harxa TarT =30

Central Bureau of Commmunication

CRS Release Order & Bill Submission User Manual
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Step 1: To login/dNTgH &4 & forw

® [Enter Agency code/ Qﬁ'@ﬁaﬁsaﬁﬁ
e Enter Password / UGS &ol X
e Click on "Login" button/ "@I_" ¢ W fadid B3

@ Helpdesk : Time: 8:30AM to 6:30PM (Mon - Fri)
@ 9810205148, 9289772910, © 9289772911
& support.cbc@becil.com

Note: Agency code will be a 6-Digit Alphanumeric code
e : O BIS 6-3icb BT HERTDIT DTS BT

Step 2: Here you will see your Dashboard. On the left side bar click on the “Release Order”.
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(entrel Bureau of Communication ~ —

Dashboard

ROCode Control No. Amount{in INR) ROCoce Control No. Amount(inINR) RO Code RO Amount(inINR)
& Main Navigation Menu

#Dashboord /
«Released Order

CRS Stations Details Updote |

Request Total RO Unpaid Bills
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Step 3: Click on “Click here to view RO” and Download the RO.
3R T/ & oY o FUR g ST8dIS 3RS W fFaw o 3R SRS SIS He |

# RO List
Aired From Aired To
DD/MMIYYYY ] DD/MMIYYYY ] m Reset
Show 10 v entries search:
RO Detaiils Billing Details
SrNot RO Code Subject ynmunt Date OfIssue  Aired From  Aired To Bill Submission (Step-1) g;"“““ Invoice summary (Step= gy syarus
1 . . crs/25 g0 74222 25/02/2025 26/02/2026 Bill Not Submitted
E— x
I Glick Here to View RO Click Here to View RO I submit Bill
2 — english 2026.66 15/01/2025 16/01/2025 17/01/2025 v v Bill Approved
Click Here to View RO Click Here to View RO Downioad Physical nvoiced Downioad digitalinvoica £
Click Here to Download Creative
Step 4: Click on “Submit Bill” under Bill Submissi S 1) col
ep 4: Click on “Submit Bill” under Bi mission (Step-1) column.
v . .
foe gafi=E (ERUI-1) &P aqH & e fod * R foad &L
(@ RO List
Aired From Alred To
DD/MM/YYYY [ DD/MM/YYYY ] “ Reset
Show 10 v entries Search:
RO Details Billing Details
SrtNo* RO Code Subject RO Amount Date Oflssue  Aired From  Aired To. Bill Submission (Step-1) ;'g""“" Invoice Summary (Step= gy syqpys
1 — i 74222 25/02/2025  26/02/2005  26/02/2025 % Bill Not Submitted
Glick Here to View RO Click Here to View RO SubmitBill
Click Here to Download Creative
2 222666 16/01/2025 v v Bill Approved
Click Here to View RO Click Here to View RO Download Physical Involced Download digielinioice &
Click Here to Download Credtive

Step 5: Choose file and click on “Upload” button to upload Broadcast Certificate Excel.
HIEd g 3R FTSHRE Tfehdre THIT 3MUTIS FHR- & ot "Iueis” g WR fadd e

Note: Click on “Download Demo File” to download the sample file for your reference.

Ale: 3o Yoo & 1T T Bred SIS a4 & Y "STe-Tails SH! Brga” W faid &3

(2 Bill Submission

Broadcast Certificate Upload Excel*

Choose File | No file chosen

Please follow the excel date format (DD-MM-YYYY)

Download demo filel

& Time Band List

SrNo. Rate (Per 10 second) Tota

1 74

/

| Spot Per Day

5

Duration of Spot

10

No of Days Total secondage

2 100
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Step 6: Fill all the required details and upload the documents. Click on "Submit' button.
Taff 3oy IR0 4R 3R XA 3UdS B | * Jaffe * g R fadd B |

(# Excel Uploaded Data

StNo. Aired Date

Agency Code | Name

GST No.

Invoice Date *

dd-mm-yyyy

Enter Auth Signatory Name

Choose File | No file chosen

Aired Time

Auth. Signatory Name/ ST | gierRea! &1

Invoice Attachment/aT& 3EHE* (only POF file will be uploaded)

Claimed Spot Duration

Mo Data

RO No.

Invoice Number.*

Enter Invoice ID
Bill Officer Name*
o Enter Bill Officer Name
Auth. Signatory Designation/ ST | gemerd uem"
Enter Auth Signatory Designation

Broadcast Certificate /7m0 wamomTs*

(only POF file will be uploaded)

Cheose File | No file chosen

Spot Caption Reason status Amount
Amount: Rs.0
Discount: Rs.0
GST(18%) Rs.0
Total Claim Ameount: Rs.0
RO Amount.
74222

Invoice Amount.*

0

Bill Officer Designation®

Enter Bill Officer Designation

E-muail ID*

Enter E-mail ID

Step 7: Once bill submitted, you can download the Invoice receipt by clicking on

“Download Invoice Summary(unsigned)”.
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[ RO List
Aired From Aired To
Show 10 entries search:
RO Details Billing Detaiils
SrNo* RO Code Subject Aired To Bill submission (Step-1) ;'{’"’““ Invoice summary (Step- gy srarus

1 e g ey =R

Click Here to Download Creative

Click Here to View RO Click Here to View RO

RO Amount  Date Of |ssuWom

74222

Ll ®

Upload Invoice Summary
Download invaica summary(unsigned) | (Stamped and Signed)

Bill Not Submitted
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Step 8: Click on "Upload Invoice Summary (Stamped and Signed)". Upload the bill and
Click on “Upload”.
"3UdS gaIsd TR (Sifha 3R sxaneia)” | fFas o3| o Riie smudrs &1 3R
"3[UAIS " W faeieb B

[# RO List
Aired From Aired To
Show 10 v entries search:
RO Details Billing Details
StNo* RO Code Subject RO Amount Date Of Issue  Aired From  Aired To HMStep-l) ;';"‘“’“ Invoice Summary (Step~ | gl status
1 SRS 74222 25/02/2026  25/02/2025  26/02/2025 & -~ Bill Not Submitted
Upload Invoice Summary
Click Here to View RO Click Here to View RO Downioad Inveice summary(unsignea) fl (Stamped and Signed)
&
Click Here to Download Creative

Invoice Summary

Kindly upload the signed copy of invoice summary which
you have already downloaded from your login .

Please do not upload your Physical Invoice.

Kindly upload only pdf file with duly signed.

Choose File | No file chosen

Note:
e Upload the signed copy of bill acknowledgment which you have already downloaded

from your login.

et urach @) sxareRa ufa srgars &% S 3o 39w @i T Ugd g1 SeAars & e gl
¢ Kindly Upload only PDF file.
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