DAVP Online Bill Submission Guide
for

Community Radio Stations



OBJECTIVES

This tutorial provides a detailed explanation of the online billing procedure for DAVP. It gives
stepwise information for each stage of the DAVP online billing procedure. The aim of the tutorial
is to provide information on DAVP online billing procedure and also clarify some of the
commonly faced problems while applying for DAVP online billing procedure.

The DAVP online billing procedure can be divided into 3 parts.
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The applicant should have the required details and documents before initiating the online billing
process. The applicant should collect the following details about the CRS before applying for
DAVP online billing:

DETAIL REQUIRED INSTRUCTION

DAVP will provide you a new username for downloading the
Release Order (RO), creative's and submitting online bills. This

Username username will be the Agency Code of your Community Radio
Station provided by DAVP.

Password DAVP will provide you a new password for online bill submission.

Landline Number Provide direct landline number of the Community Radio Station.

CRS Bill No Provide the Community Radio Station’s invoice number.

Bill Date Provide the Community Radio Station’s bill date.

Provide the date when the spot was played ie if campaign is from
Select Date 27.02.2014 to 03.03.2014 and the first date when the spot was
played is 27.02.2014 then that date is to be entered.

Provide the number of spots that are played per day as per the

Spots/ Day release order.

Provide the duration of spot that are played as per the release

Spot Durati
pot Duration order.




Part Il

Now the applicant is ready to submit the bill online

Step 1: The user has to go to Electronic/ New Media tab on the top panel of the homepage
and select Release Orders from the drop down menu.

About Us Clients Empanelled Agencies Newspapers Outdoor Publicity Printed Publicity

Business Allocation
Production of AV (reatives

Our Vision
RO and Paymments|
di

To communicate impartant social advertising messag Radie B, we provide salutions for the paid publicity requirements of all
. manner, to empower the lives of the country’ citizen| Video Clip of DAVP Calender Government  organizations, PSUs or Gavernment Societies.
, sto agency for the advertising needs of all Central (2013 Release Function ing on the Client's target audience, and his budget, a range of
all over the country. media are used, ranging from,
HORE

What's New

REGARDING BILLS SUBMIssIoN NEV
ADVISORY FOR EXTENSION OF EMPANELMENT OF WEBSITES UNDER PILOT PROJECT TILL 20TH JULY, 2014
EMPANELMENT OF DIGITAL CINEMA FOR 2014-15

SMS Service |1 Follow us on twitter | News/Advisories | Tenders | Cantact Us | Feedback | Site Map
Copyright © 2010, DAYP, Government of India

Step 2: The screen displayed below will appear, click on the fourth point Release Order for
Community Radio Station.

Skip to main content | Ascassibiity Gptions | Screen Reader | A |- [ 4] a4

About Us Clients Empanelled Agencies Newspapers Electronic/New Media Outdoor Publicity Printed Publicity

Release Orders

RO-cum-Bill

Theatre RO-cum-Bill

Release Order for Bulk SMS

Release Order for Community Radio Stations
Release Order for Internet

Release Croer for Community Ragio Statim\ SMS Service |1 Follow us on witter | Hews/Advisories | Tendsrs | Contact Us | Feedhack | Site Map

Copyright © 2010, DAYP, Government of India




Step 3: Now Enter your ID and Password provided by the DAVP.

DIRECTORATE OF ADVERTISING AND VISU,

CRS Agencies Release Order/Bill Submit Login

Username 1 ‘ User Name

Password & Password

Signin | it

Forgot Password

Step 4: From the menu bar click on Release Order and Billing, select Release Order Cum Bill

from the drop down menu.

DIRECTORATE OF ADVERTISING AND VISU

R RO  Release Order and Billing =  Change Password  Logout

Duplicate Bl

Step 5: Enter your Agency Code and press the Submit button for viewing the RO, printing or

download.

DIRECTORATE OF ADVERTISING AND VISU

Release Order for CRS

Enter Agency Code |CED9\7|

-



Step 6: A tabular display format will show all the ROs for the entered agency. If the user wants
to print/ download the RO then he/ she would have to click on the Print RO button and if he/
she wants to download the creative then a click on the Download Creative button is required.

DIRECTORATE OF ADVERTISING AND VISU.

Release Order for CRS

Enter Agency Code CROODG

i il

Code / Release Order Code|
22111/0036/201 3/CR
221100372 3CR
22111/00347201 3/CR
2211 1/0033/2013/CR
22111003120 3CR
2211100327201 3/CR
22117/0028/2M 3CR
22111/0030/201 3/CR
22111002872 3/CR
221100277201 3/CR
35301/0001/2013/CR
22110025/2M 3CR
221100267201 3/CR
43101/000272013/CR

Job Name
Bharat Mirman Phgase-lll 90 Sec 2014
Bharat Mirman- - 75 sec- Feb to March-2014
Bharat Mirman-75 Sec-20-26 Feb-2014
Bharat Mirman-lll-20-26 Feb-2014
BHARAT NIRMAN-20 sec- 13 to 19 Feb- 2014
BHARAT MIRMAN-TS sec- 13 ta 19 Feb- 2014
BHARAT NIRMAN- Fhase- lI- Feb- 80 sec- 2014
BHARAT NIRMAN- Phase- Il Feb- 75 sec- 2014
Bharat Nirman- Phase- lIl- 75 sec- Jan to Fek- 2014
EBharat Mirmar- Phase-lll- 90 sec- Jan- Feb- 2014
Drinking Water and Sanitation - Jan to Feb 2014
BHARAT NIRMAN-20 sec- (23rd to 29th Jan)- Phase - 2014
BHARAT NIRMAN-T5 sec- (23rd to 29th Jan)- Phase [I- 2014

Water Resources- Jan to March- 30 sec-2014

Print RO

Print RO | Downioad Creetive

Print O | Downioad Creative

Print R O | Download Crestive

Print 0 | Downioad Creative

Print R @ | Daownload Crestive

Print RO | Downioad Cretive

Print £ © | Downioad Creative

Print RO | Downioad Creetive

Print O | Downioad Creative

Print R O | Download Crestive

Print 0 | Downioad Creative

Print R @ | Daownload Crestive

Print RO | Downioad Cretive

Print O | Downioad Creative

Step 7: When you click on Print RO button, you will be able to view the RO format as below.
Now for printing the RO, click on Print button and for submitting the bill, click on Bill Submit

button.

RO Code: 12111/0036/2013/CR

wat SMART [CRO0DS
HouszRozd

City:Mewat
PinCode

Kind Attention:

Sub: - Schedule of 90 sec. spots to be broadcast on BHARAT NIRMAN Campaign from 27/02/2014 te 03/03/2014 through Radio Mewat SMART (CRO003) - reg.

Madam/Sir,

Bill Submi

A TR
GOVERNMENT OF INDIA

&

=T w
MINISTRY OF INFORMATION AND BROADCASTING
o !

A R
DIRECTORATE OF ADVERTISING AND VISUAL PUBLICITY
FECHE

3 FFE0epET Fa aqd aTw A

S

Bth Floor, Soochana Bhavan,Phase IV, CGO Complex, New Delhi - 110003

Blease find enclosed Schedule of 30 sec. spots to be broadcast on EHARAT NIRMAN Campaign from 27/02/2014 to 03/03/2014 through Racio Mewst SMART [CRO00S)

Spots
Rate/10 Total Total Total
Station Period 5ei £ spots Duration g2 ® J 08
Radic
Mewat_ 5 40,00 2 15 50 1350 5400
SMART
Total 1 5400
less 15% : 810
Net Amount: 1 5157.32
Remarks: The pots in this RO must b topped Poll schedule by Election Commission of India in view of Model Code of Conduct.
1. You are requested to kindly ensure thebroadcast as perthe abeve schedule.

2. Spots ta b broadaston roation basis,

12-05-201¢

Vaurs faithiully

Campzign Director/Offics




Step 8: When you press the Bill Submit button then the user will see the screen given below.

Enter following details for submission of bill:

1. Enter CRS Bill No (Provide the Community Radio Station’s own invoice number)
2. Enter Bill date (Provide the Community Radio Station’s bill date, the date on which the bill is being

submitted)

3. Select date (Provide the date when the spot was played ie if campaign is from 27.02.2014 to
03.03.2014 and the first date when the spot was played is 27.02.2014 then the date to be entered

will be 27.02.2014)

4. Spots per day (Provide the number of spots that are played per day as per the release order)
5. Spot Duration (Provide the duration of spot that are played as per the release order)

Please keep in view the following instructions:

a) Please add separate entries for each day of the campaign and after every entry, press Add Into Bill

button each time.

b) Please start this process after each day when you have finished the spots for the day as the final

Submit button will only be visible when the campaign ends.

¢) The maximum period of online and physical bill submission is 30 days from the campaign end date.
d) After successful bill submission, a receipt will be generated. Take a printout of the receipt and attach it
with your physical bill along with the copy of RO and self attested broadcast certificate.

Bill Submission for CRS RO Campaign

List of Online Bill Attachments(For Submitting Physical Bill}):
1. 02 Copies of Online Bill Report.

2. 02 Copies of Online RO.

3. 02 Copies of Agency's Invoice.

4. 02 Copies of Self Broadcast Certificate.

RO Mo. 22111/0037/2013/CR
Campaign Name Bharat Mirman- lll- ¥5 sec- Feb to March-
2014
Duration 75
From Date 271022014
To Date 03/03/12014
Spots
) ) Rate/10 Total ~ Total Total
Station Period per Duration
Sec Spots Sec. Amount
Day
Radio
MamashkarYoung 5 40.00 3 15 75 1125 4500
India
Total © 4500
less 15% . 675
Het Amount : © 429707

CRS Bill No.
Bill Date
Select Date
Spots/iDay

Spot Duration

Add Into Bill Exit




Step 9: You can also take a duplicate printout of your old bill that has been submitted before.
For that go to Release Order and Billing tab and click on Duplicate Bill from the drop down

menu.

DIRECTORATE OF ADVERTISING AND VISU,

;R RO  Release Order andBiling ~  Change Password  Logout

| Release Order Cum Bill

Step 10: Now you need to enter the Agency Code and the bill date on which the bill was
submitted by the user. Fill the details and press the Submit Button.

DIRECTORATE OF ADVERTISING AND VISUAL

Duplicate Bill Print

AgENCy Code CROOOI

Date From 01-01-2014 Date To H

e 0 May 2014 0

Su Mo Tu We Th Fr Sa

i 2 =
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Step 11: The user will get the view below in a tabular format. Press the Print button to get the
print of a specific bill.

DIRECTORATE OF ADYERTISING AT

Duplicate Bill Print

Agency Code CROODY
Date From 01-01-2014 Date To 31-05-2014
o [0
DAYP Bill No Bill No Bill Date Agency Code| Agency Name Job Code
(CRO00D9175513AFDD(Z013-14/30 20/02/2014|/CROO0Y Radio Mewat SMART22111/0032/2013/CR| Print
CRO0D91750380602 [2013-14/029 20/02/2014/CROD0Y Radio Mewat SMART 22111/0031/2013/CR| Print
CROOD91740271FCE [2013-14/028 14/02/2014/CROO0Y Radio Mewat SMART 22111/0030/2013/CR| Print
CROOD9173105A0BS [2013-14/027 14/02/2014/CROO0Y Radio Mewat SMART22111/0029/2013/CR| Print
(CRO00D91711301F0D (2013-14/025 12/02/2014/CROO0A Radio Mewat SMART22111/0027/2013/CR| Print
CRO0D91615199CR6(2013-14/023 12/02/2014/CROO0Y Radio Mewat SMART 22111/0025/2013/CR| Print
CROOD91721488BD6(2013-14/026 12/02/2014/CROO0OY Radio Mewat SMART 22111/0028/2013/CR| Print
(CRODO91558257044 2013-14/022 12/02/2014/CRO00Y Radio Mewat SMART22111/0018/2013/CR| Pint
CRO0D91626191061 [2013-14/024 12/02/2014|/CROO0Y Radio Mewat SMART 22111/0026/2013/CR| Print
CRO00D9153627B114 [SMART/RM/DAVP/2013-1[12/02/2014/CRO00Y Radio Mewat SMART 22111/0009/2013/CR| Print
CRO009155644FE3B [2013-14/035 08/03/2014/CROO0Y Radio Mewat SMART 22111/0037/2013/CR| Print
CRO00D91617589840 [2013-14/036 08/03/2014|/CROO0Y Radio Mewat SMARTA5101/0002/2013/CR| Print
CROOD9154935F1CA [2013-14/034 06/03/2014|CROO0Y Radio Mewat SMART 22111/0036/2013/CR| Print
CRO0D91716337670 2013-14/033 07/03/2014/CROO0Y Radio Mewat SMART35301/0001/2013/CR| Print
CRO0091700540C71 [2013-14/032 07/03/2014/CROO0Y Radio Mewat SMART 22111/0034/2013/CR| Print
CRO0D916532203F6 (2013-14/031 07/03/2014|/CROO0Y Radio Mewat SMART22111/0033/2013/CR| Print




Part Il

After submitting the online bills, now you are ready to submit the hard copy of the bills to DAVP.
Please collect the following documents for submitting the hard copy of DAVP bills:

* A cover letter addressed to: The Facilitation Centre, DAVP, Ground Floor, Soochna
Bhavan, CGO Complex, Lodhi Road, New Delhi - 110003

» 2 copies of online bill

» 2 copies of online Release Order (RO)

» 2 copies of agency'’s invoice in original

» 2 copies of self broadcast certificate on the letter head of the Community Radio Station

PLEASE NOTE: The physical bills (Invoices) must have a revenue stamp affixed on them

prior to submission.
If all the documents are in place, please send the set of documents to the following address:

The Facilitation Centre, Directorate of Advertising and Visual Publicity (DAVP), Ground
Floor, Soochna Bhavan, CGO Complex, Lodhi Road, New Delhi-110003



