
Community Newspapers: 
Reading and Filing Your 

Publisher’s Statement
Welcome to the Community Newspaper Audit online filing and Publisher’s Statement informational tutorial.The pur-
pose of this tutorial is two-fold: to introduce you to the new simplified Publisher’s Statement format and to walk you
through the CNA online filing tool.

HHiinnttss  aanndd  TTiippss

◆ IMPORTANT NOTE: Your online Publisher's Statement is already formatted for CNA. If your frequency of reporting
has changed since the last filing period, please contact Tim Leen at 224-366-6435 so that he may adjust the online tool
to reflect the change in frequency reporting. Otherwise, any CNA newspaper member is able to use the online tool.

◆ A comment box is provided for feedback. Please use this feature to report any problems or difficulties, or to provide
necessary explanations in filing your Publisher’s Statement.

◆ While you are working in the data entry portion of the tool, please use the Save/Recalculate feature often to save
your work. Using this feature only saves the data, it does not submit it to ABC.

◆ It is strongly recommended that you print a copy of your Publisher’s Statement prior to submitting it to ABC.
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RReeaaddiinngg  tthhee  CCNNAA PPuubblliisshheerr’’ss  SSttaatteemmeenntt

At the top of the Publisher’s Statement, you will notice that your newspaper is identified as a community newspaper.
Beside that designation, there are no other changes to this part of the Publisher’s Statement.

Paragraph 1 continues to report the Total Average Paid Circulation by frequency and by category of circulation.



Paragraph 1A is a breakdown of the core newspaper by circulation type.The first section is reserved for average
home delivery and mail and average single-copy sales paid for by the individual recipient. Below this resides the
Other Paid Circulation categories.The Other Paid subtotal line provides an average of all Other Paid Circulation.

The Total Average Paid Circulation line provides a total average by adding the Total Average Paid Circulation by
Individual Recipient Circulation - Core Newspaper with the Other Paid Subtotal.This provides the Total Average
Paid Circulation figure reported in this paragraph and also matches Paragraph 1.The section below Total Average
Paid Circulation includes the reporting of Other Audited Circulation, Total Circulation and any days that were
omitted from averages.

The next section includes Audience-FAX data if your newspaper participates in that service. If ABC audits your non-
paid newspaper product, the circulation claims for that product are reported below the Audience-FAX information.

Paragraph 2 is dedicated to the reporting of Basic Prices.A basic price must be reported for home delivery and single
copy. Also, if you established a basic price for your electronic edition or hybrid, these basic prices are also reported.
Please note that there are no breakouts by zone on the CNA statement.

Paragraph 3 only appears on the Audit Report.

Paragraph 4 is now the explanatory paragraph. It provides definitions and explanations of newspaper products, non-
publishing days and unpaid distribution, as well as other information.
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FFiilliinngg  YYoouurr  PPuubblliisshheerr’’ss  SSttaatteemmeenntt

The Publisher’s Statement online filing tool allows ABC members to submit their circulation to ABC electronically.
There are convenient built-in formulas which help reduce common mathematical errors.

To begin filing your Publisher’s Statement online, you will need to go to www.accessabc.com and click on the
Publisher Filing Center.

After logging in, you will be taken to the Publisher Filing Center. At the top of the page you will see four tabs titled:
Message Center, Publisher’s Statement Filing,Audit QuickLink and Preprint Projection Center. Click on Publisher’s
Statement Filing.

You will be prompted for your ABC member number, username and password. If you do not have this information or
are having problems logging in, please contact Phyllis Heide at 224-366-6588.
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On the newspaper menu, you will see six blue boxes on the left side of the screen.

- The first blue box, marked FYI, provides a sample prototype of the current CNA Publisher’s Statement.
- The Step 1 box is where the Publisher’s Statement filing actually begins.
- The Step 2 box allows you to print, fax or upload the certification and contact form.
- Step 3 is the box used to submit your Publisher’s Statement and FAS-FAX data to ABC.
- The Step 4 box provides an opportunity to review any orders that are on file with our service department.
- The last box allows you to submit only FAS-FAX data to ABC.

Click on Step 1 to get started.

A sub-menu now appears that displays three blue boxes. Click on the box titled Newspaper Paragraph 1.

The frequency headings appear at the top of the page. If these are not correct, contact Tim Leen at 224-366-6435.
If the frequencies are correct, you may click on the Edit button to begin entering data.
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Enter your data for Paragraph 1 and click Save.There are built-in formulas that check the mathematical accuracy of
the data entered. If an error message appears, the tool will identify which section of the Publisher’s Statement does
not calculate correctly. At this point errors are likely displayed as the quarterly averages have not been entered. Click
on Return to Publisher’s Statement and then on the next screen click back to the previous menu.

Now we will enter the quarterly averages.

On the quarterly average worksheet, a publishing plan list appears.The list reflects the same frequencies for your
publication as Paragraph 1. Click on Go to Detail to enter data.You may now enter the quarterly averages.

Please do not forget to modify any non-publishing or omitted days, if applicable.When finished, click on
Save/Recalculate and review for error messages. Otherwise, click on Back to Summary and then Back to Publisher’s
Statement on the following page.
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Click on Balance of Publisher’s Statement.

The first section of the Balance of Publisher’s Statement is a summary of Paragraph 1 as it has been entered in the
data entry screens. Paragraph 2 requires the annual basic prices to be reported for home-delivery and mail subscrip-
tions. Enter the one-year basic price for each frequency. For single copy, enter the basic single-copy price. If you need
to add, change or remove a basic price, click on the Edit Prices tab. Click on Save/Recalculate to save your work.
Next, complete the Paragraph 4 information as applicable to your newspaper. Save your work and click Back to Main
Menu.

After all of the data for your Publisher’s Statement has been entered, you are ready to submit it to ABC. Please make a
final check for errors and ensure all of your work is saved.

From the main menu, click on Step 3 Submit Publisher’s Statement and FAS-FAX Data to ABC. Now that your
Publisher’s Statement has been submitted, you will need to complete the Certification and Contact Form.You may
print it out and fax the form to 224-366-6933 or upload it to ABC.You may also take this opportunity to review any
service orders your newspaper has on file. If you have any questions regarding this tutorial, please contact any of the
individuals listed at the bottom of each screen of the online filing tool.

This concludes the tutorial.


