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Airtime Operator Handbook
The Peach City Radio Airtime Server is a computer running a Linux operating system
(Ubuntu 12.04 LTS). The physical computer is currently located at the CFUZ Studio, and
is only accessible via internet connection. This computer serves the basic requirements
of Peach City Radio's initial online streaming server needs.
Please Note: While this machine is not necessarily designed to be used as a server, it
does have sufficient RAM and CPU power to serve in this capacity for the time being. In
light of this, if you have been trusted with a username and password to the system,
please do not abuse this privilege. Many people will come to rely on the output of this
computer, this list includes not only our future listeners, but just as important are the
organizations and individuals who may donate money to support our efforts, in return for
having their names and business announced on our station. Please always bear this in
mind when logging in, and use the system respectfully, and only for the purposes which
you have volunteered.

1. Logging In to Airtime
Access to the CFUZ Airtime Server is via the following URL:
https://airtime.peachcityradio.org
Users are presented with a screen where they can enter username and password.
These are issued to you when you indicate your interest in helping administer the
server. Your first order of business should be to change your password to something
only you know.
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2. Changing Your Password
At the right side of the menu bar, near to the Airtime logo, there are two links,
<username> and Logout. By selecting your username from this location, you are
brought to a screen where you can easily change your password. Simply overwrite the
contents of the password and verify password text boxes, and hit Save in the bottom
corner of the panel to affect the change.
Please keep your password secret, and try not to forget it! Contact the Airtime
Administrator if you have forgotten your password, and it can be reset if needed.
(prog@peachcityradio.org)

1

2

3

Peach City Community Radio Society - Airtime Operator Handbook - Version 2.0 - 2017.05.27

3. Screen Layout
The top part of the screen is the current status area. The highlights of what is displayed
within this area are:
•

Current: the file information of the file that is currently being played out on the
outgoing stream. This information includes data within the ID3 tags of the file.

•

Current Show: the name of the show (or block of time) which contains the
currently playing file.

•

Previous/Next: above and below (respectively) the Current and Current Show
fields, Airtime displays information about the previous and next shows scheduled
to play out.

•

Source Streams: a graphical representation of the various signals that may flow
through the server.

•

•

Master Source: when connected, this graphical indicator shows that signal is
being received from a master source, and is playing out from the master
source. A master source is connected to this instance of the server via an
incoming data stream. This is not currently configured.

•

Show Source: when connected, this graphical indicator shows that signal is
being received from a show source, and is playing out from this source. A
show source is connected to this instance of the server via an incoming data
stream. This is not currently configured.

•

Scheduled Play: this indicator shows when scheduled play out is active,
indicating that audio is playing out from this instance of the server.

•

On Air: This area is red when a signal is being played out over the stream.

•

Listen: This area is green when the local host is playing out the signal over
the audio output of the computer. This may only be lit at the physical server
computer in the CFUZ studio.

Station Time: This displays the current time at the server computer. The time is
updated automatically via the internet connection.

Just below the status area, lies the menu bar. The menu bar provides several options.
•

Now Playing
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Upon first selecting this menu item, the user is shown a list of audio files that are
in the play out queue. The queue may be empty, if no files are scheduled to play
out. Users may use this display to add content from the library of audio files by
selecting the Add/Remove Content button at the top left. This action opens up a
library window on the left side of the screen which gives users access to the
library of audio stored locally on the server. Using this display, users may search
for specific titles/words by using the search at the top of the section. Users may
also filter their search by library entry type (all, files, playlists, smart blocks and
web streams). Once programs are in view that the user would like to choose,
they may simply drag the program from the left to the right, and dropping the
program in the appropriate place within the schedule. This section is a way to
add audio to shows or playlists, and is a common window throughout the server.
•

Add Media
By selecting this menu item, the user has access to upload content from their
local hard drive to the server library. Once their audio file is imported to the
library, it may be used for play out. To use this functionality, the user may simply
drag audio files into the centre of the section, and drop it there. Once all files are
dragged into the section, the user must select the Start Upload button at the
bottom left of the screen to initiate the transfer. Transfer status is reported
individually on each line, and collectively at the bottom of the screen. Users
should not venture away from this page until they can confirm that the transfer of
files is complete.

•

Library
This window serves as a directory for the server library. It is almost identical to
the library section appearing in the Now Playing section, except that it occupies
the entire screen. Here, users may peruse what is in the library, and may also
edit audio file information which they themselves own. (Users own files when
they are the person who uploaded the file). Users may use this page to create
and edit playlists by opening the media builder via the Open Media Builder button
in the top right of the section. This interface allows users to create playlists or
define smart blocks that can be stored within the library and used at a later time.

•

Calendar
The calendar display shows users what is currently scheduled in the server
system. Users may select a show or playlist on any given day to peruse what is
on the playlist for that show. When a user selects a show within the calendar for
which they are responsible, they are provided with options to either add/remove
content from the show, remove all content from the show, or simply show the
content within the show. Users may not add/remove content from show for which
they are not responsible. The calendar defaults to monthly view, but can be
changed via the buttons at top left to display daily or weekly view. Users may
navigate to previous pages or next pages with the arrow keys at top left. At a
single glance at any level of the calendar (daily, weekly or monthly) a yellow
exclamation mark icon indicates that the show or program block is not completely
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full. Similarly, a red exclamation mark icon indicates that they show or program
block has no content schedule. No icon appears when the show is completely
populated. This information is conveyed upon hovering your mouse pointer over
the icon in question.
•

Help
This link provides access to Airtime online help resources, which may be useful
to users.

•

username | Logout
By selecting the username within the menu bar, the user can access information
that is stored about themselves. Please try to keep this information current. This
is also where a user may change their passwords. By selecting the Logout link,
users are logged out of the server.

Note that not all menu options may be available to you - what you see depends upon
your access permissions, and your level of Airtime use.

Peach City Community Radio Society - Airtime Operator Handbook - Version 2.0 - 2017.05.27

4. Workflows
Creating a Playlist
Playlists will be the workhorse of the initial phase of the server functionality. Here are
the steps involved in creating a playlist:
1.

Select the Library menu item

2.

Select the Open Media Builder button (top right)

3.

1

2

Press the New button (top left of the right hand side of the screen) and select
the Create Playlist option from the drop-down menu

3

4.

Click on the pencil which appears beside the Untitled Playlist text field, and
then edit the text field to reflect the name you desire for the playlist.

5.

Press the Save button at the top of this section of the screen to register the
playlist name.

5
4
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6.

Users may edit the description field of this playlist by selecting the View/edit
description text just below the playlist name. Pressing this text again will close
the description box. Save any changes by pressing the Save button.

6

7.

From the library (left half of the screen) drag an audio file into the media
builder (right side of the screen) and drop the file. The file should now appear
with some detailed information within the media builder.

7

8.

Users may choose to employ an advanced search within the library, to help
narrow down their choices from the large number of files. Press the
‘Advanced Search Options’ text in the upper left of the screen to open the
Advanced Search menu. Typing within any of the fields will filter the library
display. Pressing the ‘Advanced Search Options’ text will close the menu.

8
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9.

Note that once files have been added to the playlist, the overall length of the
playlist is displayed in the top right corner of the media builder beside the
name of the playlist.

10.

The user may select the play icon beside the audio selection to preview the
selection.

10

9
11

11.

The user may modify the cue points in the selection. Cue points tell Airtime to
only play a certain section of the file each time it is played, effectively
shortening the file. Open the cue points dialog by selecting the bracket icon
within the selection field. This will open up a blue area on the screen just
below the selection, where the user may enter new values for cue in and cue
out times for the selection. Cue points can either be entered manually, or a
graphical waveform will be displayed after pressing the ‘Show Waveform’
button. Please be very careful when editing cue points.

12.

Changes in the cue points are immediately reflected in the overall length of
the playlist. To modify a cue point, click on the waveform at the time you
intend to start or stop the file, and press either the ‘set cue in’ or ‘set cue out’
button to set the time. The cue points window closes when the user once
again clicks the bracket button, or press ‘Cancel’ or ‘Save’ within the cue
points window.
Note: editing cue points is not a required common practise.

11
12
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13.

Users may continue to add selections to the media builder by dragging and
dropping in the same fashion. New selections may be added at any place
within the playlist (above or below or in between any other selections). Once
multiple selections are added, note the following changes:

14.

A cross fade button appears on the border between 2 adjacent selections. By
selecting the cross fade button, users may modify the default cross fade time
for the boundary between these 2 selections at either the fade in point, or the
fade out point. Any modification to this boundary affects the total time of the
playlist.
To adjust the fade-out of the first track, press the ‘Fade Out’ button, and move
the fade curve to the appropriate length on the top waveform.
To adjust the fade-in of the second track, press the ‘Fade In’ button, and move
the fade curve to the appropriate length on the bottom waveform.
This window can be closed by once again clicking on the cross fade button, or
by pressing the ‘Cancel’ or ‘Save’ buttons.
Note: editing fades is not a required common practise.

14

14
15.

14

When complete, the user should save their work by pressing the Save button.
(Always remember to save your work). The playlist will now appear in the
library as its own audio selection, and can be easily moved into a program
block.

15
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Creating a Smart Block
A smart block is essentially a playlist, for which some filter parameters can be modified.
This is used when creating blocks of music from the same genre for instance. This
feature will come in handy when creating blocks of music to fill time. Here's how to do it.
1.

Select the Library menu item

2.

Select the Open Media Builder button (top right)

3.

Press the New button (top left of the right hand side of the screen) and select
the Create Smart Block option from the drop-down menu

3

4.

Click on the pencil which appears beside the Untitled Smart Block text field,
and then edit the text field to reflect the name you desire for the smart block.

5.

Press the Save button at the top of this section of the screen to register the
smart block name.

6.

Users may edit the description field of this smart block by selecting the View/
edit description text just below the smart block name. Pressing this text again
will close the description box. Save any changes by pressing the Save button.

6

5

7.

Open the Smart Block Options by clicking on this text, just below the
description.

8.

Select whether the smart block should be static or dynamic. Hovering over
the question mark will explain the difference. Essentially, a static smart block
is created when the user hits Generate and does not change. A dynamic
smart block is one where only the criteria is stored, and the smart block is
generated automatically whenever the smart block is included within a show.
This means that any new content added to the library since the creation of a
dynamic smart block may be included in that smart block. A static smart block
requires to be re-generated each time, if the user wants new files to be
included in the smart block prior to adding the smart block to a program.
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9.

Select the criteria for the block by manipulating filter fields. You may add as
many filter fields as you deem necessary. This is a good way to limit your
smart block contents to perhaps a certain musical genre, or artist, etc… Filter
fields should be thought of as filters for the information in the library. Users
may select parts of the filter from the drop-down lists for ‘criteria’, ‘modifier’
and then enter a value to complete the criteria filter.
To add a new filter, click on the ‘+’ icon at the end of a row.
In the diagram, 2 filters are implemented. The first allows only entries where
‘Absolutely Free’ is the ‘Creator’ of the file (artist). The second stipulates that
entries must be greater than 00:05:00 in length (5 minutes). This set of filters
only includes songs by the band Absolutely Free which are greater than 5
minutes in length. The smart block is populated after pressing the ‘Generate’
button. Press ‘Shuffle’ to randomize the selections in the list.

8

10.

9

Specify whether you wish to allow Airtime to repeat tracks. If this checkbox is
checked, Airtime may not repeat tracks within the indicated time span. If this
checkbox is not checked, tracks will not be repeated within the smart block.
This may be a concern in the early stages, when our library may not
necessarily be very well populated with music enough to sustain a random
smart block very well.
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11.

Users may also specify the total length of a smart block, prior to generating
the block by specifying the desired length using the ‘Limit to’ field. This will
limit the length of the smart block to the desired value upon pressing
‘Generate’.

10, 11

12.

Have you saved your smart block yet?

13.

Once complete, press the Generate button to generate the smart block.

14.

Users may shuffle the contents of the block by pressing the Shuffle button.

15.

Have you saved your smart block yet?

Peach City Community Radio Society - Airtime Operator Handbook - Version 2.0 - 2017.05.27

Adding a Playlist or Smart Block to a Show/Program Block
As a user, you will likely be assigned to fill program blocks with content on a regular
basis. Above is detailed the procedure in creating a playlist/smart block. Populating a
program block or a show is even easier to do.
1.

Navigate to the Calendar menu item

2.

Select the program block or show for which you are responsible (it will already
have been created by the program manager).

3.

Select Add/Remove from the drop-down menu

1
3

4.

A window then opens overtop the calendar, which is very similar to the
Program Builder interface. On the left is the library, and on the right is the
outline of the show. Immediately, the user will note a pink area within the
show, indicating in red text the amount of time remaining within the show. This
is an indication of how much content needs to be entered into the show in
order to fill that show.

5.

Search the library for the audio files to be inserted into the show. These may
be individual musical selection, pre-recorded shows, playlists, smart blocks or
web streams. The library can be filtered to include only what you are
specifically looking for by using the drop-down menu at the top and/or filling in
the search field which is also at the top.
Users should note that the ‘Advanced Search Options’ are available in this
dialog also, to help facilitate a more efficient search.

6.

Drag objects from the library across the screen, and drop them into the show.
Note that the remaining time will automatically update itself.
Don’t forget to ensure that the file type selector reflects what you are actually
looking for (files, playlists or smart blocks).
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5
4
6

7.

Should too much content be placed within a show, the time indicator will turn
green (positive) indicating how much over time the show includes. Any
individual audio selections that will not be played as a result of being overtime
will appear red, and any audio selections that will not be played in their
entirety will turn orange.

7
8.

Selections can be removed from the show by selecting the white check box at
the left of the selection row, and then selecting the trash can icon at the top of
the section. Alternatively, the user may remove all over booked tracks by
selecting the scissor icon at the top of the page.

9.

Audio selections that are currently playing out will appear green. Any
selections after the current selection may be moved around, and new content
added, so long as it is not currently playing, or has already played.
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10.

Audio may be previewed by selecting the speaker icon within the selection
row at any time.

11.

Any audio dragged into a show immediately becomes a part of that show,
there is no need to save.

12.

When complete, press the OK button at bottom left to exit this screen, and
you will be returned to the calendar.

8

9

12
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13.

Upon returning to the Calendar view, the ‘Fill’ bar on the program block that
you have just filled is now completely orange, indicating that the block is full of
content.
Standard rule of thumb is to leave between 4 and 8 seconds at the end of
each block as a buffer. It is not necessarily good practise to program a block
so that there are less than 4 seconds of time left.
Completely empty blocks in the calendar view will have a small red ‘!’ icon in
the top right corner. Blocks that are partially populated (anywhere from 1
second of content to within 5 seconds of the total time) show a yellow ‘!’ icon.

13
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5. Listening to the Stream
What good would all this be if we couldn’t then listen to what we’ve configured on the
streaming server? In order to connect to Airtime, you should navigate to the following
URL on your favourite web browser:
http://www.peachcityradio.org
This should bring you to the Society web page that will show various options for
connecting to the stream.
Further Testing
Note that this document is a work in progress.
Please send all feedback, suggestions and comments to the Airtime Administrator currently Dave Del Rizzo - at prog@peachcityradio.org
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