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Silvermouse (for production 

paperwork) – Independent production 

companies 

Getting Started 

Silvermouse is the tool the BBC uses for completing the post production paperwork for its TV 

programmes and non-linear content, including the Programme as Completed and Music Reporting 

information. Use this helpcard to find your way around Silvermouse. 

Please note: All data in this helpcard is for training purposes only. 
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The BBC, as a broadcaster, uses Silvermouse, a system provided by the company Soundmouse, to 

enable productions to complete their production reporting. Silvermouse is used by several other 

broadcasters, but each broadcaster may have bespoke forms. 

The production reporting must be detailed, accurate and robust, and completed in a timely 

manner for the following reasons: 

◼ It is used to publicise the programme 

◼ It is used to record clearance for material and contributors 

◼ It is used to report the usage of music to collecting societies for payment purposes 

◼ The paperwork is the only official record of the programme or content 

◼ The records in Silvermouse will be used by future productions to assess whether that content 

can be exploited for further use in their own production 

◼ The BBCwill rely on the production reporting when creating paperwork for repeats of the 

programme, and deciding whether the content can be further exploited for re-sale 

◼ Schedulers will rely on the reporting to decide if an entire programme can be repeated 

◼  

◼ There will be one central point for the paperwork for all the BBC’s published video content, on 

both linear and non-linear platforms 

When completing the paperwork, please ensure it will make sense to someone who might look 

back at it in 50+ years’ time! 

 

The forms the BBC uses are: 

◼ Billings 

◼ Non-Linear 

◼ Contributors 

◼ Cue Sheet 

◼ Copyrights 

◼ Diversity Actual 

◼ Diversity Perceived 

◼ Front Page 

For details about each of the forms, please refer to The forms section of this helpcard. 

For details about when each of the forms should be completed, please refer to The process for 

programmes or non-linear content commissioned through the BBC’s commissioning system, 

WhatsOn section of this helpcard. 
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Log in 

Silvermouse can be accessed from any computer that has access to the internet, and you don’t 

have to be on the BBC Network to use it. 

Request a Login 
Logins can be requested directly from Silvermouse: 

 At the Login screen, click 

on New User 

 Search for silvermouse in 

any internet browser, and 

open the URL: www.silvermouse.com 

Log into the system 

 In the login screen, enter your Username and Password 

Your account will be locked if you enter your password incorrectly 5 times or more: 

 

Forgotten password 

 Click on Forgotten 

Password and complete 

your details 

Terms and conditions on first 

use 

When you use Silvermouse in a 

new browser for the first time, you 

will need to accept their Terms 

and Conditions of Use. 

  

 

 

 

 

http://www.silvermouse.com/
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Security access with two factor authentication (2FA) 
For security reasons, you will need to complete two levels of authentication, rather like an online 

bank account to access BBC Silvermouse. You can either use your email address or a mobile 

number as the second level of authentication. 

Before you can use this two factor authentication (2FA) to log into Silvermouse, you will need to 

validate your email address. Successful two-factor authentication will be valid for 30 days; then 

you will need to complete the two level authentication again. 

You will need to complete 2FA for every Silvermouse account you wish to access, and from each 

browser you access Silvermouse from. 

2FA with email 

Once your email has been validated, when you log into Silvermouse you will be reminded that 

two-factor authentication is available. 

To complete your 2FA with email: 

 Click on Proceed 

 

 In the proceeding window, in the Send code to your email address box, check the email 

address the code will be sent to and click on Send 

 

 An email will be sent to the corresponding email address with a 6 digit code; the Silvermouse 

web page will update 



 

  6 

 

 

 In the Enter the Code box, type the code from the email, and click on Submit 

 

2FA by your mobile phone number 

Alternatively, you can complete your 2FA by mobile phone number; however, the initial 2FA must 

be completed by email so you can subsequently register your mobile phone number with 

Silvermouse for future two factor authentications. 

 Once you have logged into Silvermouse initially, click on your proflie icon 

 

 In the Mobile Number box, type your mobile number and re-enter it to confirm it; exclude the 

leading zero; if reqiured from the country code drop down list, select the correct country code 

that your mobile is regsitered to and click on Verify (+44 is the country code for the UK)  

 

 Click on Verify 

 A verification code will be sent to your mobile via SMS text message 

 In the Enter Verification Code box, type the code and click on Verify 

Once your mobile number has been registered with Silvermouse, you will be offered the option to 

request your code for 2FA either by email or mobile phone:  
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Important points about mobile phone verification & 2FA codes 

◼ Verification codes for registering your mobile phone or for ongoing 2FA are only valid for 

3 minutes; if you it isn’t received or entered within 3 minutes, click on Resend to obtain a new 

verification code 

◼ You can only request a new code 5 times 

◼ As mobile phone signals can vary, and mobile networks can cause delay in the delivery of SMS 

text messages; please do not click on Resend too quickly; once you click on resend, any 

previous codes will be void 

The home page 

Production Companies 
The Home page will display your name and your Production 

Company in the top right. For example, this user is in the ‘BBC 

Test’ Production Company. 

Inbox, Outbox and Library 
Silvermouse holds all the forms in three main locations:  

◼ The Inbox will display all forms which need to be actioned by your production company; these 

might be ‘Issued’ or ‘Rejected’ by the broadcaster, or currently ‘In Progress’. They remain 

visible in the Inbox until they are ‘Submitted’ to the broadcaster 

◼ The Outbox will display any forms which have the ‘Submit to Broadcaster’ status 

◼ The Library will display all forms for your production company, irrespective of the form’s 

status, across all broadcasters once search criteria or a filter has been applied 

Enable pop-up windows 
Silvermouse frequently uses pop-up windows, so on first use, you may need to check your 

browser does not block pop-ups. The browser’s security settings can be changed to accept these, 

but please only allow pop-up windows for the Silvermouse website only. 

Change your password 
When you first use Silvermouse, you will be prompted to change your password, so it is unique to 

you. However, you may also wish to manually change your password periodically. To do this:  

 From the home page, click on Change Password 
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When you set your password, it must be different from the previous 6 passwords and the current 

one, and it must contain at least 9 characters which must be a combination of letters, numbers 

and the following symbols: ! # $ % & ( ) + - / : < = > ? _ 

Log out 

If you are on a public or shared computer, you MUST remember to logout of Silvermouse when 

you are done: 

◼ At the bottom of the homepage 

 

◼ At the top right of the Inbox or Library
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The process for programmes or non-linear content  

 

  

BBC Approves/Rejects post production paperwork
If rejected, the Production Company will be required to amend and resubmit form(s).

The Cue Sheet will ONLY be approved by the BBC for non-linear content published on iPlayer and BBC Three. 
The BBC will NOT approve the Cue Sheet if the non-linear content is published on external social media 

platforms, such as YouTube or Facebook or on any other BBC platform other than iPlayer or BBC Three. This 
is not an indication that the BBC has accepted your Cue Sheet form.

WITHIN 2 WEEKS OF TX  (LINEAR PROGRAMMES) OR BY CONTRACTED DELIVERY DAT (NON-LINEAR)
Complete and Submit all forms. 

AFTER FINAL EDIT
Diversity Perceived form completed for the content, as the audience would perceive the on-screen 

characters for that episode alone

2 WEEKS PRIOR TO TX
If appropriate, Billings Form completed, submitted to broadcaster so it can be sent to third party suppliers

DURING PRODUCTION
Details of on- and off-screen contributors, and production team as identified in Diamond training, entered 

into Contributors Form (excl. Rights) & Diversity Actual Forms to trigger sending of DSF form

Forms are automatically launched in Silvermouse witin 15 minutes

Programme or content is commissioned in the WhatsOn, the BBC Commissioning System
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Requirements to report non-linear content 
‘Non-linear content’ is audio visual content which is accessed by viewers through any method or 

technology which allows them to select which shows they watch and when they watch them. 

New commissions from August 2020 will require reporting of non-linear content which is in 

scope in Silvermouse, including diversity reporting. 

Please refer to the BBC Commissioning website or your BBC contact for further details. 

All the issued forms must be submitted by the dates shown in The process for programmes or 

non-linear content section of this helpcard. 

The forms 

The forms the BBC uses for its production reporting in Silvermouse are:are: 

◼ Billings. The Billings form is used by listings magazines, such as the Radio Times, and for 

digital programme guides, BBC iPlayer and the BBC's programme websites 

◼ Contributors. The Contributors form is one of the key elements of the BBC Programme as 

Completed (PasC) paperwork and details all the people used and their contracts and 

agreements. Examples include actors, musicians, writers, experts, interviewees, 

choreographers or stunt arrangers 

◼ Copyrights. The Copyrights form is another key element of the BBC PasC and details all the 

copyright works used and how it was cleared for use. Examples include script, poems, stills, 

artistic work, and commissioned or archive footage 

◼ Cue Sheet. The Cue Sheet is used to report all the music in the content, so the correct parties 

can be paid 

◼ Diversity Actual. The Diversity Actual form tracks the diversity information of the people who 

work on the content, both on- and off-screen. See Diamond for more information 

◼ Diversity Perceived. The Diversity Perceived form reports the on-screen diversity as 

perceived by a member of the production team taking an audience perspective. See Diamond 

for more information 

◼ Front Page. The Front Page is the cover form for the BBC PasC and provides all the key 

information about the programme or content 

◼ Non-linear: The Non-linear form is used to record where non-linear BBC content has been 

published and what rights have been agreed for publication 

There are helpcards available on the BBC Academy’s Silvermouse for production paperwork 

site for each of the forms. 

Silvermouse is only used for the post-production reporting of the content. All clearance must be 

sought in the pre-production phase. 

Failure to provide robust, accurate and detailed reporting of items or people used in the 

programme or content will put the BBC in breach of its agreements or contracts. 

https://www.bbc.co.uk/commissioning/tv/delivery-timeline
http://creativediversitynetwork.com/diamond/
http://creativediversitynetwork.com/diamond/
https://www.bbc.co.uk/academy/en/articles/art20170126164820104
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Find the content 

By default, the Library will not display content until either a search or filter is applied. This is to 

speed up system performance, as the Library will contain a large amount of data over time. 

Apply filters 
To apply a Filter: 

 Click on the status of the form you wish to amend or view, e.g. Submitted: 

 

To clear the filter: 

 Click on All 

 

Filters can also be applied within the Advanced Search. 

The Simple search 
To run a simple search in the Inbox or Library: 

 In the Search Box, partially type the name of the programme or content; the search is a 

Begins With search, and is not case sensitive 

 Click on Search 
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By default, the simple search will search for your criteria in the following fields:  

◼ Series Name 

◼ Billed Series Name 

◼ Episode Name 

◼ Billed Episode Name 

◼ Contract No. This field 

has been removed from 

BBC forms 

◼ Production No. This is the BBC programme Unique ID 

◼ SM – UID. This is the Silvermouse Unique ID 

◼ Cue Sheet UID. As the Cue Sheet can be viewed within the programme or content, this option 

is redundant 

◼ ISAN (The International Standard Audio-visual Number). The BBC does not use this option 

Non-linear content may not have a BBC UID assigned. If you cannot find your form by name, 

please speak to your BBC contact. 

Search Type 

In the Search Type, you can narrow your search by specifying just one of these options. 

 From the Search Type drop-down list, select the required option 

Last Edited 

The Last Edited option provides time intervals for the search criteria; 

for example, forms edited within the last 7 days, or within the last 3 

months. 

 From the Last Edited drop-down list, select the required option 

Once a search has been performed in the Inbox, the search results are not cleared when a form is 

viewed or the Library is selected. The search criteria will only be cleared if the search box is 

cleared and Search is clicked, or if you log out. 

Advanced search 
To access the Advanced search: 

 Click on Advanced Search  

The Advanced Search provides more fields to search the criteria against: 
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◼ Series Name. This field uses a Starts With search by default 

◼ Episode Name. This field uses a Starts With search by default 

◼ Broadcaster. This field is primarily used by independent production companies to search for 

content created for a specific broadcaster 

◼ Contract no. This field has been removed from the BBC forms 

◼ Episode no. 

◼ Programme Identifier. This is the BBC programme UID, the Silvermouse UID, the Cue Sheet 

ID, or the ISAN; some non-linear content may not have a UID. The BBC does not use the ISAN 

◼ Identifier Type. This specifies which Identifier should be used in the search 

◼ Director. 

◼ Billed Series name. This field uses a Starts With search by default 

◼ Billed Episode name. This field uses a Starts With search by default 

◼ Billed Episode no. 

◼ Department. 

◼ Production Type. Select whether the content is a One Off Programme or part of a Series 

◼ Production Source. Select how the content was sourced or created 

◼ Commissioning Editor. 

◼ TX date from and to, and Channel. These fields search the post-TX data which is recorded in 

the Programme History in Silvermouse, as the data is received from the commissioning and 

scheduling system, WhatsOn, as the AsRun information. They can only be used for searches 

after the programme has transmitted. The TX date range is limited to a three month time 

period 

If you are searching for forms before 1st April 2017 (pre-Silvermouse), use the TX/Publication 

date from and to search criteria instead, as those programmes will not contain any post-TX data 

from WhatsOn. 

◼ TX/Publication date from and to, and Channel. These fields search the TX/Publication Date 

from the header of a programme in Silvermouse; they can only be searched on after the 

programme has transmitted. The TX Date range is limited to a three month time period 
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◼ Publication date from (Non-linear) and to (Non-linear), Publication Platform (Non-linear) 

and Publication ID (Non-linear). These fields search the publication details in the Add 

Publication section of the Non-linear form 

◼ Last Edited. 

◼ Form. Select the form you wish to search for 

The Form drop-down list displays all the Soundmouse forms; please note, the BBC only uses 

eight of the listed forms. Please refer to The Forms section of this helpcard for more 

information. 

◼ Version Made For. Search for either non-linear content or, if the content is linear, for the 

party that has funded or commissioned it. 

◼ Form Status. Select the status of the form you wish to search for 

The following criteria are displayed in the Advanced Search, but are not used by BBC forms, and 

will not return any search results: 

◼ Contract No. As the BBC header information does not contain Contract No, this field will not 

return any search results 

◼ Director. As the BBC header information does not contain Director, this field will not return any 

search results 

To return to the Simple Search: 

 Click on Simple Search 

 

Use the wild card * in the Advanced search 

By default, all Advanced Search fields use a ‘Begins with’ search, but you can use an asterisk as a 

wild card in some fields to widen the search; for example, if you can’t remember the correct title 

of the programme ‘Big Cats about the House’, you could type in *cats. 

The asterisk wild card can be used in these fields: 

◼ Series Name 

◼ Episode Name 

◼ Director 

◼ Billed Series Name 

◼ Billed Episode Name 

◼ Commissioning Editor 

◼ Publication ID (Non-linear) 

 



 

  15 

 

 

Search results 
A returned programme will appear in the search results; the screenshot below is an example of a 

linear programme

 

Column 1 displays: 

◼ Series Name as it appears in the commissioning system 

◼ Billed Series Name taken from the header 

◼ Episode Name as it appears in the commissioning system 

◼ Billed Episode Name taken from the header 

◼ Episode Number, shown immediately after the Episode Name 

◼ Billed Episode Number, shown in brackets after the Billed Episode Name 

◼ Number of forms currently Active or Complete; for example, if one form was approved, it 

would show (1/7) 

 

 

 

 

 

 

 

Column 2 displays all the forms, their current status, and the date action was last taken on them. 

Remember, if viewing programmes in the Inbox, Submitted or Approved forms will not be 

displayed. 

Column 3 displays: 

◼ Broadcaster 

◼ Production Company for the programme 

 

2 1 3 4 

   

Series Title (commissioned) 

Billed Series Title 
Episode Title 

(commissioned) 

Billed Episode Number 

Billed Episode Title 

Airing Order 
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◼ Production Source 

◼ Production Type 

Column 4 will display: 

◼ Contract No – this will only display if the Series number has been manually updated in the 

header 

◼ Production No (BBC Programme UID) 

◼ SM – UID which is the unique UID within Silvermouse 

◼ Internal System Reference – a pre-transmission reference for the programme from the 

commissioning system 

◼ Internal System Reference with version number– a pre-transmission reference for the 

programme from the commissioning system with version number 

If you are unable to locate the BBC forms for your programme or content and you expect to see 

them in Silvermouse, please contact your BBC contact. 

View content 

The header 
The header contains the common data about the programme or content, such as Series Name, 

Episode Name, and the Programme UID, if the content has a UID. 

The header should always be edited and updated as necessary. 

 

Please refer to the Header helpcard for further details on editing the header. 

 

https://www.bbc.co.uk/academy/en/articles/art20170126164820104
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Expand the header 

The header only displays some of the key 

information by default.  

To view more: 

 In the header, click on Expand 

To return to the default view:  

 In the header, click on Collapse 

Form Status History 

The history of the form is tracked, so you can see when the form was issued, when it was last 

updated, and when it was also submitted or approved. 

To view the history of the form: 

 In the header, click on Form Status History 

 

To return to the header: 

 Click on Header 

 

Form notes 

Although the header contains common data which can be viewed within every form, the Edit form 

notes is specific to the form currently being viewed. Form notes will be included if the form is 

PDF’d. 

To add notes for a specific form: 

 Open the form you wish to add notes for 
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 In the header, click on Edit 

 

 In the Form notes window, type your notes 

 Click on Update 

To add notes for the entire programme, please refer to the Prog Notes section of this helpcard. 

Prog Notes 
You can use Prog Notes 

to enter notes about the 

entire programme, for 

example ‘This whole 

programme is clear for 

UK transmission only’. 

These notes will appear 

on all PDFs for the 

content. 

 Click on Prog Notes 

 Type the notes about 

the entire programme 

 Click on Update 
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Programme History 
If a linear programme is repeated, the details of its previous transmissions can be viewed. 

 Click on Programme History 

 

 Click on Close to close the pop-up window 

If the forms for a piece of non-linear content exist in Silvermouse and the content is republished, 

the Non-Linear form will be updated by the BBC to include a new publication identifier row to 

identify where the content has been newly published. 

If the existing non-linear content is edited, a new set of forms will be issued. 

Create PDFs 
There are three PDFs that can be created: 

◼ Full PDF Version will PDF all the 

Silvermouse forms 

◼ BBC PasC PDF will PDF the forms the 

BBC considers as the PasC; the Front 

Page, the Contributors and the 

Copyrights forms. 

◼ PDF Version should be used to PDF the form currently being viewed. 
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Open a form 
The forms are shown to the right of the header: 

  

To open a form: 

 Click on the name of the form you wish to open 

All BBC forms will be listed even if they have not been created; in this example, the legacy 

Transmission form displays ‘n/c’ to show it has not been created. 

Who can see the forms? 

Only your Production Company and the relevant Broadcaster can view the forms for your 

programmes or content. 

Common form commands 
The selected form will be displayed beneath the header. On the right of the form name are some 

common form commands, such as Submit, Copy, or PDF Version 
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Form-specific commands are contained in the associated form’s helpcard on the BBC Academy’s 

Silvermouse for Production Paperwork page. 

Add to Work in Progress 

If the form has not been started, but you wish to change its status to In Progress: 

 Click on Add to work in progress 

 

The Process menu 
The Process menu is available in the Contributors, Copyrights, and the Diversity Actual and 

Diversity Perceived forms. You can use it to complete tasks to rows within a form. This might 

include removing a contribution or copyright item, the associated rights, or both. 

Contributors form’s Process menu 

◼ Edit contribution 

◼ Add/Edit Rights 

◼ Add / Edit Agent 

◼ Remove Contribution(s) 

◼ Remove Rights 

◼ Add Tags 

◼ Remove Tags 

◼ Copy Selected 

Copyrights form’s Process menu 

◼ Aggregate selected copyrights by source 

◼ Aggregated selected copyrights by type 

◼ Aggregate selected copyrights by 

copyright 

◼ Add / Edit Rights 

◼ Remove Copyright(s) 

◼ Remove Rights 

◼ Add Tags 

◼ Remove Tags 

◼ Copy Selected Items 

 

https://www.bbc.co.uk/academy/en/articles/art20170126164820104
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Diversity Actual form’s Process menu 

◼ Copy Selected 

Diversity Perceived form’s Process 

menu 

◼ Delete 

◼ Clear Questions 

◼ Confirm 

 

To apply the required action 

 Select the checkbox of the row you wish to process 

 From the Process drop down menu, select the action you wish to take 

 Click on Process 

The form items 
The items within the form are listed beneath the header and the forms area: 
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Mandatory fields 

Any mandatory fields are marked with a red asterisk next to the heading of the field: 

  

The form cannot be Submitted if a mandatory field is incomplete. 

If any of the mandatory fields have been missed, they will turn orange to identify which fields 

need an entry before the form can be approved. 

 

If you are completing the non-linear form, but you are unsure where the content will be 

published, it is essential you leave the Publication Identifier, Platform and Publisher Date blank. 

If one of these is edited, all three fields MUST be completed before the form can be Submitted. 

Although many of the fields in the BBC Silvermouse forms 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. 

Update form 
Some forms offer an Update option as you work through it. 

This must be selected to save the form. 

If more than one is available in the form, you can use any of the Update options and the whole 

form will be saved. 

If you have missed any of the mandatory fields, they will turn orange. You should complete them 

and then click on Update again. 

If you switch forms without updating the form, all your changes will be lost. 
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Submit a Form 

Independent Production Companies will need to submit the forms to the BBC for approval. 

If you are completing the non-linear form, but you are unsure where the content will be 

published, it is essential you leave the Publication Identifier, Platform and Publisher Date blank. 

If one of these is edited, all three fields MUST be completed before the form can be Submitted. 

To submit a form: 

 Click on the checkbox beneath the form-specific commands, if displayed. This example is for 

the Front Page form: 

 

 Click on Submit to Broadcaster 

 In the pop up confirmation window, click on Confirm 

The form will close and you will be taken back to the Inbox 

Submitted forms are not displayed in the Inbox, but you’ll be able 

to find them in the Outbox or Library. Unapproved forms for 

your Production area will also display in the Library. 

The form cannot be submitted if the Information Entered is Correct and Complete checkbox has 

not been selected, or if mandatory fields are missing. 

Locate a Submitted form 
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. 

To locate a submitted form: 

 Search for your programme or content in the Library 

 Click on the submitted form you wish to view 

To reduce the number of forms displayed in the Library, click on the Submitted filter. Forms with 

other statuses will be hidden: 
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Rejected forms 

If there is a problem with a form and it has been rejected, your BBC contact will let you know 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: 

 

To re-submit the form: 

 De-select the checkbox beneath the form-specific commands 

 Make the required changes 

 Click on Submit to Broadcaster 

 In the pop up confirmation window, click on OK 

Locate an Approved form 

 Search for your programme or content in the Library 
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 To reduce the number of forms displayed in the Library, click on the Approved filter; forms 

with other statuses will be hidden 

 

Databases in Silvermouse 

Several databases are searchable within Silvermouse: 

◼ Silvermouse database. The Silvermouse database is built up over a period of time by you and 

your colleagues. As soon as a new entry is created, it is added to and searchable within the 

Silvermouse database. Therefore, it is critical that new entries are entered accurately, and 

with as much detail as possible. If using copyright items which already exists in the 

Silvermouse database, please refer to the Copyrights form helpcard which contains critical 

information you must be aware of 

◼ Getty Images. Getty images is a database providing stock photography, royalty-free photos 

and the latest news pictures and can be searched within the Copyrights form 

 

For further details, please refer to the Copyrights Form helpcard 

◼ PRS for Music. PRS is the collecting society for songwriters, composers and music publishers, 

and musical works can be searched for in the Cue Sheet form 

 

For further details, please refer to the Cue Sheet helpcard 

If a Getty or PRS search result is used to create a new entry, the new entry is added to the 

Silvermouse database for your Production Company. 

 

 

https://www.bbc.co.uk/academy/en/articles/art20170126164820104
https://www.bbc.co.uk/academy/en/articles/art20170126164820104
https://www.bbc.co.uk/academy/en/articles/art20170126164820104

