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USER MANUAL 
 Fresh Empanelment of Digital Printers Panel in CBC (Printed Publicity Wing) 

 
 
 

IMPORTANT INSTRUCTIONS: 

 

 All the mandatory fields marked with an asterisk (*) have to be filled. 

 If by chance a connection is lost or the user refreshes the page, then before 
the final  submission data didn't save in the database. 

 All details will be filled with caution. 

 All the documents should be uploaded in "pdf" format. 

 The Digital Printers after submitting the ONLINE FORM should take a PRINT OUT of 
the FORM and submit the same after duly signing and stamping it with the 
Company seal along with the Turnover certificate duly verified by CA with seal and 
number in original, hardcopy of all the other ENCLOSURES and, printed samples 
along with application & processing fees of Rs.2000/- with covering letter should 
be submitted within 10 days of last date of online submission to the facilitation cell 
in CBC, Soochna Bhawan, CGO Complex, Lodhi Road, New Delhi 110003. 

 All ENCLOSURES/ATTACHMENTS as mentioned in the ONLINE FORM must be 
submitted in the hardcopy submission; else the Application shall be considered 
incomplete. 

 Digital Printers may clearly flag the ENCLOSURES/ATTACHMENTS in the hardcopy 
Submission and they may also provide a checklist with the page number at which a 
particular ENCLOSURE/ATTACHMENT is placed. 
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LOGIN FOR DIGITAL PRINTERS 
 

 
1. Click on “Fresh Empanelment Registration”. 

 
 

 
 

2. Enter all required details 

 Select the “Print Publicity” option in the “Select Vendor/Partner Category”. 

 Enter “Email” and “Mobile No”. 

 Click on “Sign Up” button. 

 
  

 

 

 

 

 

 



Page | 3  
 

 

3. You will receive OTPs on your email as well as on your mobile number. 

 Enter both received OTPs. 

 Click on the “Submit” button. 

 Set your password 

(The best practice is to use a combination of numeric, special characters, uppercase 

and lowercase alphabets) 
 

 

 

 

 

 

 

 

 
 
 

 

 

4. Enter “User ID” (6-Digit Alphanumeric) and “Password”, then click on “Login” 

button. 

 

 

 

 

#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. 

 

 



Page | 4  
 

 

 
5. Read all the instructions carefully.  

Tick the box and Click on the “Agree & Submit” Button. 

 

 

 

 

6. Here you will see your Dashboard. Click on “ Fresh Empanelment” 
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7. Fill all required “ Company Details and click on “Next Button”. 

 

 
 

8. Fill all required “Accounts Details and click on “Next” Button. 
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9. Fill all required “Press Details and click on “Next” Button. 
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10. Select “YES/NO”  in the “Document Details” and click on the “Submit” Button. 

Note: If Selected “YES” fill in the required details. 

 

 

    IMPORTANT NOTE: After submission, you can download the receipt for future reference.                  
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