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Phase 1

Step 1

Visit the GS1 website https://www.gs1za.org/ and click on Member Login. 

Step 2

Type in your Username and Password then click on Sign in.
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Step 3

Make sure to add and verify all your personal information (Your title, job title, first name, 

e-mail, web site, last name)
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There are two ways to access 
the Activate system:

Option 1: Step 4

Click the Catalogue button, you will see a drop down of options, select Activate.

OR Option 2: Step 5

After you login, scroll down and click on button “Access GS1 Activate & Verified by GS1”. 

Wait for the site to complete validation and redirect…
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Step 6

Your dashboard will appear on this page welcoming you to the page. Using your name and 

surname, click on “Activate Login”. 

Step 7

Read the Terms & Conditions then Click on the button “Accept & Continue”. 
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Step 8

Navigate to licenses. 

Note: If you purchased Single Number licenses (GTIN 13) or GTIN 8s, under the “Use this 

license” button, click on the black toggle it will turn green. This exercise should be repeated 

for all single numbers until the list is completed. Click on “Save” button when complete. 

Note: However, if you purchased 10 numbers or a range of GTIN’s where the licence type is 

GCP, under Use this licence, click on the black toggle then it will turn green. This is a once off 

exercise until the remaining GTIN capacity is 0. 
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Phase 2: Adding your 
products on Activate

Step 1: Getting Started

In this step, you need to tell Activate what kind of product you want to sell. The most 

common products are:

•	 Sold to consumers 

•	 Fixed

•	 Base Unit

When done, click the “Next” button.
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Step 2: Describe your product

In this step, you need to give some more details about your product:

•	 Brand Name

•	 Sub-brand name (if relevant for your product)

•	 Functional name of the product

•	 Variant (if relevant for your product)

•	 Net content

•	 Countries where you intend to sell your product
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Step 2a: Check that the information 
you’ve provided is correct

It’s important to check that the information you’ve provided is correct.

You’ll only be able to make changes to the information you’ve provided for a short 3-hour 

window, so try to get the information right the first time!

When done, click “Finalise” to get your barcode number. If you are not ready to finalise your 

product, click “Save draft” to save the information you have provided so far.

Please note that images must be a maximum of 25 MB. 
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Step 3: Get a GTIN

You’ll now see a screen with the barcode number clearly visible.

We also call this a GTIN or Global Trade Item Number. You can useit to sell your products 

anywhere in the world.

After this step, click “Get barcode” to download an image of your barcode or “View all 

products” to view a list of all the products you have stored in Activate.
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Doing more with Activate

You can do much more with Activate. For example:

•	 You can use it to get barcode numbers for higher-level units like packs and cases 

•	 If you already have products with barcode numbers, you can import them to Activate 

•	 You can export all your data

Need help?

If you need further help with Activate, just send an email to services@gs1za.org
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Phase 3: Importing Products

Step 1: Get ready to import your products.

It is possible to upload multiple products simultaneously into GS1 Activate using the Import 

Products feature. Imports can be submitted interactively online within the web UI, or offline 

via Excel spreadsheet file upload. To begin the process of uploading products, follow       

these steps: 

Import products button

Import products page

1. On either the Home page or Products page, click on “Import products”:
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2. Ensure that you have the following mandatory information for your products before 

proceeding:

GTIN, Brand name, Functional name, Net content.

3. Indicate if your products include any of the following optional fields: variants, sub- brand 

names, or Product image URLs.

4. Select the main language and countries in which the products will be sold.

5. Choose whether to import interactively online, or offline via Excel file upload.

Import method selection (online or offline)

Important: If you would like to continue using the legacy Excel templates from

Activate v3.5 or earlier, they can be downloaded in two formats (one for products with 

GTINs, one for products without GTINs).

Legacy import templates

You may proceed with the “Offline Excel sheet” option and upload using legacy template file 

instead of the new one.
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Step 2: Import interactively online

•  Fill-in the product details for all GTINs to be imported. To add more GTINs to the list, click 

on the “+Add rows” button.

• Product attributes will be validated in real-time as they are entered. Only validated data 

(with a green check mark) will be imported once the “Next” button is clicked.

•  After clicking the “Next” button, confirm the product(s) to be imported:

Confirm product(s) to import from online template. 

Online import template within Activate web UI
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Step 3: Import offline via Excel sheet
(file upload)

•  After selecting the “Offline Excel sheet” option, you will be able to download an import 

template file. The template file contains the 6 mandatory attributes, plus any optional 

attributes that were previously selected on the previous screen:

The “help” tab of the import template provides additional instructions and information. 

• To find GPC Brick code numbers for your products, see: https://gpc-browser.gs1.org/

•  Once the template has been completed, save the file/document on your laptop (but do 

not rename it) and upload it on the screen shown below by clicking on browse & selecting 

the file:

Steps to import via Excel template (file upload)

Please do not rename the Excel file, or else the upload process might fail.

Excel import template



16

• After submitting the import request (either interactively online or via Excel file upload), you 

will be able to review all in-progress and completed import requests.

Import history dashboard. 

Error report file

• If any products in the import request failed to import, then the quantity of failures will 

appear on the dashboard, along with a downloadable link to an error report. The file contains 

a list of all failed products in the batch, along with along with error description(s):

Step 4: Import history and error reports
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When you want to log back into the GS1 Portal, please visit www.gs1za.org then click on 

Member Login, to sign in. 

Then insert your username and password


