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Central Bureau of Communication

CLIENT REQUEST USER MANUAL
YTeP SARIY SUANTH Al AF3rd

IMPORTANT INSTRUCTIONS/ HBE'E[UT BE

e All the mandatory fields marked with * have to filled.
it sifared & &1 v AR g (+) ¥ fafed w1 oA §

e Do not use any special character while filing the form(i.e §,% ,#, ")

B URd THY DI [ a0f 9 START BR"(i.e $, %, #, *)

e In case you are not available with any data, or you want to contact CBC
for assistance, you need to click on “request a call back button”.

e 3y faft Se1 & Y Iuasy el € a1 3T Werdt J Jgrrd & g TJudh B
ITed 8, I 3MUD! ‘BT 9% de' WR ot &1 grm

e All the creatives and supporting documents should be uploaded in "PDF"
format.

gt gxdros "fiSiew” Uey | Udls fht o

e Ensure that all information is entered correctly. Once the form has
been submitted, it cannot be changed
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LOGIN PROCESS/ @RI UfshaT

STEP 1: 1o log in/a”ms?mfr%ﬁﬂ

o Enter User Id / STURTSH ! GI'Ig@ ol P
e Enter Password / GTHdS ol Y
e C(lick on "Login" button / A" g7 R faas B

Note: User Id will be a 5-Digit Numeric Ministry Code.

Ale: IUTGNTHAT 3RS T 5-3(h] TBTHB HATAT HIS BRI

O Helpdesk : Time: 9:30AM to 6:30PM (Mon - Fri)
9810205148, 9289772910, © 9289772911
S support.cbc@becil.com

Signin

STEP 2: Once you login, you will see the welcome message screen.

Click on “Dashboard” to generate a request.

T®H IR A B & d1, YD W Yo Th1H TR femmm
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W v wam =
23y Central Bureau of Communication

Welcome

Lo the CEC Doshboard for
= Main Navigation Menu

# Dashboard

1 Execution Report

Ministry of UPSC

=RO List

B Client Code Under This
Ministry

& Custodian Details

3 User Manual
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STEP 3: Enter the required details and click on “Update Profile”
3{TIRT e fIaRU1 TSl B3 3R "M U W faddd &

= # Home | .

Client Profile

Name * E-Mail ID *
Enter Name Enter E-Mail ID
Mobile Mo. * Designation *
Enter Mobile No. Enter Designation
Address *

Enter Address

/

STEP 4: Click “Add New Request” in the top right corner to create a

new request .

T SRIY §H o T MY g1 S & T SRy Sig" W o &

& Media Request &+ Add New Request
Indicative List RO List
Media Category From Date To Date
Print v DD/MM/YYYY 3 DD/MM/YYYY =

Media Plan Status

Media Advertisermnent Color Indicative From To Media Request Display Media Plan
Key

EablogesubiaciyeCaoie Request Type Type budget Date Date Status Status Eciipgsiate

Mo Data
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STEP 5: Fill all require details and click on “Next” button.
Toft sazaes faarur 1¥ 3R "SFTAT ded WR fFad &

(#Media Request

Department Code/{dem ®iz Officer Narme/ el @1 ot Designation/dg
test test
E-mail I/ #e 3 Govt. E-mail ID/&EERE] £ sl Mobile No./#dTEe sidge
test@mgmail.com Enter Govt Ermail ID
Phone No.(with STD code) | Hial diae (Taeidi iz & Address/ddr Department File Ref.No. /{331 BIae geaf ziwmm
1)
Enter Departrment File Ref No.

Enter Phone No.

Subject/faua= Campaign Type/ #{3Te &1 W& Media Type/ i e+

Add Campaig Select Campaign Type v Select Media Type v

\ oD

STEP 6: Fill all the require details and click on “Submit” button.
gyt srrages faaror WY SR "Hafie ged R fads &3

% If Media type selected “Print”
gfe HifEar yor ot fife wo= fearmar g

[#Media Request

Basic Information m

Date Of Publication/ Wamerst ot fafe » Newspaper Type/ HTUTE Ud UbR* Color Type/ 291 UasTe*
DD/MM/YYYY Select Newspaper Type v Select Color Type v

Do you know the size?*

@® | know the size allocated by my department for this advertisement

O let CBC decide what should be the optimum size allocated for the advertisement

Print Size Selection/fife amasTe T «

Select Page Size hd

Budget *

® | know the maximum budget allocated by my department for this advertisement

O Let CBC decide what should be the optimum budget allocated for the advertisement

Indicative Budget/Tasfad ac(INR)0* Target Area [ @fela &+ Additional Requirements (if any) [ 3faf¥ss
sedwan (If3 HE)

Enter Budget Select Target Area hd

Enter Requirement
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Advertisement Display Type/faaTdst ugafs
EEaCA

Select v

[Fcreative and Supporting Documents Details

Document Type Creative Upload Action
Select any one option v Mo file chosen E]

4Add documents/creative

[Backnowledgement content

Under Government of India print advertisement policy 2020,CBC has the mandate to give impetus to vernacular languages and regionally
balanced coverage. Your indicative list of cities/states and languages may be incorporated based on suitability and policy. *

% If Media type selected “Outdoor”
gfe HfEar yoR 31 sreesk 994 fhar mar §

[#Media Request

Basic Information ‘Outdoor

Tentative Pericd (in days). |

Tentative Start Date | Tentative Budget/
Hanfda srafd (el Hanfda urds Rais Zianfda e
Enter No. of Days DD/MM/YYYY = Enter Tentative Budget
3 Media Details
Media Category/ 2z goft= Target Area | B &3+ Target Group T84 JIAE*
Select Media Category - Select Target Area ~ Enter Target Group
4Add Row
Requirements/ HTaeTasaTe Remarks/fZoef Language TaT*

Enter Requirerment Enter Remarks Select Language

Language Name

Is Creative Available




% If Media type selected “TV"
gfe #ifsa yeR ot At o= fearman g
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Basic Information n

From Date | fé=ias &+ To Date [ fdli® g Duration (in seconds) [ 3r@fe (FdE &) +
MM — DO/ M — Enter Duration
Target Area | S5Eld £
Selact Target Area v
Budget*
1 know the maximum budget allocated by my department for this campaign
® Lot CBC decide what should be the optimum budget allocated for the campaign
Caption (100 characters max) | F@ME (HiEdaa 100 avT) remarks (1000 characters max) | T23Ta (HTESHH 1000 U0
Enter Require Enter Remarks
# 4
[3 Creative Details
Creative Upload Action
o fis =]
dd creative
er s s
* If Medi I " io”
<« t t R
o edia type selecte adio
gfe #ifsa yoR 3t ¥sar wo= fParman g
[#Media Request
Basic Information
Target Area [ @iEd &4 = PVT.FM.Budget[UT2de. CHTH w1 CRS Budget/&i3meed auie
Select Target Area w Enter Budget Enter Budget
n Duration {in . Is Creative Creative n
Media Type el Budget From Date To Date Caption Remarks r v reativ Action
seconds) Available upload
Select Media T Enter Du DD/MM/ Enter Ereer Remarks [ EI
- Reguireme % 4
4Add Row
Pren’ us | Submith
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% If Media type selected “Digital Cinema”
gfe Hifsar yor o1 s RAar o= fearmr g

[#Media Request

Basic Information Digital Cinema

From Date | f2aie &+ To Date [ f2&iid da&* Tentative Budget [ Hafad gwe*

DD/MM/YYYY = DD/MM/YYYY = Enter Tentative Budget
Target Area | SiEE 85 Spot Duration (in Sec)/ZaTe safd (S ) + show Type | 2l UehIZ*

Select Target Area v Spot Duration Select Show Type v
Is Creative Available /@RI TETEE IUSE £2* Remarks [ fEoooft special Requirement(if any) | fa&m amgegaar (A &1F

i )
Select Any One Option w Enter Remarks
o Enter Special Requirerment

Previous | Submity

% If Media type selected “Bulk SMS”
gfe Hifear yeR &) '9ve TaTHTE” 99+ fHar mar g

[#Media Request

Basic Information

From Date | f2alie #* To Date | f2afias da* Tentative Budget | eaffad awe*

DD/MM/YYYY = DD/MM/YYYY = Enter Tentative Bud

Message Text [ @derqra* Remarks H%W\'-‘ﬁ Special Requirement]ﬁ?‘fﬂ EIGEE T
Enter Message Text Enter Remarks Enter Special Requirement
A A
Target Area | e g Language
Select Target Area v Select any One Option A4

[3 Telecom Circle Detdails

Circle Name No. Of Message Per Agency
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% If Media type selected “Internet Website"
e Hifsar voR @1 $exAc dause 99 fear w8

[#Media Request

From Date | fafids &+

DDfMM/[YYYY

0
Website Selection
Select any One Option

Remarks | fouuft

Enter Remarks

Basic Information Internet Website

Tentative Budget | Hafad aue*

To Date | s da&* No. Of Days / =il ot &
DD/MM/YYYY |
Type of Advertisernent &0 51 UebTz* Language
Select Type A Select any One Option v

Special Requirermnent(if any) | 132 el (af @i
)

Enter Special Reguirement

STEP 7: After submission you get the Media Request number which

will be used for future reference.GSfHe B & d1¢ 3MUH! Hifsar R
e fhrerdt § ot Suan ufasy & dey & fore fasan simem |

Note: Status of Media Request & Media Plan will be updated under the respective

columns.

Are: Hifsar srRiy SiR Hifsar Ao &1 U HHSn: Siad & d8d Susc &1 e |

Indicative List

Media Category

Print

Media Plan Status

All

s
SL.M@  Subject Creative

31 english = Creative
not
updated

32 english | Creative
not
updated

33 english | Creative
not
updated

34 english | Creative
not
updated

Media Request

OMRAD2024030001

OMRAD2024020228

OMRAD2024020216

OMRAD2024020200

From Date To Date
v DO{MM/ Y rYY b= DD/MM/YYY =
N - N -
Search:
N " Media Media
?dv:rusemem ?"':' g‘:éc‘;[lwe From Date  To Date Request Plan Edit Delete
L P 9 Status Status
Display gfw 100000 @ 01/03/2024 01/03/2024 RO ono13/0014/2324  Agreed By MA A
Released Client

Classified Color 0,00,001 onoy NA
Clossified for |~ B/wW 27/02/2024 | 27/02{2024 NA NA m
PsU
Display Color | 2000000 | 26/02/2024 | 26/02/2024 onofisfocic 2524 ol M
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STEP 8: Once the Eye button appears under the “Media Plan Status”
column, click on the Eye button and Media Plan (Budget) will occur.
Ueh IR Sd 3TS g IS W Weq  Biad & A fawrg &, ot og Jed R
faere o3 SR Hfear @ (@%le) I 3T S|

After selecting “Agree or Return with Suggestion”, click on “Send to CBC”.

" gift 3R e fay I » &1 o FA & a1 s g Wi R fFas
Gyl

i ; Media Media
i i Advertisement  Color  Indicative
SrtM® Subject Creative Media Request T Type budget  [TempDate  ToDate Request  Display Key Plan Edit Delete
Ve vp d Status Status
ngli Display Colol 0, 0 26/02/202: 26/02/2024 o N
PRINT MEDIA PLAN - € 4 print Media Plon
& Print Media For newspaper
Heod Name Dfo. Agricurure & Cooperation Request Ho
RO Code Heoa No
Ministry Name Agriculture{01}
Advt. Area(sgfecm) 825 Advt. length{cm) 2
Advt. Type Display Advt. Wigth(cm) 3
Total RO Amount susject =
Selected News Papers
State Name: DELHT
City Name No. of Newspaper in the city Language Total Circulation of all the Newspapers
DELH 93as
State Nome: GLUARAT
City Name No. of Newspaper in the city Language Total Circulation of all the Newspapers
AHME o 2 jerai i
State Name: WEST BENGAL
City Name No. of Newspaper in the city Language Total Circulation of all the Newspapers
KOLKATA 4 EengaliHindiEnglish 397048

Disclaimer:This is approximate cost for advertisement and actual cost may vary due to rate change

Agree/Return With Comment: ——-Select—— v

Comments Agree
Return With Suggestion

CBC Remarks

N

Important Note: Select

e Agree: If no changes are required in the Plan Created/ af¢ @™ $Ucs U PIs Scard
DT HTIRIHAT 151 5 |

e Return with Suggestion: In case, any changes are to be made in the current plan, select

“return with suggestion"/qﬁaﬁqﬁmﬂaﬂgwmw% ar --gsna%mu CIRIR
|




