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This guide will show you how to upload specific episode titles, images, 
and descriptions to subcity.org so that the comms team can post them on 
the station’s Instagram story the following morning, alongside the 
schedule. This guide uses images from a computer, but the process is 
entirely the same on a mobile phone. 

We ask that you upload your comms at the latest before midnight on the 
day before your show, but this can be done anytime before your show so 
long as it is booked into the schedule. We cannot guarantee that we will 
post anything uploaded after midnight, although we will try our best!

How to customise show comms

Navigate to subcity.org on your web browser, and click ‘more’, then 
‘login’. Enter your username and password, and hit ‘log in.’



If you’re doing this for the first time, click ‘Forgot?’ where you can enter 
your email, to which a link will be sent where you will be able to (re)set 
your password. If this fails, please get in touch in the #support channel on 
slack where a member of the web team will help you out. 

Once logged into your dashboard, you should click on the upcoming 
episode for which you wish to upload comms. 

You’ll arrive at the page for that particular episode of your show, currently 
displaying its generic image and title with no description. Click ‘edit 
episode info’.



You’ll find a page that looks like this, where you can title your episode, 
change the image (from the show’s generic image to a specific one) and 
write a short description for the episode. 



After clicking ‘Publish’, your show comms will generate for you like 
this...

… and your specific episode title 
will appear on the schedule like this.



Your text and image will then be synthesised by a member of the comms 
team for Instagram, to something a bit like either of these. We are slowly 
working on a more automated system to get a bit more stylistic 
consistency, but for now you’ll have to rely on the creativity of the comms 
team!

That’s it! For any further enquiries, get in touch with the #comms or 
#support channel. 

We look forward to seeing all of your wonderful and creative show 
comms!


