report 

selection To print
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Report exported file open

If this error occurs 

click yes

If this error occurs 

click o

23



P
R
IN
T
IN
G
 R
EP
O
R
T
S

online

Internet Explorer

select

select

Change

Changechange

change

Google Chrome

select

select
Change

Change
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AUDIT BUREAU OF CIRCULATIONS

TEL +27 11 447 4290

EMAIL ABC@ABC.ORG.ZA

online
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