Central Bureau of Commmunication

Bulk SMS Release Order & Bill Submission User Manual
o THUHEY el 3iis 3R foe gaftRe SuaiTeal agsrd

Step 1: To login/dNTgH &4 & forw

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

@ Helpdesk : Time: 8:30AM to 6:30PM (Mon - Fri)
@ 9810205148, 9289772910, © 928977291
& support.cbc@becil.com

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

Step 2: Here you will see your Dashboard. On the left side bar click on the “Release Order”.
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Step 3: Click on “Click here to view RO” and Download the RO.

Click on “Click here to download creative” and download the creative.
3R3N A & oy fkTep 89 € STRTaS SRS WR e 3 3R 3R3f ST3aS |
fFaP 3R ¢ SIears fpufea” W faas &¥ sk fhufed Se-as &I

Click Here to View RO
Click Here to Download
Creative

Download Physicol involced

Downlood digital involce &

[ RO List
From Date To Date
DO/MM/YYYY w DD/MMIYYYY = m Reset
Show 10 v entries Search:
RO Details Billing Details
0 RO Date Of v S = upload Inveice Summary v
SrNot RO Code Subject O Tl FromDate  ToDate Bill Submission (Step-1) ($tep-2) Bill Status
1 [ —— test 33040 07/04[2025  07/0. 07/04[2025 % Bill Pending
Click Here to View RO Submit Bill
Click Here to Download
Creative
2 . n 6/3bulk 16520 06/03/2025  08[03[2025 =« R 4 Bill submitted

Delete Bill @

Step 4: Click on “Submit Bill” under Bill Submission (Step-1) column.
foe gafire@ @R1-1) SiaH & siavid Hafie fad * =R fods o3

Click Here to View RO
Click Here to Download
Creative

Download Physical invoiced

(& RO List
From Date To Date
DD/MM/YYYY W DD/MM/YYYY )
Show 10 v entries Search:
RO Details gilling Details
SENGt RO Code subject O Dto O FromDate  ToDate Bill Submission (Step-1) UP'°"§’2')“"°i“ Summary Bill Status
1 — test 33040 07/04/2025  07/C 07/04/2025 % / Eill Pending
Click Here to View RO
Click Here to Download
Creative
2 — 6/3 bulk 16520 v Bill Submitted

Downlead digical invoics &

Delota Bill @

Step 5: Choose file and click on “Upload” button to upload logs.
HIRA g R AT TS UdIS HRA & fog "3uats™ de- W faad B

[@Bill Submission

Log Upload Excel* No file chosen
[EEER Download demo file

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

/

[# Log Upload Data

Sr. No. Circle Campaign Name

From Time

To Time

No. of SMS Push/Sent

No Record Found

No. of SMS delivered

No. of SMS failed

Amount Status
Amount 000
GsT(18%) 0.00
Total Calculated Amount 000

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

Ale: 3o Yoy & 1T T Brgd SEals a4 & Y "STeals SH! Brga” W faid &9
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Step 6: Fill all the required details and upload the documents. Click on "Submit'" button.
Toff 3oy a0 HR 3R XA U B3 | * Jafte * g R fadd o

RO Code/3R3 B8

Invoice No./5Ta15d S

Claimed Amount as per Invoice/dTcl :kd mwﬁnﬁwﬁv

Enter Claimed Amount(Rs.)

E-mail DR S

Copy of Physical Invoice of the Vendor/fagsar & ifaw aem &t
Tl * (File size:2 Mb)

1744009279-document - 2025-04-07T104411.615 Browse  View

RO Amount/3Te3ft 1far Campaign Name/3HTH &1 44
Beti Bachao Beti Padhao
Invoice DatergTared fomTia"
DD-MM-YYYY e

Bill Officer Name/fére iRl &1 A1

test bill officer name

Auth. Signatory Name/HTHITHE | GRT&Rd B1 "
Test Auth. Signatery
Delivery Report / Setadt fard « (File size:2 Mb)

1744009279-reporiFile_pdf Browse Upload = View

GST No./SITEl Fe

Bill Officer Deslgnal\on@ﬁ HYBRT UeAm

Test Bill Officer Designa

Auth. Signatory Designation/STHITU | EXT&RT UaAF"

TestAuth. Signatory
Total Number of SMS Successfully Delivered meTgda® faaize

UL 6 g e

Step 7: Once bill submitted, you can download the Invoice receipt by clicking on
“Download Invoice Summary(unsigned)”.

% IR f9d gaftie g 91 R “ST8dls §9a159 JHRT (Sgwanelfyd)” iR fadd ax
P T IS STSTATS PR Thd &

Click Here to View RO
Click Here to Download
Creative

[ RO List
From Date To Date
DD/MM/YYYY ] DD/MM/YYYY = “ Reset
show 10 v entries search:
RO Details 8illing Details
_ RO Date Of § . ; upload Inveice summary -
SrNo' RO Code Subject ATGTRT ToetE M To Date Bill Submission (Step-1) (Step-2) Bill Status
1 [ro— test 07/04/2025  07/04/20: 5 o 8ill Pending
Upload Invoice Summary
Click Here to View RO (stamped and Signed)
Click Here to Download
Creative
2 - 6/3 bulk 08/03/2025 v Bill submitted

Download Physical invoice.

Download digital invoico &

Delota Bill @
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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

From Date To Date

Show 10~ entries

search:
RO Details Billing Details
. RO Date Of 5 - - Upload Invoice Summary .
Sr.No* RO Code Subject ATGET TS FromDate  ToDate Bil sion (Step-1) (Step-2) Bill Status
1 test 07/04/2025  07/04/2025 07/04/2025 o x Bill Pending

Upload Invoice Summary
Click Here to View RO Bownload invoics Summary(unsigned) | (stamped and signed)
Click Here to Download =

Delats il B
Creative

2 6/3 bulk 06/03/2025 ~ 08/03/2025 08/03/2025 o v

Bill Submitted

Click Here to View RO Download physical invoiced Download dighal invoice &
Click Here to Download

Delats Bill B
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

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

from your login.

et et ob BTl Ufer 3roeiis 3 o S S At & Ug e 61 SISals &R fod &
¢ Kindly Upload only PDF file.

FUIT Had UISITH HISd &l 3udrs de|
e No physical submission (hard copy) of the bill is required.

forer 1 e TRl (BTS 1T BT ATl T |
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