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Soundmouse Instructions 
PLEASE READ THESE INSTRUCTIONS CAREFULLY. 

If you do not already have a Soundmouse account, please reach out to helpdesk@Soundmouse.com and provide them with the Program Title and the Production Company of the show you will be completing cue sheets for. Once Soundmouse has confirmed with the Broadcaster they will send you a workspace invite.
Go to www.soundmouse.com, enter your username and password to log in, and go to the Workspace to complete pending cue sheets. Please note that each individual user should have their own username and password (even if they work for the same company).

If you are unable to locate the cue sheets for the program(s) you are working on, email helpdesk@soundmouse.com to request “dummy headers.” Provide the program title, production company and number of episodes needed.

Cue Sheet Requirements – All music (regardless of volume and duration) including licensed, specially commissioned music, and on-camera music must be included in your cue sheet. You must list at least 1 composer, 1 publisher, and the title, music origin, use, and timecode for each cue (i.e. track).

To Enter Composers and Publishers – Be sure to list the full, legal name of each interested party before adding the cue. Each party must be entered individually. Be sure to include their Affiliation (i.e ASCAP, BMI, SESAC etc.) and their percentage split(s). 
· To enter Commissioned Music – For specially composed music (“work-for-hire” score) used in a commissioned production, the society affiliation of the composer determines which Discovery publisher should be used (please see below for Discovery US affiliations). In the case of international composers who are not U.S. residents, please confirm with them which U.S. performing rights society (ASCAP, BMI, or SESAC) they have designated to administer their music. Then select the correspondingly affiliated Discovery publishing company. If the composer chooses not to designate a U.S. society, please contact Soundmouse_Music@discovery.com
· Discovery Trademark Holding Company = ASCAP

· Discovery Networks Music Publishing = BMI

· Discovery World Television = SESAC
· For music that is commissioned and not owned by Discovery, please send the relevant music agreements to Soundmouse_Music@discovery.com.  Music Services will then advise you on how to enter this music on your cue sheets.

To Save Time
1. Please aggregate the duration time when the same cue is used in a continuous sequence.  (In other words, you don't need to enter the same cue 5 times when it appears continuously.  Just aggregate the total time for the cues as if it's a single cue.)

2. Duplicate Cue – If the same cue is used multiple times but not in sequence you may use the “Duplicate Cue” function. Click the checkmark box next to the relevant track. Click on the blue ‘Actions’ button at the top right and select “Duplicate Cue”. 

How DO I SEARCH CUES IN THE SOUNDMOUSE DATABASE? – Soundmouse holds a database of library music information, which can be auto-populated onto your cue sheets. To do so: 

· Type a partial or complete title into the “Cue Title” field and click on the little magnifying glass icon to the right. 
· You can search by “Previously Added Cues” which will let you search all cues that were entered on previous cue sheets.   

· You can also search by “Third Party Suppliers” which will be all the cue info external Music Libraries provide (i.e Extreme, APM, Jingle Punks etc.). This is helpful as most music libraries upload their metadata to Soundmouse.
· If you’re having trouble finding the cue in the SM database try searching by the title alone. For example – if you initially searched DMS_Blue Skies_Full.WAV try to just search Blue Skies.
· Results will default to display tracks from all production music libraries so make sure you are choosing the correct track for which you have a license agreement.
· Once you have found the correct cue click the + symbol to add the cue to your cue sheet.
WHAT IF I IMPORT AN EDL AND IT ONLY POPULATES TITLE AND TIMECODES?

This is because the cues did not match what’s in the Soundmouse database. This is a very common issue producers encounter. For example – if the cue title has an underscore on your EDL but doesn’t have it in the Soundmouse database the cue will not populate composer/publisher info, its needs to be an exact match.

Another reason this can happen is that the file extension of the cues (.MP3, .WAV, .AIFF etc.) did not match what’s in the Soundmouse database. 

Please see below for some ways to complete your cue sheets when your EDL only populates titles and timecodes.

1. You can search each cue by clicking the magnifying glass icon to the right of the title field, this will allow you to search all cues in the Soundmouse database. Note – if you’re having a hard time finding the cue try searching by the title alone. For example – if you initially searched DMS_Blue Skies_Full.WAV try to just search Blue Skies.
2. Have your editor change the file extensions (i.e WAV, AIF, MP3) to a different file extension on all cues then try to re-import your EDL(s). 
CAN I EXPORT MY CUE SHEETS?

You can export your cue sheet(s) to PDF’s only. To export to PDF simply click on the checkmark box next to the cue sheet and go to the blue “Actions” button and select Export to PDF.

To submit your completed cue sheet – Click the “Submit” button at the top right of the cue sheet for review and approval. To have the cue sheet returned to you, email Soundmouse_Music@discovery.com. 

--------------------------------------------------------------------------------------------------------------

For registration or technical support, and “dummy header” requests:  

· Email: helpdesk@soundmouse.com
For questions regarding music publishing and other cue sheet content, contact Discovery’s Music Services:
· Email: Soundmouse_Music@discovery.com
Once Soundmouse cue sheets are approved by Music Services, they will be automatically filed with PRS and you will need to upload a copy of the approved cue sheets to the Producer’s Portal.
Snap-in content should NOT be included on your Soundmouse cue sheets. Instead, fill out an “Additional Content Log” and upload it directly to the Producer’s Portal. For questions regarding this log, contact your Discovery Production Manager.
