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USER MANUAL  

OUTDOOR FRESH EMPANELMENT  

  

IMPORTANT INSTRUCTIONS:   

• All the mandatory fields marked with * have to filled.   

• Do not use any special character while filing the form. 

• All the documents should be uploaded in "PDF" format except Photo and Signature of the 

vendor. Photo and signature have to be in jpeg format. (All documents should be less than 2MB 

each) 

• All details should be filled carefully. After submitting the form you cannot change any 

information.  

• Online processing fee of Rs 1,000/- (one thousand) as processing fee (non-refundable) through 

Bhartkosh. No other payment mode will be accepted.  

• Mobile App is needed to upload location images. 

 

 List of Required Documents: -   

• Upload Document of Legal Status of Company 

• GST Registration Certificate  

• Pan Card 

• Cancelled Cheque 

• Notarized Copy of Agreement  

• Latest License Fees Paid 

• Certified Media List 

• Affidavit of Oath  

• Justification of Rate Offered to CBC 

• Vendor picture 

• Scanned signature of vendor 

• Affidavit of Oath (Sample is provided in the form) 

 

  



 

Page - 2  

 

1 Click on "Fresh Empanelment Registration" 
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3 
Enter all required details 
a) Select the “Outdoor” option in the “Select Wing Type”. 
b) Enter “Email” and “Mobile No”. 
c) Click on “Sign Up” button. 

 

 

 

2 Select the “Outdoor Media” option in the “Select Vendor/Partner Category”. 
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4 
You will receive OTP on your email as well as on your mobile number. 
Enter both received OTP. 

Click on “Submit” button. 
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#NOTE: Once you have completed the registration, you will be notified via email 
and a 6-digit User Id which a combination of Alphanumeric will be sent to you. 

 

 

5 
Set your password 
(The best practice is to use a combination of numeric, special characters, 
uppercase and lowercase alphabets) 
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7 Read all the instruction carefully and click on "Close" button. 

 

 

 

6 Enter “User ID”( 6- Digit ID) and “Password”, then click on “Login” button. 
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9 Fill required “Company Details” by clicking on "Click" button. 

 

 

 

8 Click on "Apply for Category A & C Media" 
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11 
Fill all the required fields, upload the required documents and click on " Submit" 
button. 

 

 

 

10 Fill all the required fields. 



 

Page - 9  

13 
Fill all the required fields, upload the required document and click on " Submit" 
button. 

 

 

 

12 Fill required “Account Details” by clicking on "Click" button. 
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15 
Fill in all the mandatory Media related information. 
(Note: Here you can provide the information through an excel file or can add the 
information manually) 

A) If you want to provide information through Excel. Select " YES" and fill the 
required details and then click on "Add Quantity" 

 

 

 

14 Click on "Apply for Category A & C Media" 
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17 
Click on "Click Here to Download Media Details" and Excel file will be downloaded. 
Enter all the required details on the excel file and upload the file. 

 

 

 

 

16 Enter total quantity of the Sub-category and click on "Save" button. 
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19 Fill all details in Excel file according. 

 

20 Upload the Excel file by clicking on "Choose File". 

 

 

 

 

 

18 Read all the instructions carefully regarding how to fill excel file. 
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22 
Fill the locations and technical information's of the media and click on " Save" 
button. 

 

 

 

21 
B) There is also an option to provide information without using Excel. Click the 
“NO” button and fill the required details. 
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24 
Fill in the “Work details” for the work done in Last Six Months, for the Applied 
Media Only. 
(Note: if you don’t have the related information, please provide reasons of 
non-receipt of any work over the last six months) 

 

 

 

23 Fill Authority Details. 
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26 
Please refer to the following file format of annexure D for Excel. You can also 
download it by clicking “Sample File”. Enter all the required details and upload the 
file. 

 

 

25 
If you have the information with you, you can click on “YES” button and provide 
information through Excel. You also have to provide Annexure D, GST Receipts 
and PO/Commercial Work Invoices along with it. 
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Once the form submitted, using your mobile device submit location data via APP. 

28 Upload Affidavit of Oath. 
(Click on the dashboard on slide bar and then click on Affidavit of Oath) 

 

 

 

27 
Upload all the required documents. Tick the check box and click on " Submit" 
button. 



 

Page - 17  

30 
For submitting location data, you have to use the link to download “CBCIndia 
App”. Click on the “Mobile App link” button. 

( You can download the App from Google Playstore by searching "CBCIndia" 

 

 

MOBILE APPLICATION 

 

29 
Download the "Sample Certificate" and upload the file. 
Click on the " Submit" button 
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32 
Fill all required details to log in. 
A) Select " Outdoor Media" in " Vendor/Partner Category 
B) Select "Outdoor" in "Wing Type" 
C) Enter your Agency Code(6-digit) and password. 
D) Click on "login" button. 

 

 

31 
Once you download the Application and Open the App and click on “Vendor 
Login”. 
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34 
Click on “Empanelment” button, from where you can submit the images for your 
locations. 

 

 

 

33 
Once you Login, you can click on the menu button on the top corner of the left 
side. 
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36 
Fill all the required details and Upload Images(Shot and Long Image) Click on 
“Next” button. 

 

 

 

35 
Select “Application Number” for which you have to upload locations and click on 
“Next” button. 
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37 
Once all the location data is successfully updated, you can go to the dashboard 
and using the payment link you can pay the application fee for respective 
application. 

Click on " Pending For Payment" 

38 
Fill all the required details and proceed. Submit the application fees i.e. Rs 1000. 
You will get the payment receipt on successful payment, which you can download. 

 

 

 

 

 

(Note: Lat-long details will be automatically captured from the images posted by 
you) 


