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Please note that this is not an extensive guide to the iMediaTouch Technologies software used by 
CHMR, nor is it the instruction manual provided by the manufacturer. This document has been 

developed to best reflect the basic use of the software as it is used at CHMR and it should only be 
used in conjunction with the training provided in our regular monthly training classes.

Section 1 – The digital audio database

The iMedia Production Program

This program is on a production computer in both MCR and the Production room. You can use it to 
view the database, do light editing, or import files into the database. For now, your main concern is to 
view the database.

1. This area allows you to click on one of the 4 tabs to tell the program what you want to do: 
view the Media Library; import an audio file that's not on a cd; import an audio file that is on 
a cd; or record audio.

2. When you select the “Media Library” option, the area in (2) shows you all of the different file 
types in the database.



Clicking on a file type under “Media Library” shows all files of that type.

1. This is the Category prefix (explained in Section 6).
2. This is the Cut number. 
3. The Artist Name.
4. The Title.

To find a file, you can sort by any of these by clicking on them. For example, to sort by Artist name, 
click where it says “Artist.”

If you right-click on a file, you can play it, stop it, open it for editing, or close it. This is a great place 
to preview music.



Section 2 – The On-Air Software

This program keeps us on the air 24 hours a day, 7 days a week. The left-hand side of the screen lists a 
number of audio files that are scheduled to air. We call this list, “THE LOG.” When the file at the top of 
the list is finished playing, it disappears from the list, and everything scrolls up. Sometime before 
midnight, the log for the next day is loaded. You can insert files into the log or remove them from the 
log if needed.

“So just what is all of this stuff on the screen?” - the LEFT side explained





Section 3 – Using “TALK BREAK”

So let's talk about TALK BREAK for a minute...

Remember: the log is set up to assume that it has to provide programming for CHMR 24 hours a day, 7 
days a week. This is great because if someone can't make their show, SOMETHING will air in place of 
their regular show. So how do we talk or play the music we want to play if the log is always running?
The answer is that we have to insert a TALK BREAK.

As mentioned earlier, the log keeps scrolling up – as each file is finished, the log scrolls to the next one 
and plays it. If we insert a TALK BREAK into the log, the log STOPS when it gets to the TALK BREAK. This 
prevents the log from playing anything else, which allows you to talk, play music from a cd player or 
mp3 player, play streaming audio, etc. ANY TIME YOU WANT THE COMPUTER TO STOP MAKING 
SOUND, YOU MUST BE IN TALK BREAK.

This is what TALK BREAK looks like in the log:



“So how do I insert this marvelous TALK BREAK thing anyways?”

1. Move the cursor over the file where you want to place the TALK BREAK.

2. Click on the file so that it turns BLUE.



3. Click on TALK.

The TALK BREAK has now been inserted!



Section 4 – The Anatomy of a 1-hour long program

If your show is between 8 am and 8 pm, Monday to Friday, you are responsible for reading your 
news.  The list of entries in the log for a one-hour long show with an advertisement and a newsbreak 
would be as follows:

Top of the Hour 
– IDS (Every show starts with IDS 0000)
– ADS
– NWS 0000 (News Intro)
– TALK BREAK (This is where you read the news)
– NWS 0001 (News Bridge)
– TALK BREAK (This is the beginning of your show. You will either be talking or playing music.)

10 minutes after the top of the hour (roughly)
– PSA (at 10 minutes after the hour, you would play the pre-recorded PSA of your choice.)
– IDS (a station ID of your choice)
– TALK BREAK (You'll either be talking or playing music here)

30 minutes after the top of the hour (roughly)
– PRO (Your choice of a Promo for any show)
– TALK BREAK – READ a PSA (if available) from the PSA file on the INFORMATIONAL computer
– IDS (Your choice of any station ID)
– TALK BREAK – you will stay in talk break for the remainder of the hour, because you will 

either be talking or playing music.

Always check the log at the beginning of your show to see if an ad has been scheduled for your 
program!

If your show occurs before 8 am or after 8 pm Monday through Friday, or if it falls on a Saturday or 
Sunday, you do not need to read news at the top of the hour. If this is the case, leave out the entries 
highlighted in grey.

Section 5 – Inserting files into the log

“So how do I insert PSA's, ID's, and Promo's into the log?”

As an example, we'll insert as station ID (IDS) into the log.



1. Click the Audio Library button.

You'll notice the Audio Library appear on the right-hand side of the screen.

2. On the right-hand side of the screen, select the type of file you want to find (News, Ads, ID, 
Misc, Music, Promo, PSA, Shows). On the TOP of the Audio Library, select how you want to 
SORT the results (by Artist, Title, Album, ID, Comp, Music ID, Time, Intro). The BEST way to 
SORT is always by ID so that you can see what TYPE of file you're taking from the library. (e.g. 
- when sorting by ID, you'll be able to tell from the file's prefix whether your taking an ID 
(prefix: IDS) or a ZINGER (prefix: ZIN). This is talked about in more detail later on under 
“Types of Files and Where They're Found.”



3. Select the file you want to insert.

4. Drag and drop the file where you want it to go in the log. In this case, we wanted it to go 
before the song by Del Bel, so we dropped it on top of that line in the log. The Del Bel file 
was pushed down a row, and the ID is now scheduled to play right after the TOP OF THE 
HOUR ID.



Section 6 - Types of files and where they're found in the Audio Library

Library 
Category

Contains 
Prefixes

Description

ADS ADS Paid advertisements. If you see these scheduled during your hour, you MUST play them.

IDS IDS These tell the listener that they're listening to CHMR

ZIN These tell the listener that they're listening to a specific show on CHMR

SHOWS LCL Programs recorded at CHMR.

SYN Programs recorded at other stations.

SPC Special presentations.

MUSIC MUS Generic music folder for storing digital music that we want to keep in the CHMR Digital Library.

OVN A collection of full-length recordings from a number of different genres. These are new releases 
that are downloaded weekly and will be kept in our database for roughly two months. If 
somebody wants to keep something, it should be copied to the MUS folder.

XCN Canadian rock/pop music that is randomly selected for the log. Some of this comes from the 
downloads (OVN), and the rest is imported from our cd library.

XCT Mostly Newfoundland Traditional music that is randomly selected for the log. This hasn't been 
updated in some time. 

XHH Hip Hop music that is randomly selected for a late-night hip-hop hour.

XJZ Jazz music that is randomly selected for a late-night jazz hour.

XML Metal/Loud music that is randomly selected for a late-night metal hour.

XMS This contains random Christmas program files (Shows and PSA's). It shouldn't be used out of 
season, and doesn't really belong in the MUS category.

XMT Christmas music. Again, use in season only.

XOM Non-Canadian rock/pop music that is randomly selected for the log. Some of this comes from the 
downloads (OVN), and the rest is imported from our cd library.

XRP Electronic music that is randomly selected for a late night electronic hour.

NEWS NWS A collection of audio files for the news department (newsbreaks, interviews, intros)

PROMO PRO A collection of audio files to play during your show which promote other people's programs.

PSA PSA A collection of pre-recorded public service announcements for use during your show.

MISC SFX A wide variety of files, but mainly sound effects.



Section 7 – The OTHER way to view the Audio Library

So far, we've been looking at the Audio Library in what is called “Compact Library Mode.” The 
advantage to this mode is that we have two clearly defined sections on the screen. The log can be 
seen on the left, while the library can be seen on the right.

For some people, however, this method of looking at the Audio Library is insufficient, whereas the 
small size of the Audio Library prevents you from getting a lot of information about the file that you're 
selecting. 



To remedy this we have what's called, “Full Audio Library Mode.” It looks like this:

In this example, the files are sorted by ARTIST (see the blue button in the top right-hand corner), and 
these files are all IDS (see the black button just below it). But if you look carefully, you'll notice that 
you can also see much more data, such as the length of the files, the ID number (see ZIN0433, 
ZIN0231, etc – indicating that these are all ZINGERS), and a date showing the last time they were 
aired. 

You can also search for a specific file within the category by typing into the search box (this feature is 
also available in COMPACT Mode). NOTE: As you type, the program removes files that do not contain 
the string of characters that you're typing from the list. If you ever go to the Audio Library and don't 
see ANYTHING, that's probably why!



How do I select which files I want to view in the Full Audio Library?

Clicking on the “Group” or “Artist” buttons makes all of the possible selections pop-out to the left. 
Then, just click on the selection you desire.

To insert a file to the log in Full Audio Library, it is very similar to inserting a Talk Break. You'll notice in 
Full Audio Library Mode, that you can still see some of the log to the left of the Audio Library.

Click on the file in the log where you want to place the new file (making the selection BLUE). Then 
click on the file in the Audio Library that you want to insert in the log. The file pops into the log – just 
like with a Talk Break. THIS METHOD DOES NOT USE DRAG-AND-DROP. To make the Audio Library go 
away so that you can see the whole log again, click “DONE”.



How do I change from one view to the other?
Regardless of how you like to view the Audio Library, you will need to know how to change from one 
view to the other, just in case someone before you doesn't use the same view as you. If the Audio 
Library is OPEN, click “DONE” to close it.  The “iMediaTouch” logo in the top right-hand corner of the 
software opens the control panel. Click on it:

You will get a screen that looks like this:



You'll notice a button that says either “Full Audio Library” or “Compact Audio Library.” If you are 
currently in Full Audio Library Mode, it will say “Full Audio Library.” To get into “Compact Audio 
Library” mode, click on that button and it will toggle to “Compact Audio Library.” Click “DONE” to get 
back to the main screen. To go from Compact to Full mode, you do the same thing. Clicking the AUDIO 
LIBRARY button will then open the library in the view that you selected.

Section 8 - Troubleshooting

Oops... I was removing extra files from the log and suddenly a huge chunk of it disappeared!

Sometimes, the need arises to remove a large number of files by clicking the “REMOVE” button. You 
may find, on occasion, when you are pushing the REMOVE button repeatedly, that the program 
decides to remove a lot more files than you had intended (possibly a couple of hours). Don't worry, 
this isn't because of anything you did. We're not sure why this happens – it seems to be a flaw in the 
program – but it is easily fixed.

1. Click the iMediaTouch logo.
2. Click “RELOAD LOG” (you can see the panel above)
3. The system will ask if you really want to reload the log. Click 'Yes'. The log reloads.

Unfortunately, the system does not usually reload the log so that it reflects the current time. You will 
have to do the following as well:

1. Click the iMediaTouch logo.
2. Click “MOVE TO CURRENT TIME”
3. The system will ask if you really want to move to the current time. Click 'Yes'. The log will 

move as close to the current time as possible.


