
 

 

1 

 

A Guide To Reporting Music To Channel 5 

 

Revised 15th August 2022 

 

 

IMPORTANT UPDATE 

 

REPORTING AND DELIVERING MUSIC PAPERWORK 

Channel 5 now require music cue sheets to be submitted on the Viacom Q system only.   

Please note – Music Rights information will be reported on the PCIS.    

 

MUSIC CUE SHEETS  

For reporting cue sheets on the Q system, contact allinmusicservices@channel5.com for your login and to 

arrange a training session 

 

MUSIC RIGHTS PAGES 

If you are new to PCIS: click ‘Sign Up’ at the bottom of this page: 

https://productionhub.viacomcbs.uk.vimn.com/PcLogin.aspx?ReturnUrl=%2f 

If you are already on PCIS:  email postproductionpaperwork@channel5.com to get new programmes added to 

your login on PCIS  

 

 

 

mailto:allinmusicservices@channel5.com
https://urldefense.proofpoint.com/v2/url?u=https-3A__linkprotect.cudasvc.com_url-3Fa-3Dhttps-253a-252f-252fproductionhub.viacomcbs.uk.vimn.com-252fPcLogin.aspx-253fReturnUrl-253d-25252f-26c-3DE-2C1-2C-2DcnE1Gxrh0VEd4LAmggabEVq1KOOGcBFNzTKbPsR-2DIIRC8bmBCrLu2BQ9ufSm69JmvbpiCu-2Dg5qTK06MlQNioGEpJDRWt8ClBS7sCu7Eqyc-2C-26typo-3D1&d=DwMFAg&c=jGUuvAdBXp_VqQ6t0yah2g&r=imdCRqcmWJVa_x-ONSWG_61MvKWbgNMHq6Jr4TpPSpo&m=q-gTtvTQxhaa7Ox6SOopKmRwv-CSHeS-BO_Ea5qwmZKPAquuOPW9hOhv3rYR_V7j&s=OmfOCADZb1vB1-XP6hJDZt0omxoQ4f2_G1DNklCtWN4&e=
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Reporting Cue Sheets on Viacom’s Q system: 

 
PLEASE NOTE: Music cue sheets on Q and the Music Rights pages on the PCIS must be submitted at the same time, 

otherwise paperwork will be rejected. Also, if you notice that the `Recording’ and `Work Licence’ status boxes are 

missing from your cue sheet, please let us know straight away. 

If you are working from an EDL, may we suggest that you look through this first to eliminate any OVERLAPS 

and to also see if you have any repeated tracks in the programme. ‘Commissioned music’ and ‘Production 

Library’ tracks can now be aggregated, if you have used the same ‘music titles’ in a programme. This will 

save you time when you are completing the music cue sheet. However, Commercial Music must NOT be 

aggregated. 

Please see Page 10 for a guide on how to deal with overlapping time codes. 

STEP 1 - LOGIN: Access Q here: https://q.vimn.com/ 

STEP 2 - FINDING YOUR PROGRAMME:  

• Click SEARCH (on the top right hand side) to find your programme 
 

 

• Under the CART # field, insert your C5 programme number omitting the version letter at the end 

then click GO.  

 

 

• Your programme should appear in a list below. Click the pencil icon on the right hand side to access 

your programme. 

 

 

 

 

https://q.vimn.com/
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STEP 3 - ADDING A TRACK TO YOUR CUE SHEET:  

• Click ADD MUSIC FROM DB to search for your track 
 
 

 

• Uncheck all boxes by clicking CHECK ALL.  Leave the ‘Unapproved Manual Entries’ box ticked.  

(N.B: If all boxes are ticked, the search takes longer) 

 

• Tick the boxes / libraries that are applicable to your track - please include REGIONAL and CHANNEL 5 

in your search as these are entries created by the Channel 5 music team. These search options will 

now be applied to all tracks in this cue sheet. If you can’t find your track, please go to STEP 4 

Please note: Do not select any of the MARS catalogues 
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• Input the track title in the SONG / TRACK NUM field and click GO 

• The database will pull through any song titles that match your entry - click +ADD to choose your track. 

If the search does not pull through your track and you have double checked that it is definitely not in 

the database, please go to STEP 4

 

 

• Once you have selected your track, the box below will appear on the right hand side of your screen: 
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If the Recording and Work Licence status boxes are missing from your cue sheet, please contact us 

immediately 

Please fill in the mandatory fields below: 
 

1. TYPE OF USE (this was previously known as your use code) 
o Background (music dubbed into your programme in the edit) 

o Featured (music audible to the action on screen) 

o Signature (theme music) 

2. MUSIC ORIGIN CLASSIFICATION (this was previously known as your source code) 

3. LICENSE STATUS INFORMATION - Recording License Status / Work License Status ** please refer to page 6 for 

details 

 

PLEASE NOTE: If the License Status information boxes are not visible, please contact the Music Services team. This 

information is crucial to our reporting and cue sheets will be rejected if these fields are blank 

** Summary of Music Origin Classication and applicable License Status Information options 

MUSIC TYPE  
 

(how it appeared on PCIS) 

MUSIC ORIGIN 
CLASSIFICATION (how it 

appears on Q) 
 

RECORDING LICENSE STATUS 
(PPL/MCPS) 

WORK LICENSE STATUS 
(IPC/PRS) 

 

Commercial Disc Retail Product Blanket Blanket 

MCPS Production Library Production Music Blanket Blanket 

Non MCPS Libraries (Audio 
Network, Synctracks, 

Masstrax) 

Production Music Direct Direct 

Live Performance (without a 
backing track / with a backing 
track supplied by a band or 
their management / karaoke 
recordings used) 

Performance Direct Blanket 

A Live Performance where the 
work is in the Public Domain 

Performance Direct Direct 

Archive clips Performance Direct Blanket 

Soundtracks Soundtracks Direct Blanket 

Promotional Music Video Video Blanket Blanket 

Commissioned Music Commissioned Direct Direct 
 

 

4. TIME USED (this was previously known as your duration) 
o You do not have to enter timecodes. We can accept durations only. However, if you do enter 

timecodes, do not enter anything into the frames field in Q as this distorts the duration. 
o You can now add up (aggregate) the music duration for multiple use of the same piece of 

Commissioned music or the same MCPS Production library track or NON MCPS Production 
library track (Audio Network, Synctracks, VML) under the same use code. These can now be 
listed under the one single entry. 

o You must NOT add up (aggregate) any Commercial Music. 

• Click SAVE ++ after you have filled in the fields  

• Please ensure time codes do not overlap.  The warning message below will appear to alert you. (N.B. 

if your time codes overlap, please see info on page 9 ) 
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• Your cue line will then be added to the cue sheet – example below: 
 

 

STEP 4 - MANUAL ENTRY 

• If you can’t find your track on the Q database, please select ADD MANUAL ENTRY.  Go to Step 5 if you 
have already found /added your track 
 

 

 
 

Below are the source codes and mandatory fields which need to be filled in: 

 

Music Origin 
Classification 

Song 
 

Type of 
Use 

Artists Writers Recording 
License 
Status 

Publisher Music Origin 
Classification 

Catalog 
Number 

Work 
License 
Status 

Record 
Label 

Retail 
Product  (C ) 

Y Y Y Y Y Y Y Y Y Y 

Production 
Music (L) 

Y Y Y Y Y Y Y Y Y Y 

Performance 
with or 

without a 
backing track 

(P) 

Y Y Y Y Y Y Y N Y N 

Performances 
where a 
karaoke 
recording is 
used (P) 

Y Y Y Y Y Y Y Y Y Y 

Archive clips 
(P) 

Y Y Y Y Y Y Y N Y N 

Soundtrack 
(T) 

Y Y Y Y Y Y Y N Y N 
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Video  (V) Y Y Y Y Y Y Y Y Y Y 

Commissione
d (X) 

Y Y Y Y Y Y Y N Y N 

 

Step 5: REPEAT steps until you have added all music used in your programme 

 

 

 

 

Step 6: SUBMIT CUE SHEET: Once you have double checked your cue sheet and are happy with it, click Submit 

for the Channel 5 Music Department to review it alongside your music rights page on PCIS.  

 

We will then either approve or reject your cue sheet. You should receive a notification email about any 

rejections. 

 

 

 

 

 

Handy Q tips: 

SEARCHING FOR A TRACK: 

• When your search results appear, press Ctrl + F to narrow down the search. Enter a key word, such as 

the Composer or Artist name. This will help speed your search up and highlight all tracks containing 

your key word. 

• When initially searching for a track you can add the artist or writer / composer name in the Artist field 

to narrow the search down – please note, this does not always bring up search results (even though 

the track exists in the system) so you may have to search with this field blank. 
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• Make sure that there are no hidden spaces and gaps after the song title when searching. This may 

give you no results or a false result. 

AMENDING AND DELETING CUES 

• Click on the pencil icon if you need to amend your cue line.  Click the X to delete a cue line.  
 

         

CLONING CUES:  

If a song pre-exists on Q but is slightly different to yours, (e.g. your track is a remix), the track can be cloned 

and amended accordingly. 

• Click +CLONE on the existing track – the cloned track will then appear as a manual entry to amend 

accordingly.  

       
 

COPYING CUES: 

This function can be used if the same track appears in your programme more than once and if the duration 

cannot be aggregated (i.e. it’s a commercial track or a video).   

• Copy the track in your cue sheet by clicking on the icon that looks like two pieces of paper and amend 

the necessary details. 
 

 

 

THE CLIPBOARD/SHELF 

This is your personal folder of saved tracks.  If a track appears frequently in your programme or series, you can 

add it to your CLIPBOARD/SHELVE so that you don’t have to search for it in the main database each time.  

• Search for your track as normal.  Select +CLIPBOARD/SHELF. 
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The next time you need to use this track click ADD FROM CLIPBOARD / MUSIC SHELF. A list will appear of all 

your saved tracks.  Click + ADD as normal. 

 

OVERLAPPING TIME CODES 

Tracks should not be overlapped, otherwise the music duration could exceed the actual programme on-air 

time, which would be queried by the copyright societies.  

If your cues do overlap, amend as follows: 

• When a piece of music starts, enter the start timecode. When the next piece of music comes in over 
the top, this will be the end time code for the first track and your start time code for the second track. 
Continue to report using this method.  

• Also if a track has been completely mixed with another for the entire duration, please split the total 
duration between the two tracks and enter the time codes accordingly. 
 

Just to note, commercial music tracks should never be mixed or combined with any other music.   

 

Reporting Music Rights on PCIS: 

PLEASE NOTE: The Music Rights page is mandatory and needs to be completed on the  PCIS.  Please submit the Music cue 

sheet on Q and the Music Rights page on PCIS at the same time, otherwise your paperwork will be rejected. 

Programme Management – Music Rights Form Guide 

1. Click on Episode 
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2. Select Music Rights 

 

3. Create first item 

 

 

 

4. Fill in boxes with the blurbs provided 
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5. Name your Save Version, example – ‘EP 1’ and then click Save and Complete 

If you have 

multiple blurbs 

to enter, click 

here to create a 

new entry. 

If you only have 

one blurb to enter, 

click here. 
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6. Music Rights will now say ‘Completed’. Please click Submit. 

If your music rights form does not say completed, please check previous steps. 

 

 

 

 

 

7. Click ‘Continue & submit’ you do not need to fill anything in the box 
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8. Once you have submitted your Music Rights form, please make sure that you have also submitted 

your music cue sheet on Q. We need both forms submitted at the same time, to enable us to cross 

check the details. If either of the forms are not submitted, we will reject the details until we have 

them both submitted together. 

Music Rights Page Examples 

• To simplify matters, we’ve created some generic blurbs (examples overleaf). We do not need tracks 
listed separately if they are cleared under your IPC agreement or under any of the blanket 
agreements specified overleaf. 

• Any exceptions to the above must be listed separately – some examples include: 
o Any recordings directly licensed with the recordings owner 
o Karaoke recordings 
o Unpublished works, where direct licenses have been obtained from the copyright owners 
o Live performances - music being sung by contributors 

• Also if you are asked to clear for worldwide, please add the cost to the ‘Cost of Further Rights’ 
column. 

If in doubt, please contact Channel 5’s Music Services team. 

Please also note, that the wording below now replaces the Audio Network licensing details in the table on 

the following page, as their music is licensed under the Viacom Direct agreement for all commissioned 

programming. 

AUDIO NETWORK 

Source Code:L 

Description/Track Title: Audio Network Limited Catalogue 

Source of material/Name of composer etc: All music cleared under Viacom’s direct agreement with 

Audio Network 

Sync Fee: As per the Audio Network direct agreement with Viacom 

Rights obtained: All media worldwide and in perpetuity 

Cost of further rights: Not applicable 
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Copying Music Rights Page Details From One Episode to Other Episodes in the Series 

If your series contains the same music catalogues throughout, the details can simply be copied across from 

one episode to other episodes in the series, and then saved and completed. 

• Access the episode you want to copy 

• Once you have completed all your entries, click SAVE AND COMPLETE 

• Go back to your Episode Home page 

• Under the header ‘PAC FORM’ click the wording MUSIC RIGHTS – this is a hyperlink 

• Click COPY OPTIONS  
 

 
 

The following screen lists the episodes within the series 

 

• In the SELECT column, tick all episodes to which you wish to copy the information to, then click Copy 
Now 

• Confirmation is displayed on the next screen  
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Useful Contact Numbers 

MUSIC SERVICES – PAPERWORK APPROVALS 

Barry Punt Deputy Head of Music 020 3580 3388 Barry.Punt@channel5.com 

Charlene Walkington Senior Music Coordinator 020 3580 3395 Charlene.walkington@channel5.com 

Tara Fahie Music Coordinator 020 3580 2785 Tara.fahie@channel5.com 

PROGRAMME MANAGEMENT 

To get your programmes set up on PCIS and also for any non-music related PAC queries, please contact Programme Management - 

postproductionpaperwork@channel5.com 

 


