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Silvermouse for production paperwork 

Copy forms and content 

This helpcard will show you how to copy information in Silvermouse. 

Please note: The information contained in this helpcard is for training purposes only. 
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Copy content 

It is easy to copy content within Silvermouse; these are the options that are available: 

◼ Copy the forms (or selected forms) to the forms of another programme or piece of content, via 

the Copy PAC drop down option in the Inbox 

◼ Copy the content of an individual form to another  

◼ Copy selected items from the form you are currently working on into another programme or 

content’s form, for example selected Copyright items or Contributors 

◼ Copy a copyright item within the current Copyright form you are working on 

◼ Copy music cues from a form for another programme or piece of content into the current music 

Cue Sheet you are working on. This option will copy ALL the music cues, not just selected tracks 

◼ Copy music cues within, and to, the current music Cue Sheet you are working on; this is useful if 

the same music is used more than once in your programme 
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Essential information to read before copying 

◼ All production form items in the source form, the form that contains the items, (copyrights, 

contributors or cues) will always be appended to the destination form, the form you want to 

copy the items to. Pre-existing items in the destination form are not overwritten; for example, 

if you copy a Billings form and there are On-Screen Production Credits in both the source and 

destination form, those in the source form will appear underneath those in the destination 

form 

◼ However, there is a slight exception with the Front Page. A limited number of Co-Funders (a 

maximum of twelve) and Directors (a maximum of three) can be entered. When copying the 

Front page, if one Director has already been entered and then content from another form 

which lists three directors is copied across, only two directors will be pulled through. This is to 

ensure your initial manual entry is not deleted. A message will be displayed to tell you that all 

the entries have not been copied 

◼ Timecode information associated with the source form will not transfer to the destination 

form except where the timecodes are mandatory, for example in the Copyrights form 

◼ If you try to copy into a form that has the All information entered check box selected, the 

copy will not complete and an error message will be displayed. To proceed with the copy, de-

select the All information entered check box and try again 

◼ You can decide whether you wish to Include Licence (rights) information in the copy 

◼ Information contained in the header will not be copied 

◼ There is no Undo option 

◼ If you select an empty Billings or Front Page form as a source form when using either Copy 

Form or Copy PAC, it could lead to data being erased in the form you are copying to 

When copying items from one form to another, regardless of which method is used, entries in the 

Contributors and music Cue Sheet forms can be added, deleted or amended (including rights for 

the Contributors form) without the original form being updated 

However, there is an exception with the Copyrights form: 

Please be aware, Copyright items that have been copied from one form to another can be 

deleted and the rights and timecodes can be changed without the original copyright item entry 

being updated. 

However, the following key information fields relating to that piece of copyright are ALWAYS 

linked to the copyright item: 

Type    Title 

Type of Material  Rights holder 

Other Material  Creator 

Copyright ID   Description 

ANY changes made to these fields will not just affect the item in the current form you are 

working on, but also ANY form where this item has been used in other programmes or content, 

including where someone has chosen this item from the Silvermouse database.  
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Therefore, if you discover you need to change any of the key information for a copyright item 

that you have copied, apart from the tights or the timecodes, you MUST delete it, and add it as a 

new item. By doing this, there will be no risk of changing the data if it has used in forms for other 

programmes or content. 

Copy Tags 

◼ If tags have been used in the forms you are copying from, you can decide whether you wish to 

include them in the copy or not 

◼ In any situation where tags are copied the tag timecodes are not 

◼ By default, the Include Tags check box will be selected 

◼ If you choose to copy the tags, the list of tags from the source form is appended to the list on 

the destination form 

◼ There is no validation on tags when they are copied from one form to another; for example, if 

the destination form has a tag with the same name as a tag being copied, the destination form 

will display both tags with the same name  

◼ Once copied, there is no link between the tags on the source and destination form; any 

changes on one does not affect the other 

Copy all forms or selected forms via the Copy PAC 

option 

This can be especially useful for a series of programmes or content, for example, if the 

Contributors form for the first programme or piece of content contains the same presenters or 

actors, or the Cue Sheet contains the same music, these can be copied to subsequent forms. 

If a BBC Studios Distribution or co-production version of your programme or content has been 

created, you can copy information to the new forms from your initial forms, and then amend them 

to reflect the re-edit. 

Please read the Essential Information section of this helpcard before copying any forms or their 

information. 

 Within the Inbox, search for and select the destination form for the programme or content 

you wish to copy the information into 

The Copy PAC option in the Process menu is only available within the Inbox. 

 From the Process drop down list, select Copy PAC  
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 Click on Process 

 

 In the search box, search for the source programme or content you wish to Copy From and 

click on Search: 

 

If you wish to preview a form before copying the entire set of forms, select it from the Form to 

Preview drop down list and click on Preview; a pdf version will be displayed. 

 

 Click on Confirm 
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 De-select the forms you do not wish to copy 

 

Although you cannot copy the Diversity forms from one programme or piece of content to 

another, all the data in the Diversity Actual and Diversity Perceived forms are automatically 

copied across when the Contributors form is copied 

The Contributors form and its associated data cannot be copied unless the programme or piece 

of content you are copying the data into has all three Diamond forms (Contributors, Diversity 

Actual and Diversity Perceived forms). 

 For the Contributors and Copyrights forms, in the Include Licence section, select Yes if you 

wish to copy the rights information with the data.  

 

If you select Yes, all the rights information will be copied, so it is essential you check it is 

correct, and amend as appropriate when it has been copied to the destination form 

 For the Diversity Perceived form, select the Roles Only to copy the diversity roles without any 

completed diversity data, or select Roles & Diversity Data to copy the diversity roles with the 

associated perceived data.  

 

It is important to remember that the Diversity Perceived data should only be completed based 

on the audience perception of each role for the individual programme or piece of content; 

although it is easy to copy the associated perceived data to a new form, you may need to 

amend this so it correctly reflects this particular instance of content 

 For the Contributors and Copyrights form, in the Include Tags section, select Yes if you wish 

to copy the Tags. If you choose to include the tags, any tags attached to individual items will 

also be created in the destination form. The Tag Name and Notes will be preserved, but the 

Tag Timecodes will be cleared.  

 Tags will appear in the same order as the source form, but they will be appended to the end of 

any existing list of tags on the destination form 
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 For the Contributors form, in the Include timecodes section, select Yes to include the 

timecodes for the contributors 

 In the Are you copying to a reversion? section, select Yes to prevent sending new diversity 

emails to contributors 

 

 Click on Confirm 

The selected forms, rights, tags and timecodes will have been copied where appropriate, and 

added to any existing data already in the destination forms.  

If there is existing data in the Billings form that you are copying to, for example Format Details 

or Synopses, the information will be overwritten by the form you copy from. However, 

Production Credits information will remain as is, and will be appended with the information from 

the copied form. 

Copy individual forms 

When working within a form, you have the option to copy the content from another form. For 

example, if working on the Copyrights form for episode 2 of a series, you may want to copy all the 

content from the Copyrights form of episode 1. This works in the same way as the Copy PAC 

option, except that you are only copying data for a single form. 

This option is not available if the form has been approved; approving a form confirms that all the 

information has been entered and no further information should be copied into it. However, if you 

click on Edit, to change the status of the form back to In Progress, you can then use the Copy 

option which will be displayed. 

Please read the Essential Information section of this helpcard before copying any forms or their 

information. 

 Within the form you wish to copy to, click on Copy:  
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 Search for the programme you wish to copy from, and select it 

 

 Click on Confirm 

 For the Contributors and Copyrights forms, in the Include Licence section, select Yes if you 

wish to copy the rights information with the data 

 

If you select Yes, all the rights information will be copied, so it is essential you check it is 

correct, and amend as appropriate when it has been copied to the destination form 

 

 For the Contributors and Copyrights form, in the Include Tags section, select Yes if you wish 

to copy the Tags. If you choose to include the tags, any tags attached to individual items will 

also be created in the destination form. The Tag Name and Notes will be preserved, but the 

Tag Timecodes will be cleared.  

 Tags will appear in the same order as the source form, but they will be appended to the end of 

any existing list of tags on the destination form. 

 For the Contributors form, in the Include timecodes section, select Yes to include the 

timecodes for the contributors: 
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 Click on Confirm 

The copy will append all copyrights and contributors items and cues in the source form to the 

current form. 

Copy selected items to the forms for another 

programme or piece of content 

Within either the Copyrights or Contributors forms, it is possible to select copyright items or 

contributors and copy them into another form. This could be useful if you have recurring 

contributors but do not want to copy the whole Contributors form; or if you have reused an 

extract from a programme or piece of content and want to copy the relevant copyright items, but 

not the whole form. 

Please read the Essential Information section of this helpcard before copying any forms or their 

information. 

 

 Select the copyright items, music cues or contributors you wish to copy 

If you have used Tags to group content in your forms, you may find it easier to filter the items by 

using the Filter by Tags option first. This will then allow you to use the Select All checkbox  

 From the Process drop down list, select Copy Selected Items and click on Process 
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 Search for and select the programme you wish to copy the items to 

 

 Click on Confirm 

 In the Include Licence section, select Yes if you wish to copy the rights information with the 

data. If you select Yes, all the rights information will be copied, so it is essential you check it is 

correct, and amend as appropriate when it has been copied to the destination form 

 

 In the Include Tags section, select Yes if you wish to copy the Tags. If you choose to include 

the tags, any tags attached to individual items will also be created in the destination form. 

The Tag Name and Notes will be preserved, but the Tag Timecodes will be cleared. 

 Tags will appear in the same order as the source form, but they will be appended to the end of 

any existing list of tags on the destination form 

 Click on Confirm 

Copy a copyright item within the current copyright 

form you are working on 

When a copyright item has been added to the Copyright form you have the option to Copy, Edit 

or Delete it. If you select Copy, the item will be duplicated and the duplicate will appear in the 

Copyright bar ready to be edited. The timecode information will not be copied, so that will need 

to be entered before you can add the item. 

 

Please read the Essential Information section of this helpcard before copying any forms or their 

information. 
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Copy between music Cue Sheets 

If you are working on a series and the same music is used, you may find it useful to copy all the 

music cues from one form to another: 

 Open the music Cue Sheet you wish to copy into 

 Click on Copy 

 

 Search for the Cue Sheet you wish to copy 

 

 In the Select a cue sheet to copy cues from box, click on the name of programme or content 

to select it 

 

 Click on Preview if you wish to view it before copying, or click on Copy when ready 

The copied music cues will be appended to the bottom of the form. 
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Copy music cues in the current music Cue Sheet you 

are working on 

Often music is used multiple times in one piece of content or programme, and as every second of 

music needs to be reported in order of transmission or publication, you may want to copy Cues 

rather than re-entering duplicate information. 

 To copy a cue, firstly select it and then click on Copy 

 

 A pop up window will be displayed and you can enter how many Copies you wish to make 

 You should then decide whether this should be an editable copy or an exact copy 

 
 

Select Exact Copy when the same piece of music has been repeated. The only fields you will 

be able to change are the Usage and the Timecodes.  If an Exact Copy has been made of a 

manually added music cue and then an edit is made to either of the records, the system will 

ask if you wish the change to be applied to both of the music cue records or just the current 

one. 

 

Select Editable copy to use one track as a template for another track. This is particularly 

useful if you have the same composer/publisher details on several tracks but different titles. 

You can change any of the fields that have not been populated by the PRS database including 

Performer, Arranger, etc.  

 Click on Copy when you have entered your selection 

When you edit a copied cue, a message will appear asking if you want to update the original cue. 

 


