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1. The Basics

1.1 What Is the Cultural Broadcasting Archive (CBA)?

The Cultural Broadcasting Archive (CBA for short) is a non-commercial, 
ad-free and non-profit platform for audio files that takes data security 
very seriously. Content creators from free radio stations all over Austria 
upload their podcasts and radio shows to the CBA so people can listen to 
them again. The use of the CBA is free for content creators with the free 
radios.

Audio files uploaded to the CBA are available to the general public without 
limitation and can also be embedded in other websites and shared on 
other podcast platforms and podcatchers.

Since the CBA has contracts with the Austrian copyright collectives for 
using their music, our shows are allowed to contain music that falls under 
AKM copyright, as long as this is specified on the platform. In this case 
however, downloading or spreading said show on other podcast plat-
forms is not possible. 

To visit the CBA, use the following link: cba.fro.at

1.2 How Can I Register With the CBA?

Content creators with the free radios can ask their respective program 
coordinator for an account.

The CBA will then send you an email with your user name, asking you to 
create a secure password.

Once your profile is all set up, you can log in at cba.fro.at by clicking the 
“login” button in the upper right corner. Type your username and your 
password into the now appearing window. 

After logging in, you’ll find yourself on the back end on the dashboard. 

The copyright collectives 
in question are AKM-
AUME and LSG.
More details on 
podcasting can be found 
in our manual “Podcasts 
- for Cultural Initiatives 
and Anyone Else Who Is 
Interested”.

The back end is the 
part of a website that 
can only be seen by 
logged in users. The 
part that is visible to 
everyone visiting the 
website is called the 
front end.
The language of the 
back end needs to be 
selected separately 
from the front end. Go 
to “User Profile” to set 
English as the langua-
ge you want to work 
with.
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1.3 The Interface

To get a bit of an overview, let’s first look at the CBA’s interface. At the top 
you’ll find several tabs that link to other pages. 
The three tabs to the left (Upload, Publish, Edit Posts) are the ones you’ll 
need in that exact order when you want to publish a new episode of your 
show.

The three tabs on the right (Dashboard, Podcasts, User profile) can be 
used for administrative purposes. And this is where we start our journey 
through the CBA.

2. Creating a Podcast

Once, before you can upload your content, you’ll have to create a pod-
cast. To do this, click on the “Podcast” tab.

Then click on “Add new Podcast”. On the following page, add a title, a 
description and a featured image.

If you also want to share your podcast on platforms like Spotify or iTunes, 
make sure the image is square and has 3000x3000 dimensions (the mini-
mum is 1600x1600 pixels).

As your station, select Radiofabrik.

If you want, you can also fill in the remaining fields. Confirm everything 
with the “Publish” button at the bottom of the page.

And just like that, your podcast 
can be found by everyone visi-
ting the CBA website.

Tip: Just copy the title and 
description from your 
post on the Radiofabrik 
website.
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3. Uploading a Show

You can only upload your show to the CBA as an MP3. Start with either 
the “Dashboard” tab or the “Upload” tab.

Now drag and drop your file into the window intended for this purpose or 
click “Select Files” and search for it on your computer.

Under the upload window you’ll see a percentage display, showing you 
how far the upload has progressed so far. When the file is fully uploaded, 
you’ll see the following:

Click on “Edit” to rename the file and set the license details.

 In this step, you can choose what other people will be allowed to do with 
your content. The only thing that is not optional is checking “Mention the 
author”, which is the same as with a CC BY Creative Commons license. 
Apart from that, you can allow or prohibit the commercial use and the 
editing of your content. 

When you’re happy with what you selected, click “Update” to save.

You’ll find the live 
radio shows you did 
at the Radiofabrik 
on all Radiofabrik  
computers under Archiv/
Sendungsarchiv /Deine 
Sendung (Archive/Show 
Archive/Your Show). 
You can download it onto 
a USB stick or via data 
transfer from the studio or 
the lounge as soon as the 
show is over.

More information about 
Creative Commons 
Licences (short CC-
Licences) in our Manual 
about Creative 
Commons.

If you realise that you 
made a licensing mistake, 
you can still change the 
details after publishing 
your content. However, the 
new licensing conditions 
are only legally binding 
for people who use your 
content after you’ve 
changed the details. Uses 
that already existed before 
are not affected by this. So 
be sure to consider what 
kind of license works 
for you carefully 
before you publish 
your content.
It is no longer possible 
to publish content on the 
CBA under All Rights 
reserved (c).
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4. Publishing a Show

After clicking “Update”, you’re automatically transferred to the “Publish” 
tab.
Here, you need to answer the question “Is copyrighted material inclu-
ded?” truthfully. 

Click “Yes”, if your show contains commercially available music and 
“No”, if it contains no music or only music licensed under Creative Com-
mons.
As soon as the field under “Conversion” says it’s done, you can publish 
your show. To do this, click the “Publish” button.

4.1 Editing a Post

Now you’ll automatically be transferred to the “Edit posts” tab. Here, 
you can add all the information that you want to be published along with 
your audio file. These details should awaken viewers’ interest.

4.1.1 Title

The title is the most important detail. This is what people first see when they 
are looking for a podcast to listen to. Your title should be short and catchy. 
It should also clearly convey what this episode of the show is about.

Things to avoid when creating a title:
•	 titles that are too long
•	 technical details: “Episode 375” or “May 7, 2021” aren’t particular-

ly exciting titles.
•	 repeating the show’s name: it will always be visible anyway.

When you answer this 
question with “Yes”, 
listeners will no longer 
be able to download 
your content due to legal 
reasons. The content can 
now only be streamed.

Attention: Your show will 
only become visible to 
others after you publish it 
in a post. It is not enough 
to simply upload it to the 
CBA.



CBA / Seite 8

•	 names without context: names of people that aren’t known by ever-
yone can rob a title of all its informative value. “Celina Cycadella 
Talks About Cycling in Salzburg” isn’t going to tempt anyone. Better: 
“Cycling Accidents in Salzburg – Traffic Expert Speaks Out”

4.1.2 Description

The description tells listeners more about the content of your show. It’s 
usually a good idea to start with the most important/interesting informati-
on and then go into a little more detail.
Using the toolbar, you can insert images into the text so it’s a little easier 
on the eye. You can also add links. Together with a a little formatting 
(important things in bold), these details make your text more appealing to 
readers.

4.1.3 Excerpt

The excerpt should spark people’s interest in your content using 1-2 short 
sentences. Sometimes you’ll be able to use the first two sentences from the 
description, other times it’s better to come up with something a little more 
catchy.

The excerpt is what is visible on the CBA when people are browsing for 
content, so it plays a major role in the decision whether someone will click 
on your show.

Interesting or provocative 
quotes from your show 
could be a great way to 
start off your description.

Tip: You can use the 
same title, image and 
description for your 
uploads to the CBA and 
for a Tagestipp (short 
ad for your show a day 
before) on the website of 
the Radiofabrik.

You can see how the 
description looks on  
page 12
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4.1.4 Featured Image and Further Details

In the next step, you can upload a featured image to go with your post. 
This is recommended because the image will show up when you share 
your content on social media and also in the search results of the CBA. An 
image will get your show more attention. If you don’t upload an image, 
listeners will see only the standard placeholder image of the CBA that 
never changes. That’s not very appealing.

In the next step you’ll need to match your show to a podcast. Select the 
podcast you created in step 2 (page 3).

You also have to set a Production Date. Setting a date for the First broad-
cast is optional. In live shows, both of these dates are the same. 

Next, you can list up to three different languages spoken on your show. 
This is interesting for people who are actively looking for content in certain 
languages.

In the next step, choose a topic that fits your show, from a list of themes 
linked to culture, society, science, entertainment, and many more.
 This also helps people find the content they’re looking for.

In addition, you can create your own tags to describe your show in more 
detail.

Tip: Don’t have the per-
fect image on hand? 
Just use your regular 
podcast image.
(see page 3)

In the overview, shows 
are listed by their date of 
publication.
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At the end, you can list all the people who were involved in developing the 
show as editors 

Now you’ll be able to double check and edit the licenses of your content.

Use the button “Add Creative Commons Title” to add both music licensed 
under Creative Commons and titles under “normal” copyright. If you use 
music licensed under Creative Commons, adding these details is man-
datory. When dealing with other pieces of music, it is optional, however 
it can be a nice gesture towards the listeners to provide these details.

If you like, you can attach more files like other audio files or images. You’ll 
need to upload them via the file upload (see chapter 3) first.

The last step is publishing your post. Here, you have three  options.

•	 Scheduled: Everyone will be able to find and listen to your content. 
This is how all shows should be published.

•	 Unlisted: Your content does not show up on the CBA, even when 
searched for. Only people who you share a link with, can access it.

•	 Private: Only you can access the show. Other people can neither find 
nor watch it, even with a link.

Interview partners are 
not editors! Their names 
should go in the “Tags” 
section.
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Click the “Publish” button to publish your post and make it visible for 
others.

At the top, directly under the title of your post, you’ll find the permalink 
to your show. You can share this link with others. When you click it, you’ll 
see what your new post looks like to others.

5. Your Show on the CBA – Search and Find

After clicking the permalink, you can see the post you just made, like others 
can see it. In the image that comes next, you’ll see the following details:

1.	Title: Here, you’ll see the name of your episode, the name of the 
whole podcast and the image that you use.

2.	Player: This shows the WAVeform of your show. By clicking Play, 
 you can listen to it, by clicking into the WAVeform you’ll be able 
to jump ahead and back. Below, you’re shown the title of the file  
and the Creative Commons license that is being used. If you are logged 
into the CBA, you can download the show by clicking on the arrow next 
to this field.Using the symbol </> in the upper right-hand corner, you 
can create an embed code. When you put this on your website/blog,  
your listeners will be able to listen to your podcast there.

3.	More shows: here you’ll find more episodes from this podcast.

4.	Description: here’s the text of your show.

5.	Details: here you’ll find more information that you gave when 
creating the episode (e.g. first broadcast, tags…) 

6.	Discussion: here people can comment.

At the end, you can list all the people who were involved in developing the 
show as editors 

Now you’ll be able to double check and edit the licenses of your content.

Use the button “Add Creative Commons Title” to add both music licensed 
under Creative Commons and titles under “normal” copyright. If you use 
music licensed under Creative Commons, adding these details is man-
datory. When dealing with other pieces of music, it is optional, however 
it can be a nice gesture towards the listeners to provide these details.

If you like, you can attach more files like other audio files or images. You’ll 
need to upload them via the file upload (see chapter 3) first.

The last step is publishing your post. Here, you have three  options.

•	 Scheduled: Everyone will be able to find and listen to your content. 
This is how all shows should be published.

•	 Unlisted: Your content does not show up on the CBA, even when 
searched for. Only people who you share a link with, can access it.

•	 Private: Only you can access the show. Other people can neither find 
nor watch it, even with a link.

Tip: As a rule, your 
post will be published 
immediately. However, a 
post can also be pre-
planned. Next to “Publish 
immediately”, click “Edit”. 
Select a date and time. 
Now your show will only 
be visible to others after 
this time.

 
When a show is 
embedded into 
your website, the 
content is still hosted 
on the CBA. This means, 
our agreements with 
the  AKM/AUME/LSG 
regarding music are still 
valid. You do not need to 
make any extra payments.
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By clicking the CBA logo or the “explore” tab, you’ll be redirected to the 
start page of the CBA’s front end. 

This is the starting point for listeners. 
Shows can be searched for by typing key terms into the search bar.

This illustrates perfectly 
how shows with a featured 
image are much better at 
catching your eye.

The front end is the part 
of a website that everyone 
visiting it can see.
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As soon as you start a search, you’re shown results. 
These results can be filtered (by length, language etc.) and sorted by rele-
vance, date of publication and views.

Looking at the search results, it becomes clear why a short and interesting 
description is so important (see page 7). Together with title and image, this 
is the first impression potential listeners get of your show.

 
6. Admin – Feedback, Editing Content and More 

Do you want to return from the front end to the back end, where you can 
upload and edit your content?
Click on the tab marked “administration” on the right of the menu bar at 
the top of the page.

Now you’re back on the dashboard. Apart from uploading files and 
checking statistics, you can also read comments here. Click the comment 
counter in the feedback section to view, publish or delete comments people 
have left on your shows.
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If you click on the “Edit posts” tab, you’ll see an overview of all posts you 
have published so far. Here, you can view your stats, delete a post by 
clicking the trash can symbol or edit a post by clicking on its title.

If you click on the “User profile” 
tab, you can choose what langua-
ge the CBA shows you information 
in, among other things. You can 
also update your contact details, 
provide more information about 
yourself (biography, picture, social 
media…), that you’d like to sha-
re with your listeners, and change 
your password.

Attention: If you delete 
a post, text as well as 
audio file will be gone 
and cannot be retrieved 
by you!
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7. Troubleshooting

Now and then, some things may not work like they should. Here are some 
common problems and their solutions.

I can’t upload my audio file?

You’re trying to upload an audio file but all you get is the following error 
message?

In this case, the problem is that you’re trying to upload a file format that 
isn’t allowed. Which extension does your audio file have? The CBA only 
supports MP3 and ogg files. If your file ends on a different extension, 
import it into Audacity and convert it to MP3 (44.1 kHz, 320 kbps cons-
tant). Now try uploading again. 

I can’t publish my show? My podcast has disappeared?

You’re trying to publish the newest episode of your podcast but in the 
mandatory field marked “podcast” you can’t choose anything?

You’ve never created a podcast before? Follow the step-by-step instruc-
tions in chapter 2 (page 3).

You’ve already created a podcast and have successfully published episo-
des on it? 
In this case, your podcast was probably archived by accident. To retrieve 
it, do as follows:

Click the “Podcasts” tab on the upper right of the page. The following 
page will only say “No podcasts found”. 
Under the heading Podcasts you’ll see that there are two categories: “Run-
ning” and “Archived”.

If a podcast is archived 
(closed), no new shows 
can be added to it. 
However, all past episodes 
can be found by listeners 
on the CBA as usual.

Tip: For details on this, see 
our manual on Audacity 
or visit one of our editing 
workshops.
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Click on “Archived”. Now you should be able to see your missing podcast.

Click on the name of the podcast. You’ll find yourself once again on the 
page where you can edit description, image etc. Scroll down until you find 
the checkbox “Archive?”. Uncheck it and save your settings by clicking 
“publish” at the very bottom.

If a podcast is archived (closed), no new shows can be added to it. Howe-
ver, all past episodes can be found by listeners on the CBA as usual.

Now your podcast should be back under “running” and you can once 
again choose it when you’re creating a new episode.
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