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1 Introduction 

This guide demonstrates how Indie Paperwork Users use Proteus. If you need 

information on submitting proposals, this is available on the Academy training page, 

here:  

http://downloads.bbc.co.uk/radio/commissioning/proteus-commissioning-guide-

independent-suppliers.pdf  

The information entered into Proteus should be robust, detailed and accurate as this 

data will become part of the BBC archive and the Titles and Descriptions will be 

published on BBC websites, BBC Sounds and Electronic Programme Guides (EPGs).  

If you are unsure of what you need to do for your programme, please take a look at this 

infographic:  

http://downloads.bbc.co.uk/academy/academyfiles/proteus_flowchart_radio.pdf  

1.1 Timescales 

Descriptions must be completed at least three weeks in advance of the programme 

transmission for billings purposes. For pre-recorded programmes, Compliance must be 

completed in two weeks in advance of the programme transmission.  

Running order data must be completed within two weeks of the programme 

transmission for contractual reasons. The data can be added in advance of the 

programme transmission, but music reporting can only be sent from one hour after the 

programme has been transmitted onwards. Music reporting is not required for 

programmes whose reporting is completed via DIRA! or SADIE.  

1.2 Support 

If you have any editorial queries (how long a description should be, how to report a 

specific item etc.) please contact the Network that is transmitting or publishing your 

programme. Your Network Contact will be the person who gave your company the 

programme commission.  

If you have any technical issues with the system, please contact Proteus Support: 

proteus.support@bbc.co.uk      

1.3 Welsh Language Programmes 

For Welsh language programmes, short and long descriptions should be in Welsh only, 

and medium descriptions must be in Welsh followed by English. All music reporting is 

done in a separate system to Proteus. If you have any further queries or concerns, please 

contact: RadioCymruAmserlennu@bbc.co.uk  

http://downloads.bbc.co.uk/radio/commissioning/proteus-commissioning-guide-independent-suppliers.pdf
http://downloads.bbc.co.uk/radio/commissioning/proteus-commissioning-guide-independent-suppliers.pdf
http://downloads.bbc.co.uk/academy/academyfiles/proteus_flowchart_radio.pdf
mailto:proteus.support@bbc.co.uk
mailto:RadioCymruAmserlennu@bbc.co.uk


5 

 

To view the system in Welsh, click on ‘Change Language’:  

2 Access to Proteus 

To log in, use the username provided by Proteus Support for the ‘Indie Paperwork’ site.  

The username for the ‘Paperwork’ site will end in 01, 02, 03 etc. If your username ends in 

00, you will not be able to log in to the ‘Paperwork’ site (as this ‘00’ username is for 

submitting proposals) and will need to contact Proteus.support@bbc.co.uk  

2.1 Audit Trails 

A ‘Paperwork Account’ (ending in 01, 02, 03 etc.) will be your personal account, any 

actions that you take within the system will be tracked and visible in programme audit 

trails. Your name will be listed in these audits, so that other users can see who has made 

updates to the data for each programme.  

3 Logging In 

The link to log in to the ‘Paperwork’ site is https://proteus-external.tools.bbc.co.uk 

You can check that you are logging into the right site by looking at the logo in the top 

left corner of the screen. If you are on the right page the phrase ‘Indie Paperwork’ will 

show beneath the Proteus Logo. 

 

 

 

 

 

 

 

TIP: Proteus works best in the latest versions of either Google Chrome or Internet 

Explorer; other browsers may not support full Proteus functionality, so we recommend 

sticking to these two. 

mailto:Proteus.support@bbc.co.uk
https://proteus-external.tools.bbc.co.uk/
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To reveal your password and check that you have entered it correctly, click the eye icon 

to the right of the password field.  The ‘Paperwork’ site has a two factor authentication 

system, which means that a text message will be sent to the mobile number you 

provided so that your account could be created.   

Once you have entered your password, username and confirmed that you have read the 

Terms & Conditions and Privacy Policy, you will be taken to this screen: 
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Enter the code sent to your phone to access the site; this may take a few moments to 

arrive. If the code is not received you can request a new code. 

If you consistently do not receive the code please contact Proteus.support@bbc.co.uk  

 

3.1 Troubleshooting Tips 

If your phone is lost or stolen, please contact Proteus Support from the email address 

that is linked to your account.  

If you are in an area with poor phone signal, please let Proteus Support know. 

If you have forgotten your password, please click the ‘Forgotten Password’ link below 

the password field: 

 

 

4 Public Facing Data 

‘Episode Titles’ and ‘Descriptions’ are public facing data and what you enter will be 

published on the BBC websites and apps. It will also appear on EPGs and Press listings. 

To enter and edit ‘Episode Titles’ and ‘Descriptions’ you will need a Proteus ‘Paperwork 

Account’.  

4.1 Before You Start 

The following tips are important to remember before you start editing programmes in 

Proteus: 

1) There is no autosave function in Proteus. Save your work regularly as this will 

avoid the loss of work. 

2) Avoid leaving Proteus open but inactive for more than ten minutes, as you may be 

automatically logged out and lose your work. 

WARNING: The login code will expire after 15 minutes. If your code has expired you will 

need to request a new code. 

WARNING: Your password will expire every three months; you will need to use the 

Forgotten Password link to reset it. 

mailto:Proteus.support@bbc.co.uk
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3) Avoid opening Proteus in multiple tabs or windows, this may cause errors and 

result in the loss of your work. 

4) Avoid copy/pasting the password when logging in as this may cause difficulties 

accessing the system.  

5) Passwords can only be reset once in a 24 hour period. Check your SPAM folder if 

you do not receive a password reset link after clicking Forgotten Password. 

 

5 Search for Your Programme 

To search for your programme, always use the programme title and TX date – or the 

Proteus ‘Programme Number’ if you have it.  

Navigate to the ‘Programme/Transmission’ Search on your home page.  

 

You can also access the Search function via the drop-down at the top of the screen: 

 

 

Once you have found your required programme, click on the ‘Descriptions’ link: 
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If you’re unable to find your programme, try varying your search terms, one of the major 

issues is punctuation. Use partial titles to bring back more results.  You can use the drop-

down list adjacent to the search field to be more specific with your search.  

5.1 Progress Indicators 

In your search results, you’ll be able to see boxes next to the ‘Description’, ‘MRU Status’ 

(Music Reporting Unit status), ‘Compliance’ and ‘RO Items’ which indicate how much 

work has been completed, and whether the form has been approved.  

 Red = Not Edited  

 Yellow = In Progress  

 Amber = Complete  

 Green = Approved  

If you click on the programme title, the programme will display the  ‘Core Details’ tab by 

default, this is only used by Radio 4Extra and can be ignored. The ‘Transmissions’ tab can 

also be ignored, this is updated by the schedulers and dispalys the TX information for 

the programme.  

6 Edit Descriptions 

‘Descriptions’ (including episode title) display on public facing sites and apps, such as 

BBC Sounds. Changes from Proteus will be published shortly after you have updated 

them, so make sure that all the information is correct. You should fill in this information 

in advance of the programme transmission. Well written descriptions will help the 

audience decide whether or not to tune in to your programme.  

Your descriptions must be compliant with the BBC Editorial Guidelines which are 

available here: 

https://www.bbc.co.uk/programmes/articles/3hQ9vYgq2cCc6q5rJSwgvJw/delivery-

what-and-when  

Advice on writing descriptions well is available here:  

https://www.bbc.co.uk/programmes/articles/47Cs3LzWJtZG91S7v4NdKnb/programm

e-listings 

The Academy training page for updating descriptions is available here: 

https://www.bbc.co.uk/academy/en/articles/art20150402140354624  

https://www.bbc.co.uk/programmes/articles/3hQ9vYgq2cCc6q5rJSwgvJw/delivery-what-and-when
https://www.bbc.co.uk/programmes/articles/3hQ9vYgq2cCc6q5rJSwgvJw/delivery-what-and-when
https://www.bbc.co.uk/programmes/articles/47Cs3LzWJtZG91S7v4NdKnb/programme-listings
https://www.bbc.co.uk/programmes/articles/47Cs3LzWJtZG91S7v4NdKnb/programme-listings
https://www.bbc.co.uk/academy/en/articles/art20150402140354624
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Click the ‘Edit’ button to the top left of the ‘Public Facing Information’ box to add an 

episode title.   

 

Add your title. This should be a unique episode title, rather than a repetition of the 

programme title, unless your programme is a one-off documentary. If this field is left 

blank, it will auto-populate with the TX date, which should be avoided.  

Click the ‘Save’ button – which will appear in place of the ‘Edit’ button:  

 

To edit the descriptions, click the edit button at the top right of the ‘Descriptions’ 

section and edit your information. 

The character limits for the descriptions are as follows:  

Short – 90  

Medium – 180  

Long – 5000  

Although the ‘Long Description’ limit is 5000, most programmes will not need this 

number of characters. This is to allow for Radio 3 programmes which list the music 

included, or dramas with lengthy cast lists.  

TIP: For topical shows, a general description should be submitted early, with a more 

detailed description resubmitted closer to the TX date when more details are known. 

Speak to your network contact to agree the process for this. 



11 

 

The number of characters available will be displayed on the page while you’re editing, 

and will decrease as you type. 

 

Descriptions will not save if you exceed the character count.  

Click ‘Save’ to save your descriptions.  

6.1 Descriptions Top Tips 

• Your descriptions must be compliant with the BBC Editorial Guidelines which are 

available here: 

https://www.bbc.co.uk/programmes/articles/3hQ9vYgq2cCc6q5rJSwgvJw/deliv

ery-what-and-when  

• For information and advice on how to write descriptions follow this link: 

http://downloads.bbc.co.uk/radio/supportsite/BBC-Editorial-Guide-to-

Metadata.pdf  

• Don’t rely on your spell checker; make sure somebody else proofreads your 

descriptions for you.  

• Good grammar and spelling are essential and should match the style guide.  

• Remember to save periodically to avoid losing your work.  

• Never include personal information in descriptions for example, contact details.  

• Everything that you do will be recorded in the Proteus audit for the programme. 

To access the audit, click on the clock symbol at the top of each description box: 

 

https://www.bbc.co.uk/programmes/articles/3hQ9vYgq2cCc6q5rJSwgvJw/delivery-what-and-when
https://www.bbc.co.uk/programmes/articles/3hQ9vYgq2cCc6q5rJSwgvJw/delivery-what-and-when
http://downloads.bbc.co.uk/radio/supportsite/BBC-Editorial-Guide-to-Metadata.pdf
http://downloads.bbc.co.uk/radio/supportsite/BBC-Editorial-Guide-to-Metadata.pdf
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7 Confirm Descriptions 

There are two options listed under ‘Actions’ at the bottom of the page. You only have 

permissions to click the ‘Complete’ button, which you can do once you are sure your 

Descriptions are ready for the public to view. You can only click ‘Complete’ once you 

have clicked ‘Save’. 

 

Once you have clicked ‘Complete’, you will need to notify your contact at the Network 

that your programme descriptions need to be approved.   

 

 

8 Public Facing Data - FAQs 

8.1 Can I update my descriptions later? 

You can make changes, but these will need to be approved again by the Network. 

Nothing goes live on public facing sites until it is approved, so make sure you let the 

Network know if you have made changes. If you are not sure who your Network contact 

is, please contact Proteus Support. 

8.2 Can I update after a programme has been broadcast? 

Updates can be made and approved in Proteus up to 7 days after TX. After this point 

please contact Radio and Music Support (RadioMusic.Support@bbc.co.uk) if you need to 

make changes.  

WARNING: Changes to these pages will update on the public facing sites shortly after 

being approved so make sure the information that you update is accurate. 

WARNING: The descriptions can be updated again after being approved, but they will 

need to be re-approved before they are updated on public facing sites. 

mailto:RadioMusic.Support@bbc.co.uk
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8.3 Where can I find advice about style and other editorial guidelines? 

In addition to EPGs and press listings your titles and descriptions will be used on BBC 

Sounds. For advice on style, word length, listing cast and crew, titling classical music and 

grabbing attention on BBC Sounds, visit BBC Radio and Music Support’s Editorial Hub: 

https://www.bbc.co.uk/programmes/articles/5VznBKVNXBbBKcy1w44XXZ5/editorial-

hub  

9 Compliance Information 

Compliance is an essential part of the production process and must be completed for all 

pre-recorded content,  as Compliance may influence the time at which it can be 

broadcast, or makes it unsuitable for a certain audience.  

The Academy training page for adding compliance is available here: 

https://www.bbc.co.uk/academy/en/articles/art20150402140115238  

9.1 Compliance Details Entry 

You can access compliance either through the ‘Compliance’ tab at the top of your 

programme, next to the ‘Transmissions’ tab, or if you have not yet opened the 

programme, you can click the link on your search results:  

  

Check the programme ‘TX Details’ to ensure you comply the correct programme:  

 

 

 

 

For reference, there are links to BBC Editorial Guidelines information at the top of the 

form. 

 

 

  

https://www.bbc.co.uk/programmes/articles/5VznBKVNXBbBKcy1w44XXZ5/editorial-hub
https://www.bbc.co.uk/programmes/articles/5VznBKVNXBbBKcy1w44XXZ5/editorial-hub
https://www.bbc.co.uk/academy/en/articles/art20150402140115238
https://www.bbc.com/editorialguidelines/
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Click ’Edit’ to begin the compliance form:  

  

Each question has a ‘YES’ and ‘NO’ choice box next to it.  The default is set to ‘NO’. 

The Producer who completes the form needs to ensure there is enough information on 

the form for the Network to be able to sign off in the case of any future repeat. 

Suggestions of what is required are listed below the header for each notes section, the 

requirements will change dependent on the subject listed in the header. If you are 

unclear on how to respond to a compliance question, please escalate internally or to the 

BBC Editorial Policy experts: 

 

 

 If you click the ‘YES’ option, you need to add further information in the comments box 

alongside the question. The text above the comment box will guide you as to what is 

required. 

9.2 TX Recommendation 

The TX recommendation section contains YES/NO boxes and a series of free text boxes 

for you to enter any relevant information. 

WARNING: Leaving the default option as 'NO' indicates that there are NO relevant issues 

with the programme. Selecting 'YES' to any question indicates that there are issues with 

the programme. 
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There are 3 choices related to the following question:  

  

‘Could the programme be broadcast on any service or platform at any time?’   

• Click ‘Yes’, if the programme can be repeated without restriction.   

• Click ‘No’ if the programme must not be broadcast again without prior review (for 

most controversial programmes).  

• Click ‘With Restrictions’ if the programme can be repeated with restrictions. If you 

select this option please fill in the restrictions that apply.  

Once you have completed the form click ’Save.’  

10 Compliance Authorisation 

Once you have saved the compliance form details you will need to scroll down towards 

the bottom of the screen to locate the authorisation sections, as shown below. This 

section will not appear if you are still in edit mode. For compliance to be complete, two 

confirmations are required, one from the Producer and the other from the BBC’s 

Transmitting Network. 
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10.1 Producer Confirmation 

The Producer provides confirmation that the programme content adheres to the BBC 

Editorial Guidelines. By confirming the compliance, you indicate that you have listened 

to the entire programme and it is suitable for broadcast on the relevant platform at the 

scheduled date and time.  

The notes field should only be used when you have been specifically advised to do so by 

your network contact.  

 

10.2 Network Authorisation 

The contact from the transmitting Network must provide confirmation that the 

programme has been approved and is compliant for the time of transmission or 

publishing channel. The ‘TX Compliance’ is completed by the Network for every 

individual transmission, but the Producer only needs to comply the programme once 

prior to the first transmission, see screenshots of the ‘TX Compliance’ status indicator 

below. 

10.3 Compliance Status Indicators 

Each programme has a compliance status indicated as follows:  

 
Never edited. 

 
Edited and saved (whether or not comments added). 

 
First level (Producer) sign-off has been completed. 

 

  

https://www.bbc.com/editorialguidelines/
https://www.bbc.com/editorialguidelines/
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Second level (Network/Editor) sign-off has been completed (this approval is per 

transmission): 

 
Not Approved. 

 Approved. 

The status for programme ‘Compliance’ and Network ‘TX compliance’ are displayed on 

the search results page and in the ‘Core Details’ of the programme.  This allows you to 

see what stage the ‘Compliance’ form is at before you open it.  

The screenshot below shows that the compliance form for the programme has been 

signed off at the first level by the Producer, while the compliance sign-off for the 

transmission by the Network has yet to be completed:  

 

The programme compliance status is also displayed on the tab at the top of the 

‘Compliance’ page.  

 

Proteus does not automatically e-mail compliance status updates. The data sits in 

Proteus for reference and users who need to sign off the different compliance levels 

must log into Proteus and search for programmes to view the compliance status and 

take any relevant action. 

If you need to update the compliance for a programme after approval, you can do this 

but your compliance form will need to be re-approved, by both you and the Network. 

You will need to notify your Network contact that you have made changes so that they 

can re-approve. 

10.4 Printing/Exporting Compliance Forms 

Forms can be printed by clicking the 'Print' button located at the bottom of the 

compliance page. If required you can click the export button to export the data as a PDF. 
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11 Running Order Data 

Running order data, or ‘RO Items’ refers to the non-public-facing content descriptions, 

contributor, music and rights information on Proteus. Running orders record who 

contributed to a programme and what happened in it. This data has also been referred to 

in the past as a Programme as Broadcast or PasB. This information is not public facing.  

This data is added to the BBC Archives for your programme, it will help any future users 

who want to know exactly what happened in your programme. This data will be used for 

research purposes to confirm if the content can be reused.  

Parts of your programme could be used as clips by other productions; in this case it is 

essential to have detailed information on the events and rights of the original 

programme.  

The Running Order you create should reflect the order in which the content was used in 

your programme. 

The Academy training video for adding 'Running orders’ is available here: 

https://www.bbc.co.uk/academy/en/articles/art20150407134609399  

11.1 Before You Begin 

Before you begin editing your running order, gather together the following information:  

- Title and transmission date of your programme(s) 

- All the names of the contributors and production team, their roles, and their 

rights agreement type 

- All the music details for any tracks used (CD covers or PRS for Music – a licence 

can be obtained here: https://www.prsformusic.com/sign-up/licensee/account 

- Details of any other material used in the programme (such as literature or archive 

clips) 

- Details of any particularly significant locations involved in the production 

Having all this information before you start will make the process much easier, and 

decrease the risk of incorrect data being entered into the system.  

11.2 Adding the Production Team 

The academy training video for adding the Production team is here: 

https://www.bbc.co.uk/academy/en/articles/art20150407134954598  

 

To add a name click on ‘Add Team Members’ button, the green plus sign to the right of 

TIP: If you are unsure how to report a specific piece of content and this guide does not 

answer your query, please contact the Network that is transmitting your programme. 

https://www.bbc.co.uk/academy/en/articles/art20150407134609399
https://www.prsformusic.com/sign-up/licensee/account
https://www.bbc.co.uk/academy/en/articles/art20150407134954598
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the ‘Production Team’ field; this will open a pop-up window. 

 

Type in the name you are searching for and click search.  

When you find the person you 

are looking for, please select 

them by checking the box to 

the left of their name. 

Then click ‘Use Selection’  

You will then need to select the category and subsequent role performed by your team 

member from the drop down. 

 

TIP: If there are multiple instances of the same name click on their surname in the 

search results and use the ‘Contributions’ tab to check which other programmes this 

contributor has been part of.  

Unfortunately there are some rogue data entries so be careful to select the correct 

entry and avoid any with a contract type attached. 

TIP: Don’t worry about the 

field which says 

‘Programme Contributors’ 

– this field is a legacy field 

and is no longer updated. 
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For your production team, it is assumed that they are employed on an All Rights basis so 

please ignore the ‘Rights Agreement Type’ section. If this is not the case, details should 

be added to the ‘Notes’ for the relevant person.  

Repeat until you have added the whole team; once you have added the names, make 

sure you click ‘save’. The minimum which should be added is Producer and Presenter.  

 

 

11.2.1 Create New Person 

If the person that you need to add is not already in the database and you have varied 

your search terms to try and find them (using partial names), you can create a new 

person using the button in the top right of the ‘Proteus People Search’ window. 

Add all the relevant information, keeping the keywords as clear and concise as possible. 

Titles should be avoided unless they are honorary titles (Dame, Professor etc.)  All 

Production team should have “Radio Production” added in the ‘Notes’ field; this means 

this does not need to be updated if their role changes: 

 

WARNING: Scriptwriters and other roles paid by the minute should be added as 

contributors but not production team for contractual reasons and their rights 

agreement type would need to be indicated. 

 

 

TIP: You may find the process easier if you select all of your production team first, and 

then add all of their roles afterwards. If a member of the team has multiple roles, assign 

a second role using the ‘Additional Role for This Person’ box, please do not add them 

twice. 
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11.3 Adding Content Items 

Programmes can be  single or multiple item programmes, although the majority are 

single item.  

A single item programme has one topic or theme throughout the entire programme, for 

example a documentary.  

 

TIP: The ‘Create New Person’ option will be greyed out until you have searched for the 

person; this is to avoid users adding duplicates to the system. It is recommended that 

you vary your search terms before creating a new person, in case there are errors in the 

existing entry, for example the “ ‘ “ in O’Connor may not return results, but searching 

for “connor” would (hyphens may also be affected). Similarly “Kym” vs “Kim”, or 

shortened forms such as “Sam” and “Samantha”. 
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A multiple item programme will contain multiple individual topics, such as a magazine 

show. 

 

Click the ‘Edit’ button, and open the ‘New Items’ area of your ‘Right Hand Panel’: 

 

 

 

You’ll need a ‘Pre-Rec Item’ for a pre-recorded programme, ‘Studio’ for a live 

programme. Drag the relevant item onto your running order.  

 

TIP: If you can’t see the Right Hand Panel, you’ll need to click on the double arrow 

symbol on the far right of the screen.  

 

WARNING: Clicking on the ‘-’ symbol at the end of each area of the Right Hand Panel will 

minimise the area and hide it under a small logo at the top of the Panel. We recommend 

avoiding clicking on this symbol. To open each area, double click on the title. 
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Add the duration for the content item (red). For a single item programme, this does not 

have to be exact but should be slightly less than the slot duration (blue) for multiple 

items programmes, it is the total sum of all of these which should be slightly less than 

the slot duration. When you add music or archive items, which is covered later in this 

document, the duration must be exact as payments are made based on this information. 

 

You can type the duration as numbers, or separating them as follows: 18.33,18:33, or 

18’33”.  

In the space where it says ‘[Empty]’, double click and type a description of the content. 

This can be like the medium description but longer and should include ‘spoilers.’  This is 

for archive and research purposes, so does not have to be full sentences. Focus on 

including keywords that describe the subject matter of the programme, significant 

locations (if relevant) and key contributors. This should not include any personal data as 

this is the official record of the programme. 

 

If you mention key contributors in this section, you need to describe who they are (job 

description, company etc.) This section has a character limit of 255, if you need more 

space, click on the ‘properties’ menu for the item: 

 

and add the extra details into the ‘VCS description.’ 
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11.3 Adding Contributors 

The Academy training video for this is here: 

https://www.bbc.co.uk/academy/en/articles/art20150407135936185  

It’s important to add contributors to each ‘Running Order Item’ in case it is re-used in 

later programmes. You can add these contributors clicking the ‘Properties’ icon on your 

‘Running Order Item’: 

 

Enter 'Edit’ mode. On the contributors tab click ‘Add’ and then search for your 

contributors, add them to the running order and then from the dropdown list select the 

role they performed within that item (e.g. interviewee). Even if the contributor is 

included in the title of the item they still need to be added as a contributor so that they 

are searchable within the BBC Archive. 

 

If you cannot find your contributor, you will need to create them as 'New’, include 

keywords which will help identify the contributor for future users who may not be 

familiar with who they are. 

Tick ‘All Rights’ if the clip can be used again without any payment OR add rights details 

onto Proteus in relevant fields or notes field. If the clip has rights restrictions these need 

to be detailed fully in the ‘Notes’ field.  Be sure to include the duration of the 

contribution if the contributor is paid by the minute.  

If a contributor has multiple roles, add these using the ‘Additional Role for this Person’ 

box rather than adding the same contributor twice. This is essential because payments 

may differ depending on the role when the content is repeated.  

WARNING: Avoid using the ‘Speech’ role, this doesn’t give enough information. Please 

also avoid using the generic contribution type ‘Contributor’, this should only be used in 

archive clips if you cannot identify what the role was. 

 

 

https://www.bbc.co.uk/academy/en/articles/art20150407135936185
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Please make sure that the role you select reflects the role they performed in the 

programme. For example, Miles Jupp may be a comedian and actor by profession, but 

may have performed the role of “Interviewee” in your programme (comedian and actor 

should be added to the ‘Notes’ section.) 

The process for adding a new contributor is the same as adding a new ‘Production Team’ 

member, however, you will need to be more explicit about their professional role in the 

‘Notes’ field.   

 

11.3.1 Vox Pops 

People used in Vox Pops or listeners that phone in are unlikely to be used again in other 

programmes, so do not add them as contributors (via the contributors tab of the 

Properties box). Instead, you should add them in the Properties, under VCS,  then VCS 

Description . 

The information you add depends whether the contributor is named or not.  

- If they are named list them by name, with their location. 

- If they are not named record the number of contributors, and the location that they 

were recorded, for example “5 vox pops in Guildford High Street” 

TIP: Radio Drama Company members are not classed as Equity, for their role select the 

“Speech” category and then “Radio Drama Company Member” for the role.  

If the contributor is a member of Equity, or the Musicians’ Union, this should be 

selected from the ‘Rights Agreement Type’ dropdown list and the ‘All Rights’ box 

should not be ticked.  If the contributor is neither of these but did not agree all rights, 

then ‘Other’ should be selected and details provided in the notes.  
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11.4 Editing or Removing Contributions 

If you have added an incorrect contributor you can remove them by clicking the red stop 

symbol in the contributors section of the item properties. To edit the contributor you can 

click on their name.  

 

The green tick shows that the contributor has given ‘All Rights’ for their contribution.   

11.5 Adding Archive Items 

To add an archive item, drag an archive item from the New Item box into your existing 

running order item. To make sure it’s inside the item, look out for the red line that will 

appear on the existing item before you drop it.  

 

Be careful that you don’t accidentally drop this above or below your pre-recorded or 

studio item. 

 

If you have multiple items within your pre-recorded or studio item, they should be listed 

in the correct order as per the actual programme. 

 

Fill in the title (this needs to be useful and easily identifiable for archive search 

purposes), contributors, rights and reference detail on the ‘Archive’ tab of Properties as 

TIP: You may need to embed an archive clip within another archive clip, if this occurs 

within the programme. Always be careful where you drag your archive item and make 

sure that your Running Order accurately reflects the order in which the content occurs 

in the programme.  
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you would for a new item. This data should have been supplied by the original owner of 

the clip and is essential for audit and reuse purposes.  

 

 

 

11.6 Adding Music Items 

The Academy page for music reporting is here: 

https://www.bbc.co.uk/academy/en/articles/art20150407151710911  

It is important to correctly report the music you use in your programmes within two 

weeks of publication so that the BBC meets its contractual obligations to the music 

collecting societies (PRS, PPL), in order for the correct payments to be made. 

Open music search in the right hand panel (‘Contemporary Music Search’ unless you are 

working for Radio 3 and are familiar with the ‘Classical Music Database’, Classical Music 

will be available within the ‘Contemporary Music Search’.) 

When working with music we recommend you widen the ‘Right Hand Panel’ so that you 

can see all of the search fields. To widen it, over the left hand border and use the double 

headed white arrow to click and drag the edge:  

 

The contemporary music search looks like this: 

WARNING: You should always use the details of the original transmission of an archive 

clip, not a repeat or usage in a later programme. 

 

 TIP: If you use the same content items, contributors or music items frequently – drag and 

drop them into your ‘Favourites’ in the ‘Right Hand Panel’. Then you drag them straight 

from your favourites to your running order without having to search.  

 

https://www.bbc.co.uk/academy/en/articles/art20150407151710911
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If you need additional search fields, you can click the ‘Advanced’ button which will 

provide more granular fields.  

There are lots of entries in the system, sometimes they are inaccurate as this database 

can be updated by all users with ‘Paperwork Access’. The best way to ensure that you 

have the correct track is to check the catalogue number and label.  

You must report each instance of a piece of music individually irrespective of duration, 

so if the same track is used twice it must appear twice on the running order. Do not enter 

the track once with a totalled duration. 

Search for the track, click on the disc icon in the ‘Type’ column and drag it into the 

correct position on your running order – add the relevant duration. This duration should 

be exact and accurate.  

 

To duplicate a track in your running order you can simply click the disc icon of the first 

instance in your running order, and drag it to the place in the running order where it was 

reused, this will create a second instance.  

To move a track, drag and drop the dimpled lines at the left hand side of the item:  
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If you can’t find the track, you can add it using the ‘Create Track’ function at the bottom 

of the search results.  This option will not be available unless you have already searched 

for your track, the ‘Create Track’ function gives you a series of blank fields so you can 

enter the details from scratch. 

You can also use the ‘Create Track Like’ box if, for example, the piece of music is already 

in the system but the version you are using is not (such as a cover version). You can 

amend the relevant fields. This option will not be available unless you have checked the 

selector box at the left of the title field for the original track you want to use as a 

template.    

Make sure that you’re adding accurate information, and avoid duplicating tracks 

unnecessarily. If you need to delete a track from your running order you can select it and 

press delete (function and backspace buttons on a Mac.) 

 

11.6.1 Structure of Music 

 

Work
Title and Composer

I Heard It Through The 
Grapevine by 

Strong/Whitfield 

Performance
Marvin Gaye 

(Studio Version)

Asset
CD

Marvin Gaye's Greatest Hits 

Asset
CD

Now That's What I Call 
Music

Performance
Marvin Gaye

(Live at Glastonbury)

Performance
Gladys Knight 

(Studio Version)

Asset
CD

Motown Greats

Asset
CD

Gladys Knight's
Greatest Hits

TIP: You may need to embed music within a studio or Pre-Rec item, or an archive clip, if 

this occurs within the programme. Always be careful where you drag your music item 

and make sure that your Running Order accurately reflects the order in which the 

content occurs in the programme.  
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With music one ‘Work’ (which is the composition, the actual piece of music) may have 

many ‘Performances’, and one ‘Performance’ may appear on a number of ‘Assets’ (for 

example, a downloadable file, CD, Tape).  

This is why, when you are creating new music, the amount of information you provide 

will change depending on which ‘Music Reporting Code’ you select.  
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11.6.2 Music Reporting Codes 

If you need to add a new piece of music, you will need to add one of the following codes: 

A Sound Archives Music on archive material from the BBC Sound Archives. 

Label details must be blank! 

C Commercial Compact disc, LP, cassette or cartridge of music, speech and 

sound effects. 

Label details are required, and ISRC if possible. 

H Radiophonic Workshop Specially composed material from the Radiophonic Workshop.  

Label details must be blank! 

I Local Radio Idents Specially composed idents for Local Radio only.  

Label details must be blank! 

K Commercial old Recordings published over 50 years ago.   

Label details are required! 

L Live Performance (and miming on live programmes for TV).  

Label details must be blank! 

M Library music Publishers library music, speech and sound effects, e.g. Bruton, 

Carlin, Chappell, De Wolfe.   

Label details are required! 

N Private tapes Non-commercial private tapes.  

Label details must be blank! 

P Music video Will have an ISRC number on packaging or timeclock. Short form 

video usually 3-4 mins. Not likely to be cartoons / extracts from 

feature films / concerts.   DVD versions reported in the same way.   

ISRC and Label details are required! 

http://repsearch.ppluk.com/
https://isrclookup.ppluk.com/faces/pages/search.xhtml
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R Studio recording BBC studio or location recording (not specially composed).  

Label details must be blank! 

2 2nd or further use of ‘R’ 

code 

Within 28 days of the 1st transmission.  

Label details must be blank! 

T Soundtrack tape From BBC’s Film Unit or film soundtrack from Programme 

Acquisitions.  

Label details must be blank! 

U Foreign tapes Stock music from Foreign Broadcasters (e.g. EBU tapes).  

Put Foreign Tape as the label name! 

X Specially composed 

music 

Excluding Radiophonic Workshop.  

Label details must be blank! 

11.7 Deleting Items  

To delete pre-rec or studio, archive, or music items, select the item so that it changes to 

a peach colour.  

On a Windows machine, press the delete key on your keyboard. 

On a Mac press the command and backspace keys.  

11.8 Music Report 

Once all music is added and the correct durations are entered, you are ready to submit 

the ‘Music Report’. Please note that you can only click ‘Send Music Report’ from one 

hour after the programme has been transmitted.  

This must be done within two weeks of TX. Music reporting is required for all BBC 

programmes. You need to send the music report even if there is no music included in the 

programme. 

 

 

TIP: You can add your music to your running order in advance of the transmission; you 

just won’t be able to send it until afterwards. 

 

TIP: If you are supplying a live programme and use Dira! or SADIE to report music you do 

not need to enter the music information into Proteus.  
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11.8.1 Sending the Music Report  

When all music items have been added to the running order, double check that each 

item has the correct duration and all the information required has been entered (i.e. 

composer, publisher, album, etc.). We recommend this is done after the running order 

has been submitted using the ‘Paperwork Complete’ button. 

 

Check that the ‘Sig Tune’/ ‘Dubbed’ boxes have been ticked, if relevant. For more 

information about these boxes, please follow this link: 

https://intranet.gateway.bbc.co.uk/crba/production-toolkit/reporting/Pages/music-

reporting-guide.aspx 

 

To submit the music report click the ‘Send Music Report’ button located at the top of the 

running order, in the part of the header which contains the transmission details.  

 

WARNING: It is not possible to send the music reporting before the programme has 

been transmitted.     

WARNING: The music reporting cannot be submitted before the programme has 

transmitted.  The button will remain greyed out and only become active once the 

transmission date/time has passed. It is not possible to send the music reporting until 

one hour after the programme has been transmitted or published.     

https://intranet.gateway.bbc.co.uk/crba/production-toolkit/reporting/Pages/music-reporting-guide.aspx
https://intranet.gateway.bbc.co.uk/crba/production-toolkit/reporting/Pages/music-reporting-guide.aspx
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A pop-up window will appear and display the number of music items due to be sent. 

Check that it reflects the expected number of music instances (if not, return to the 

running order and make any necessary adjustments). If correct, then click ‘Yes’. 

 

When the report has been sent, the ‘Music Report Status’ will change to amber.  This 

indicates that the transfer of music data to the BBC Music Reporting Unit is 

'Pending'.  The transfer will take place overnight. 

The status is visible on the transmission header: 

 

 

The ‘Music Report Status’ is also visible on the ‘Programme/Tx Search Results’ screen: 

 

The following day, when the transfer is complete, the status will change from amber to 

green (Received) status:  
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11.8.2 Correcting Errors When the Music Report Has Been Sent 

The only way to make changes to your Music Report is if you have not yet clicked 

‘Paperwork Complete’.  

If you have already clicked the ‘Send Music Report’ button and then discover you have 

made a mistake you can do one of the following: 

- If the ‘Music Report Status’ is still amber (Pending), it means that the system has 

not yet sent the music report to the BBC Music Reporting Unit. You can click 

‘Edit’, make any corrections to the music items, and click ‘Save’.   

- If the ‘Music Report Status’ has changed to green (Received), the original music 

information has been received by the BBC Music Reporting Unit.  Click ‘Edit’, 

make any corrections to the music, click ‘Save’.  The system will display the 

following message which enables you to re-send the music report.   

 

11.9 Paperwork Complete 

Once you are completely sure and have double checked that you have added all your 

relevant information to your running order so that it accurately reflects the structure of 

your programme, you can click the ‘Paperwork Complete’ button.. 

 

WARNING: You should be absolutely certain that the details are correct before clicking 

‘Paperwork Complete’ as this button will lock the running order any to further editing. 

 

 

WARNING: if you have already clicked the ‘Paperwork Complete’ button, it may not be 

possible for you to edit the running order and correct any music errors! 

Contact Proteus.Support@bbc.co.uk if you need to edit a ‘Paperwork Complete’ running 

order. 

mailto:Proteus.Support@bbc.co.uk
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If you have made an error and need to make changes you will need the programme to be 

‘unlocked’ by Proteus.support@bbc.co.uk . Please note that unlocking the paperwork 

could take up to working 3 days. 

13 Repeats and Re-Versions 

For straight repeats (where the origination has been reported in Proteus), the music 

report will be sent automatically by the system, and you don’t have to do anything.  

If there is an edited repeat of the programme (otherwise known as a re-versioned 

repeat), you will need to search for the repeat transmission, edit the running order as 

required, and send the music report again.  This is because an edited repeat is considered 

a new programme, with a new running order.  

The Academy training page for sending your music report is available here: 

https://www.bbc.co.uk/academy/en/articles/art20150407151710911  

 

mailto:Proteus.support@bbc.co.uk
https://www.bbc.co.uk/academy/en/articles/art20150407151710911

