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Silvermouse (for Production Paperwork) 

Completing and Submitting a BBC Billings Form 

This helpcard describes how to complete and submit a BBC Billings form. 

The BBC Billings form provides essential information for the final transmission schedules. It also provides 

text for listings magazines, digital programme guides, BBC iPlayer and the BBC's programme websites. 

The BBC Billings form should be completed and submitted as outlined below. 

Please note: All data in this helpcard is for training purposes only. 
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Locating Your Programme’s BBC Billings Form 

 Search for your programme in the Inbox 

 

 Click on Billings to display the form: 

 

If you are unable to locate the BBC forms for your programme and you expect to see them in Silvermouse, 
please contact your Delivery Co-ordinator or silvermouse.support@bbc.co.uk. 

Editing the Header 

Make sure that the information in the Header is correct before completing the form. 

 Click on Edit Header  

 

For more details about the information that should be completed, please refer to the Header helpcard. 

 Click on Update to save the changes, or Cancel if no changes are required 

  

mailto:silvermouse.support@bbc.co.uk
http://www.bbc.co.uk/academy/en/articles/art20161013152040428
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Completing the BBC Billings Form 

When completing a BBC Billings form, the following information is required. 

Please note mandatory fields are indicated by a red asterisk *. 

Although many of the fields in the Billings form are not mandatory, please ensure you complete all the 
relevant fields to ensure your reporting is robust, detailed and accurate for future exploitation by other 
productions; otherwise the BBC may reject the form. 

Sign Off 

 

 Query Contact Name*: Enter the name of who is responsible for the billing 

 Query Contact Telephone Number*: Enter the contact details of who is responsible for the billing 

 Billings Authorised By: Enter the name of the BBC Production Executive/Editor who authorised this 
billing 

EPG Details (Electronic Programme Guide) 
Programme Categories and Formats help the audience slice and dice the large number of programmes 

the BBC offers to find something of interest to them.  

 

 Level 1*: Select the relevant Programme Category (genre) to ensure that it’s classified correctly on 
any EPG, BBC iPlayer and on the bbc.co.uk/programmes website.  

Depending on what you select, a Level 2 or Level 3 may also be required. Choose your genre(s) based on 

what will make sense to the audience, rather than the production area that commissioned the programme. 

This will help the audience find something of interest to them. 

 Format: The Format entered here dictates where the programme will appear on BBC iPlayer. For 
example, selecting the Format: Documentaries means your programme will appear in the 
Documentaries category 
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Production Format Details 

Although Production Format Details are not mandatory, it is recommended that they are entered. 

 Aspect Ratio: Select as appropriate 

 3D: Select the check box if the programme 
is 3D  

 Audio Format: Select as appropriate 

 Video Format: Select as appropriate 

 Credit Safe: Flags the aspect ratio of the 
credits for the produced content. If you 
select 16:9 (rather than 4:3) a note is 
displayed telling you to call the 
Commissioner 

 Black & White: Select the check box only if 
the content has no colour at all 

 In-Vision Subtitles: Select the check box to flag that subtitles have been produced for editorial 
reasons, for example English subtitles on a foreign clip, rather than those that have been produced as 
part of the BBC's Access Service 

 Audio Language: Select the main language used in the programme (the default is English) 

 Delivery Type*: Select how the programme will be delivered 

Points to Note 

 Points to Note: Advice must be given and details noted here of violence, bad language, scenes of a 
sexual nature, disturbing scenes, strobe effects, help line details, e-mail or web addresses. 

Synopses 
The synopses do two very important jobs; to 

entice the audience to watch your 

programme, and help the BBC recommend 

programmes to potential viewers.  

The synopses are never displayed all together 

in the same place, so key information should 

be repeated in each. Providing good quality 

descriptions in your BBC Billings form will give 

your programme the maximum chance of 

being watched, both through the programme 

guide on live TV and on iPlayer catch up.  

Once the BBC Billings form has been 

submitted, the BBC’s metadata partner 

checks the synopses for typing errors and 

legal issues, and will standardise their formatting, punctuation and capitalisation. The synopses are then 

sent to listings providers, the BBC website and BBC iPlayer. 

 Episode Long Synopsis (max 5000 char)*:  This is the only synopsis that is mandatory; however, it is 
strongly recommended that you use the others as well. Please note it is possible to pull this synopsis 
into the Front Page form of the BBC PasC document 

 Episode: Medium Synopsis (max 180 char.): Enter a synopsis 



  

Business Systems Training  5 

 

 Episode: Short Synopsis (max 90 char.): Enter a synopsis 

If the Short and Medium Synopsis fields on the BBC Billings form are left blank, they will be written by 
a team of listings writers, based on what appear to be the most important passages of your Long 
Synopsis 

 Series Synopsis (max 180 char.): This will appear in a prime spot on bbc.co.uk/programmes, and in 
BBC iPlayer’s website. Make sure you use the same series synopsis for each programme in a series. 

The billings information does not auto save, so if you want to exit the form before everything’s been 
entered click on Update. You can use either of the Update buttons and the whole form will be saved.  

Any missed mandatory fields will turn orange:  

Complete these and click on Update again before exiting the form  

For more information about where the synopses are used, and how to write a good synopsis, please refer 

to the BBC iPlayer Billings Guide. 

Production Credits 
Production Credits are not mandatory, but if your production wants to use them you can either enter them 

manually, or add all the contributors currently on your programme’s Contributors form, by clicking on 

Append with Contributors. 

 

Appending Contributors from the Contributors Form  

 Contributors will be appended each time Append with Contributors is pressed, which may result in 
duplicates. Always check the information when it has been added to the form and Edit or Delete as 
required 

 Contributors will be added in the same order they appear in the Contributors form, but the order can be 
changed by editing the contributor and changing the line number 

 

 When you have appended the contributors, any subsequent changes made in the Contributors form will 
not be reflected in the billings list 

 Any changes you make to the contributors in the BBC Billings form, will not be reflected in the 
Contributors form 

 It is not possible to edit the Name of a contributor that has been appended from the Contributors form; 
instead, add a Billed Name 

 If you pull through details of a contributor who you would not normally bill, you can Delete them from the 
BBC Billings form 

  

http://www.bbc.co.uk/academy/en/articles/art20161013152040428
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 Surname is a mandatory field in the Contributors form, so you may have added a child contributor as 
‘Joe SURNAMEHIDDEN’. Within the BBC Billings form, you can either delete the entry and re-enter 
them manually, or use the Billed Name to enter the name as you wish it to be advertised 

 The Role can be edited but only changed to Other, which then allows you to enter a manual description 
of the role 

There are some differences between the Roles in the BBC Billings form and the Contributors form 

 When you click on Append with Contributors, you may see the Role Mapping Form pop-up screen, 
which means the contributor has a role which maps to several Billings roles. You can then choose which 
you would like to use for the billing: 

 

 Billing Role*: Select the role you would like to use in the billing 

 Click on Confirm 

The contributors will be added to either the On-screen or Production Team (Off-screen) section, 
depending on the Role that has been used. 

Manually Adding Contributors to the BBC Billings Form 

When adding contributors manually to the form you need to enter the following information: 

On-screen 

 #*: This is the line number that is used for ordering the billing credits. This is automatically filled with the 
next sequential number, but it can be overwritten if you need to change the order of the credits 

 Name*: Enter the name of the on-screen contributor 

 Role*:  Select the relevant role of the named on-screen contributor from the drop down list 

 Character Portrayed: Enter the character portrayed by the named contributor (if appropriate) 

 Billed name: Enter the Billed Name of character if different from the Name (if appropriate) 

The Billed name may also be used to change the ‘format’ of the name for billings purposes. For example, a 
name may be appended as Steve Mccrum and it should be entered in this box as Steve McCrum to ensure 
it is billed correctly. 

 Click on Add to add the contributor to the list  

or 

 Click on Cancel at any time to clear the fields for that section 

 Contributor ID and SM Local ID: These will only be displayed if the contributor has been appended 
from the Contributors form and are available 
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Production Team (Off-screen) 

This section of the form is for production team credits, for example the Producer and Director. 

 #*: This is the line number that is used for ordering the billing credits. This is automatically filled with the 
next sequential number, but it can be overwritten if required 

 Name*: Enter the name of the production team member 

 Role*:  Select the relevant role of the named production team member from the drop down list 

 Billed name: Enter the Billed Name of production team member if different from the Name, as 
appropriate 

 Click on Add to add the contributor to the list  

or 

 Click on Cancel at any time to clear the fields for that section 

Editing Credits 

 All contributors can be edited or deleted by clicking on the appropriate option:  

 If you Edit a contributor, click on Confirm  to complete the action or Cancel to close the edit screen 

Make sure the contributor list is in order of importance, not appearance, as the listings magazines and 
EPG will cut from the bottom upwards if short of space. 

To change the order: 

 Click on Edit at the right of the contributors information 

 

 Change the # line number and then click on Confirm 

 

The order has changed: 

 

 When all the edits have been made click on Update 
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Submitting the Form 

 When the form is complete, select the All Billings Information Entered tick box 

 

 Click on Submit to Broadcaster 

 In the confirmation window, click on OK to submit the form 

This will change the status of the form from In Progress to Submitted. 

The form will close and you will be taken back to your Inbox. 

Submitted forms are not displayed in the Inbox, but you’ll be able to find it in either the Outbox or the 

Library. 

The form will either be approved or rejected by the broadcaster. 

It is not possible to edit a Submitted or Approved form. You will need to ask your BBC contact to reject a 
form so you can make changes to it. 

Rejected Forms 

If there is a problem with the form and it has been rejected, the BBC Independent Delivery Unit (IDU) will 

contact you and you will be able to find the rejected form in your Inbox. Their feedback will be entered in 

the Notes field, in the Header: 
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To make the necessary changes: 

 Deselect the All Billings Information Entered checkbox 

 Make the required changes 

 Click on Update 

 Select All Billings Information Entered 

 Click on Submit to Broadcaster 

 In the confirmation window, click on OK to submit the form again 

Locating an Approved BBC Billings Form 

 Search for your programme in the Library. Enter the search criteria and then click on Approved: 

 

 Click on Billings to display the form: 

 


