
 
 

Archive Search guide 3 – Clip and Export 

 

This guide covers clipping and exporting content from Archive Search. 

 
Once you’ve found what you need in Archive Search you’ll want to clip and export it so you 
can use it. You can do this in either web quality (low-res) or broadcast quality (high-res). 
 

1. Clipping web quality AV assets (low-res) 
 
From an asset page in Archive Search,  
 

• Click on the scissors icon and then navigate on the viewer window or filmstrip to the 
point where you want your clip to start.  

• Click on ‘IN’ to set this as the start of your clip. 
 

 
 

• Then navigate to the point in the viewer window where you want your clip to finish  

• Click on ‘OUT’ to set the end of your clip 

• Click ‘Export’ 



 
Go to your Clips page via the menu icon in the top right and you will find all your clips listed 

there: 

 
 
 
From your clips page you can then download your clip by clicking on the download icon to 
the bottom right of the clip: 
 

 
 



Can I share my clip with other users? 
 
Yes. Click on the clip title to go to the clip page and then just copy and paste the url (web 
address) and send it on. 
 
How long do clips stay on my Clips page? 
 
Web quality clips will be available for 30 days after which they will have the label ‘expired’. 
You can still access them though – click on the clip title and then just click on the refresh 
button. You can also remove a clip from your Clips page by hitting the X button. 
 

 
 
How are the clips named? 
 
Clip titles are composed of the following: Programme Title / Programme Number / Archive 
Tape ID / Archive Search ID / Clip In Point / Clip Out Point. You can however give your clip a 

different name when you create it – after hitting the ‘Clip’ button simply type over the clip 
name before hitting Create Clip. 
 
  



What if I want to export the whole programme?  
 
Select the ‘download icon’ and then select ‘Export’  
 
Please note: you will only be able to download the full file in web quality (not for broadcast). 
 

 
 

  



Radio Archive Content  
 

Over 2 million Radio Archive assets are now available in broadcast quality on Archive 

Search.  

To download a Radio Archive asset: 

• Select ‘file quality’ from the drop down under the media player 

• Select either web quality (mp3), or broadcast quality (WAV) 

• Click ‘Export’ 

 

 

 

  



2. Clipping broadcast quality AV assets (high res) 
 

If you have been given the permission to do so you can also clip broadcast quality AV assets 

(high res) from Archive Search. 

Why would I not have been given permission to do this? 

BBC Studios and Indie users have their permissions set by their sponsor. If you think you 

should be able to clip and export broadcast quality content and you cannot then speak to 

your sponsor and ask them to contact Archive Services archive.services@bbc.co.uk  

The way in which you clip broadcast quality assets will vary slightly depending on the source 

system you need to clip from and whether you are connected to the BBC network or not. 

What do you mean by Source System? 

Archive Search sits across a number of different individual archives – eg the Digital Archive, 

the Scottish Digital Library, the News Archive etc. You can confirm where the programme 

you are looking at has come from either from the search results page or from the Overview 

tab on the asset itself by looking at the Source System field: 

 

We’ll cover clipping from each of these Source Systems below. Let’s start with the Digital 

Archive. 

Clipping broadcast quality clips from a Digital Archive asset 
 

You can make broadcast quality clips from an asset which has the Digital Archive as its 

source system in the same way as you clip the web quality assets: 

• Click the ‘Select quality’ dropdown menu under the media player 

• Chose ‘Broadcast quality’ 

• Select the clip IN and OUT points as above 

• Click ‘Export’ 
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Because broadcast quality files are big they are sent to users as clickable links which direct 

you to a Media Shuttle folder from where you can download the clip. You will be emailed a 

copy of this link, and you can also add an additional recipient of this email by entering their 

email address in the ‘Add additional recipient (optional)’ field.  

 

As well as being emailed the link to your clip you can also access it via your Clips page – 

simply click on the ‘Open in Media Shuttle’ link to get to it. 

 

 

 

I’m getting an error message when I try and create a clip longer than 15 minutes – what do I 

do? 

Broadcast quality clipping is limited to under 15 minutes in Archive Search. If you need to 

export a clip longer you will need to go into the Digital Archive.  

Click on the ‘Holdings’ tab from the asset page and this will list the copies of the programme 

in the various source systems. The Digital Archive copy will always be at the top of this list. 



 

Use the expand button to the right of the entry and you will see an option to ‘View in Source 

System’. Click on this to go to the copy of the programme in the Digital Archive which will 

open in a new tab on your browser.  

NB if you do not already have the Digital Archive open you may be directed to the homepage 

instead – simply go back to the Archive Search tab and click on ‘View in source system’ 

again.  

  



Once you’re in the Digital Archive create your clip in the following way: 

 

Set your IN and OUT points using the ] and [ buttons and then click on + to create your clip.  

Then click on ‘Send Clip to’ and you will get a pop-up screen with a list of destinations. If you 

are familiar with any of these destinations and you have access to them you can send your 

clip to the appropriate one, or select the ‘Create clips to email’, give the clip a title (avoid 
using spaces and special characters) and enter your email address, then click on send.  

You will receive an email with a link to download the broadcast quality clip as soon as it is 

available. Bear in mind that this can take a while depending on the number of users clipping 

at the time. 

 

Can I send the clip to someone else? 

Yes you can enter any email address here – eg if you need to send the clip to an edit suite. 

Please be aware of the terms and conditions of use however and do not send any content to 

anyone who does not have permission to view it. 

  



Can I send the whole programme? 

Yes, instead of creating the clip simply click on ‘Item / Send To’ from the asset page in the 

Digital Archive. Please remember that these files are going to be big, may take a long time 

to export and will hold up exports for other users so only do this if you really need to. 

I’ve found some content that isn’t blocked but I still can’t clip it – why is that? 

Files that are held as .mov in the Digital Archive can cause an issue with clipping from 

Archive Search. For any of these files go to the Holdings tab and open the asset in the 

Digital Archive then follow the process above for sending a whole programme. 

If you are still having problems email us at Archive Services archive.services@bbc.co.uk  

 

Clipping broadcast quality from a News Archive (J Library) asset 
 

You can clip broadcast quality from the News Archive in the same way as for the Digital 

Archive – simply select the broadcast quality option from the ‘quality’ dropdown when you 

create your clip. Again, these are limited to less than 15 minutes. 

What if I need a clip longer than 15 minutes? 

Click on the Holdings tab and you will see the option to open the asset in J Library from 

where you can clip more than 15 minutes.  

I’m not connected to the BBC network and I can’t access J Library – what do I do? 

It is only possible to open up J Library when you’re connected to the BBC network so if you 

are not on the network and you have permission to access broadcast quality content, and 

you need a clip longer than 15 minutes simply email Archives Orders: 

ArchivesOrders@bbc.co.uk and they will arrange getting the clip to you. 

Clipping broadcast quality from an asset in the Northern Ireland Archive 
 

You can only create web quality clips for content which comes from one of the Northern 

Ireland assets in Archive Search. As with the Digital Archive and the News Archive you can 

clip broadcast quality by going into the source system via the Holdings tab. If you do not 

have access you will see this ‘Request High Res File’ button instead: 
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Click on this to open up a pop up AV window of the content. 

 

Select your IN and OUT points, fill in the fields below and submit your request which will go 
off to the BBC Northern Ireland Archives team. You can also contact them directly at 
MediaManagement2@bbc.co.uk  
 

Creating a broadcast quality clip from the Scottish Digital Library assets 
 

This works in the same way as for the Northern Ireland archive – if you have access to the 

Scottish Digital Library you can launch it from the Holdings tab, otherwise you can request a 

broadcast quality clip in the same way as above. The BBC Scotland Archive team can be 

contacted at: mediamanagementscotland@bbc.co.uk  

 

Restricted content 
 
Some content in Archive Search is restricted – you can view it but the clipping functionality 
will be greyed out. For any of these assets you will need to get permission from the 
Restriction Owner if you want to re-use it. Simply click on the ‘Rights and Restrictions’ tab 
and you will see an email address to contact. 
 

Content on Tape 
 

If you have found content in Archive Search which is only on tape you can make a request 

for it to be digitised by clicking on the Holdings tab, expanding the section next to the copy of 

the tape you are interested in and filling in the Content Enquiry form 
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Your request will be sent to the Archive Orders who will contact you to confirm how the 
content can be made available to you. You can also contact them directly at: Archives 
Orders ArchivesOrders@bbc.co.uk  
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