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1. Purpose 
This user manual provides guidelines and instruction to LCO Users for Registration of 
LCO for BSP Web application. 

 

The user manual will include the following in detail – 

• Sign Up for LCO 

• Sign In for LCO 

• Application for Registration of Local Cable Operator (LCO). 

• Application for Change Request of registered Local Cable Operator (LCO). 

• Application for Surrender of Registered Local Cable Operator (LCO). 

• Application for Renewal of Registered Local Cable Operator (LCO). 

• Application for Appeal against cancellation of Registered Local Cable Operator (LCO). 

2. Audience / Users 
Basic audience/Users are the one listed below – 

• LCO users (Company, Individual, Partnership) 

• Assistant Section Officer (ASO) 

• Section Officer (SO) 

3. Functionality 

1. Prerequisites 
User should register and then login with user id and password into the system. 

2. Sign Up & Logging into the Application 
To Sign Up & Login into the application, URL of the web application given below:   
 
1) Enter URL https://new.broadcastseva.gov.in/digigov-portal-web-

app/jsp/mib/common/login.jsp  in web browser.  
2) The Sign up and Login Screen appears as below.  
3) Users need to click on Sign in link and complete the register process. 

 
 
 

https://new.broadcastseva.gov.in/digigov-portal-web-app/jsp/mib/common/login.jsp
https://new.broadcastseva.gov.in/digigov-portal-web-app/jsp/mib/common/login.jsp
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Login Screen 
 

 
1) Enter the Username and Password provided by the System Administrator (MIB) by 
entering User Id & Password authenticated user will login into the system. 

 

3. Forgot Username & Forgot Password: 
Forgot Username and password option will help users to fetch their default 

Username password, once login into the system. User will be able to change 

password. 

 

Fig.4: Forgot Username  
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1. User will have to provide Email ID and Mobile number.  

After filling the above information user will get the message with Username.  

2. User will have to provide Username 

3. OTP received on the registered mobile number/registered email address. After filling 

the above information user will get the message with password.  

 

4. Users >> LCO Individual User Dashboard/Screen and Application 
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1. New Application for LCO: On clicking below Menu user can open the new application for 

registration of Local Cable Operator for Individual User 

 

2. Tab 1: LCO Applicant Details Tabs – User is required to fill all Mandatory fields in the 

applications to move to next tab. 

 

 

 

• Individual applicant is required to fill this tab and in Choose Verification field PAN or 

Adhar verification is Mandatory to move to next tab. 
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3. Tab 2: Authorised Signatory Tab – User has option to choose radio button of YES & NO if 

Authorised Signatory is available. It is required to fill all Mandatory fields to move to 

next tab if Authorised signatory is available.  

 

• Authorised Person is required to fill this tab and in Choose Verification field PAN or 

Adhar verification is Mandatory to move to next tab if Authorised Signatory is 

available. 

 

4. TAB 3: Linked MSO Details – User has option to move to next tab without filling this tab. 
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• LCO applicant will fill the details in Linked MSO details Tab if MSO is linked. 

• Linked MSO Tab is non-mandatory, applicant can move to next tab without filling 

the details. 

 

5. Tab 4: Area of Operation - User has option to move to next tab without filling this tab. 

 
 

• LCO Applicants are required to mention all the areas where LCO is operating.   

• Area of operation tab is non-mandatory applicant can move to next tab without 

filling the details. 

 

6. Tab 5: Self Declaration Tab – Applicants are required to check all the box in declaration 

form to move to next tab 
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• Please read the instruction in self-declaration form before downloading the PDF. 

• Applicant is required to check all the boxes before PDF download and moving to 

next tab. 

• Declaration Form is required to be printed on Stamp paper of RS 10 

• Duly Notarized and Signed Self Declaration Form is required to be uploaded in 

Document required TAB 

 

7. Tab 6: Document Required Tab – LCO applicant is required to upload all the required 

documents to move to next tab 
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• In upload documents for GST & ITR, applicant will have to upload document if GST is 

applicable and ITR is filled. 

• Applicant has option to choose GST & ITR in applicant details tab where applicant 

has option to select YES & NO for GST payable and ITR filled.  

  

8. Tab 7: Fees Tab – LCO applicant is required to pay Rs 5000 for LCO registration.   

 
• Applicant has option to verify the application by clicking on preview button and 

recheck the information filled in the application. 

• Applicant is supposed to click on proceed to pay link to complete the payment.  

• Applicant will receive a popup after successful or fail payment.  

• After successful payment applicant is required to click on Submit button to submit 

the application. 

• Fail Payment application will not be submitted until payment is successfully done.  

• Applicant has option to save application in draft and submit by choosing past 

payment list.  

 

9. Application Submitting 

 

• Confirmation of Submission- After submitting the application, a confirmation pop-up will 

appear, indicating that the application has been successfully submitted. 

• Click 'Ok'- Click the "Ok" button to proceed. 

• Redirect to Main Grid- You will be redirected to the main grid of new applications, where 

your application will be visible. 
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• Check Application Status- You can view the application status under the "Application Status" 

column in the table on the grid. 

• Indian Applicant – All Indian applicant has auto approval procedure where after submission 

of application, Certificate will be generated, and applicant can download.  

• NRI Applicant – NRI Application will go through approval process and then Certificate will be 

generated once approved.  

• Further Actions- Once your application is approved by the Back Office Users (BO Users) 

application status will get change to ‘Approved’ and you can perform further process such as  

Change Request or Surrender, Renewal, Appeal against cancellation for the same 

application. 

• Send Back case – For NRI application send back functionality is available at ministry end 

where based on reason for sent back to applicant, applicant will review the send back reason 

and resubmit the application.  

 

 

 

• After successful submission applicant will land to application data grid. 

• Applicant can find the status of application in Application Data Grid.  

• Applicant can download Certificate and can request for Change in application and 

application Surrender by clicking on link available in Data Grid.   

• Applicant can also view these details by clicking on LCO from services and then on 

Grid for LCO Application whenever they want by logging in to Dashboard.  

• Renewal link will be active in Renewal column of LCO Application Data Grid 1 year 

before the expiry date.  
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• Change in details application will open same as new application with details 

available as filled during fresh application submission.  

• In Change in details applicant can change only those details which are editable and 

there is no payment required for Change in Application details.  

• After application submission Change in details application will be visible in Change of 

Details Grid with Status of the application.  

 

  

• Renewal application will be available in Renewal View Grid with application status.  

• In renewal application applicant can only upload the documents and pay the fees for 

Registration renewal. 

• Amount for Renewal is same as fresh application that is Rs 5000.  
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• Above Surrender application will open by clicking on Surrender link available in Grid 

for LCO Application. 

• All the details will auto populate except Surrender Request Letter and Reason.   

• Applicant will submit Renewal for after uploading Surrender Request letter and 

mentioning reason of Surrender.  

 

• Surrendered Application and Status of Submitted application will be visible in 

Surrender View Grid.   

 

 
 

• LCO Registration cancelled by Ministry will be visible in Cancellation of LCO Applicant 

Grid. 

• Applicant can Appeal against the cancellation of LCO registration by clicking on 

appeal for activation link. 
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• Above application form will open by clicking on appeal link available in Cancellation 

of LCO Applicant Grid. 

• Details of applicant will auto populate except Request for Re-activation and Reason 

filed in the application form.    

• Applicant can appeal once within 1 month of the date of cancellation done by 

Ministry.  

 

5. Users >> LCO Company User Dashboard/Screen and Application 

 
1. New Application for LCO: On clicking below Menu user will open new application for 

registration of Local Cable Operator for Company User 

 

 

2. Tab 1: LCO Applicant Details Tabs – User is required to fill all Mandatory fields in the 

application. 
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• For company user there are two type of application – Application for existing LCO and 

Application for Non-Existing LCO. 
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• Applicants has to fill all mandatory fields in the application. 

• CIN number is mandatory and it gets vefied throng MCA and Name of company gets auto 

pupolated once CIN gets verified.  

• Pan Number of the company is mandatory and it can be verified from the Chosse verification 

filed.  

• PAN gets verified through Company name and Date of Registration 

• Wrong PAN will give a POP up of Invalid Pan Number  

• Wrong Name will give a POP up of Name not matching with PAN 

• Wrong Registration date will give a POP up of Date not matching with PAN. 

• In Enter Geo Location applicant must mention Registered Office Address Geo Location.  

• Applicant can’t move to next tab without filling Mandatory field. 

• Applicant can’t move to next tab without verifying PAN. 

 

3. Tab 2: Authorised Signatory Tab- User is required to fill all Mandatory fields to move to next 

tab.  

 

 
• Authorised Person is required to fill this tab and in Choose Verification field PAN or 

Adhar verification is Mandatory to move to next tab. 

 

4. Tab 3: Director,Executive & SHP TAB – User is required to fill all Mandatory Tabs to move to 

next tab 
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• Applicant is required to provide Director/Executive details with DIN number, Aadhar 

and Pan details. 

• Max 15 Directors details can be added in the application. 

• PAN or Aadhar any one verification is Mandatory. 

• DIN number will be verified through MCA and Name of Director will auto populate 

once DIN is verified. 

• Name of Aadhar should match for successful verification of Aadhar. 

• Name and DOB of Director should match with PAN details for successful verification 

of PAN. 

• Wrong Aadhar number will give a message of Invalid Aadhar number. 

• Name not matching with Aadhar details will give a message of Name not matching 

with Aadhar. 

• Wrong PAN number will give a message of Invalid PAN number. 

• Name not matching with PAN details will give a message of Name not matching with 

PAN details. 

• DOB not matching with PAN details will give a message of Date not matching with   

Individual Share Holder Details - Details of Shareholder with more than 10% shares are required to 

be shared. 

 
• Applicant is required to provide Shareholder details by choosing type of Shareholder 

from dropdown.  

• For Individual Shareholder applicant can verify anyone (PAN or Aadhar) details by 

choosing option available in Choose Verification field. 

• For Individual Share holder Proof of Identity is required.  
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• Name of Aadhar of Individual Shareholder should match for successful verification of 

Aadhar. 

• Name and DOB of Individual shareholder should match with PAN details for 

successful verification of PAN. 

• Wrong Aadhar number will give a message of Invalid Aadhar number. 

• Name not matching with Aadhar details will give a message of Name not matching 

with Aadhar. 

• Wrong PAN number will give a message of Invalid PAN number. 

• Name not matching with PAN details will give a message of Name not matching with 

PAN details. 

• DOB not matching with PAN details will give a message of Date not matching with   

 

 Company Shareholder details- Details of Shareholder with more than 10% shares are 

required to be shared. 

 

 
 

• Applicant is required to provide Shareholder details by choosing type of Shareholder 

from dropdown.  

• For Company Shareholder CIN number is verified and certificate of incorporation is 

supposed to be uploaded. 

• PAN number of company is required to be verified. 

• Applicant can verify Pan by choosing PAN from dropdown option in Choose 

verification field.  

• Name of company and Date of registration should match with PAN details for 

successful verification.  

• Wrong PAN will show a pop-up message of invalid PAN number. 

• Wrong Date of registration will show a pop-up message of Date nit matching with 

PAN details. 

• Wrong Company name will show a pop up message of name not matching with Pan 

details.  

NRI Shareholder Details - Details of Shareholder with more than 10% shares are required to be 

shared. 
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• Applicant is required to provide Shareholder details by choosing type of Shareholder 

from dropdown.  

• Applicant is required to share NRI shareholder details, and all mandatory field is 

required to be filled.  

 

Foreign Company Shareholder details - Details of Shareholder with more than 10% shares are 

required to be shared. 

 
 

 

• For NRI Company Shareholder FCRN number is required, and Certificate of Foreign 

Company Registration is supposed to be uploaded. 

• PAN number of company is required to be verified. 

• Applicant can verify Pan by choosing PAN from dropdown option in Choose 

verification field.  

• Name of company and Date of registration should match with PAN details for 

successful verification.  

• Wrong PAN will show a pop-up message of invalid PAN number. 

• Wrong Date of registration will show a pop-up message of Date nit matching with 

PAN details. 
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• Wrong Company name will show a pop up message of name not matching with Pan 

details.  

 

5. TAB 4: Linked MSO Details – User has option to move to next tab without filling this tab. 

 
 

• LCO applicant will fill the details in Linked MSO details Tab if MSO is linked. 

• Linked MSO Tab is non-mandatory, applicant can move to next tab without filling 

the details. 

 

6. Tab 5: Area of Operation - User has option to move to next tab without filling this tab. 

 

 
 

• LCO Applicants are required to mention all the areas where LCO is operating.   

• Area of operation tab is non-mandatory applicant can move to next tab without 

filling the details. 

 

7. Tab 6: Self Declaration Tab – Applicants are required to check all the box in declaration form 

to move to next tab 
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• Please read the instruction in self-declaration form before downloading the PDF. 

• Applicant is required to check all the boxes before PDF download and moving to 

next tab. 

• Declaration Form is required to be printed on Stamp paper of RS 10 

• Duly Notarized and Signed Self Declaration Form is required to be uploaded in 

Document required TAB 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Tab 7: Document Required Tab – LCO applicant is required to upload all the required 

documents to move to next tab 
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10. Tab 8: Fees Tab – LCO applicant is required to pay Rs 5000 for LCO registration.   

 
 

• Applicant has option to verify the application by clicking on preview button and 

recheck the information filled in the application. 

• Applicant is supposed to click on proceed to pay link to complete the payment.  

• After successful payment applicant is required to click on Submit button to submit 

the application. 

• Applicant has option to save application in draft and submit by choosing past 

payment list.  

 

11. Application Submitting 

• Confirmation of Submission- After submitting the application, a confirmation pop-up will 

appear, indicating that the application has been successfully submitted. 

• Click 'Ok'- Click the "Ok" button to proceed. 

• Redirect to Main Grid- You will be redirected to the main grid of new applications, where 

your application will be visible. 

• Check Application Status- You can view the application status under the "Application Status" 

column in the table on the grid. 

• Further Actions- Once your application is approved by the Back Office Users (BO Users) 

application status will get change to ‘Approved’ and you can perform further process such as 

Change Request or Surrender, Renewal, Appeal against cancellation for the same 

application. 
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• After successful submission applicant will land to application data grid. 

• Applicant can find the status of application in Application Data Grid.  

• Applicant can download Certificate and can request for Change in application and 

application Surrender by clicking on link available in Data Grid.   

• Applicant can also view these details by clicking on LCO from services and then on 

Grid for LCO Application whenever they want by logging in to Dashboard.  

• Renewal link will be active in Renewal column of LCO Application Data Grid 1 year 

before the expiry date.  

 

 

• Change in details application will open same as new application with details 

available as filled during fresh application submission.  

• In Change in details applicant can change only those details which are editable and 

there is no payment required for Change in Application details.  

• After application submission Change in details application will be visible in Change of 

Details Grid with Status of the application.  
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• Renewal application will be available in Renewal View Grid with application status.  

• In renewal application applicant can only upload the documents and pay the fees for 

Registration renewal. 

• Amount for Renewal is same as fresh application that is Rs 5000.  

 

• Above Surrender application will open by clicking on Surrender link available in Grid 

for LCO Application. 

• All the details will auto populate except Surrender Request Letter and Reason.   

• Applicant will submit Renewal for after uploading Surrender Request letter and 

mentioning reason of Surrender.  
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• Surrendered Application and Status of Submitted application will be visible in 

Surrender View Grid.   

 

 
 

 

• LCO Registration cancelled by Ministry will be visible in Cancellation of LCO Applicant 

Grid. 

• Applicant can Appeal against the cancellation of LCO registration by clicking on 

appeal for activation link. 

 

 

 

• Above application form will open by clicking on appeal link available in Cancellation 

of LCO Applicant Grid. 

• Details of applicant will auto populate except Request for Re-activation and Reason 

filed in the application form.    

• Applicant can appeal once within 1 month of the date of cancellation done by 

Ministry.  
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6. Users >> LCO Partner User Dashboard/Screen and Application 
 

 

1. New Application for LCO: On clicking below Menu user will open new application for 

registration of Local Cable Operator for Partner User 

 

2. Tab 1: LCO Applicant Details Tabs – User is required to fill all Mandatory fields in the 

application. 
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• For Partner user there are two type of application – Application for existing LCO and 

Application for Non Existing LCO. 

• Applicants has to fill all mandatory fields in the application. 

• Pan Number of the company is mandatory and it can be verified from the Choose 

verification filed.  

• PAN gets verified through Company name and Date of Registration 

• Wrong PAN will give a POP up of Invalid Pan Number  

• Wrong Name will give a POP up of Name not matching with PAN 

• Wrong Registration date will give a POP up of Date not matching with PAN. 

• In Enter Geo Location applicant must mention Registered Office Address Geo Location.  

• Applicant can’t move to next tab without filling Mandatory field. 

• Applicant can’t move to next tab without verifying PAN. 
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3. Tab 2: Authorised Signatory Tab- User is required to fill all Mandatory fields to move to next 

tab.  

 

• Authorised Person is required to fill this tab and in Choose Verification field PAN or 

Adhar verification is Mandatory to move to next tab. 

 

4. Tab 3: Partner Details Tab- User is required to fill all Mandatory fields to move to next tab.  

 

 

• Applicant is required to share partner details with Aadhar and Pan details. 

• Applicant is required to verify any one of PAN or Aadhar from Choose verification 

field.  

• All mandatory fields are required to fill with verification option to move to next tab.  
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5. TAB 4: Linked MSO Details – User has option to move to next tab without filling this tab. 

 

 
 

• LCO applicant will fill the details in Linked MSO details Tab if MSO is linked. 

• Linked MSO Tab is non-mandatory, applicant can move to next tab without filling 

the details. 

 

6. Tab 5: Area of Operation - User has option to move to next tab without filling this tab. 

 

 

 
 

• LCO Applicants are required to mention all the areas where LCO is operating.   

• Area of operation tab is non-mandatory applicant can move to next tab without 

filling the details. 
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7. Tab 6: Self Declaration Tab – Applicants are required to check all the box in declaration form 

to move to next tab 

 

 

 

• Please read the instruction in self-declaration form before downloading the PDF. 

• Applicant is required to check all the boxes before PDF download and moving to 

next tab. 

• Declaration Form is required to be printed on Stamp paper of RS 10 

• Duly Notarized and Signed Self Declaration Form is required to be uploaded in 

Document required TAB 
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8. Tab 7: Document Required Tab – LCO applicant is required to upload all the required 

documents to move to next tab 

 

• User will submit the application again after updating the changes. 

• Application Submission pop-up will be shown to the user same as shown at the time of 

submission of fresh application. 
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9. Tab 8: Fees Tab – LCO applicant is required to pay Rs 5000 for LCO registration.   

 

 
 

• Applicant has option to verify the application by clicking on preview button and 

recheck the information filled in the application. 

• Applicant is supposed to click on proceed to pay link to complete the payment.  

• After successful payment applicant is required to click on Submit button to submit 

the application. 

• Applicant has option to save application in draft and submit by choosing past 

payment list.  

 

10. Application Submitting 

• Confirmation of Submission- After submitting the application, a confirmation pop-up will 

appear, indicating that the application has been successfully submitted. 

• Click 'Ok'- Click the "Ok" button to proceed. 

• Redirect to Main Grid- You will be redirected to the main grid of new applications, where 

your application will be visible. 

• Check Application Status- You can view the application status under the "Application Status" 

column in the table on the grid. 

• Further Actions- Once your application is approved by the Back Office Users (BO Users) 

application status will get change to ‘Approved’ and you can perform further process such as 

Change Request or Surrender, Renewal, Appeal against cancellation for the same 

application. 
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• After successful submission applicant will land to application data grid. 

• Applicant can find the status of application in Application Data Grid.  

• Applicant can download Certificate and can request for Change in application and 

application Surrender by clicking on link available in Data Grid.   

• Applicant can also view these details by clicking on LCO from services and then on 

Grid for LCO Application whenever they want by logging in to Dashboard.  

• Renewal link will be active in Renewal column of LCO Application Data Grid 1 year 

before the expiry date.  

 

• Change in details application will open same as new application with details 

available as filled during fresh application submission.  

• In Change in details applicant can change only those details which are editable and 

there is no payment required for Change in Application details.  

• After application submission Change in details application will be visible in Change of 

Details Grid with Status of the application.  
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• Renewal application will be available in Renewal View Grid with application status.  

• In renewal application applicant can only upload the documents and pay the fees for 

Registration renewal. 

• Amount for Renewal is same as fresh application that is Rs 5000.  

 

• Above Surrender application will open by clicking on Surrender link available in Grid 

for LCO Application. 

• All the details will auto populate except Surrender Request Letter and Reason.   

• Applicant will submit Renewal for after uploading Surrender Request letter and 

mentioning reason of Surrender.  
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• Surrendered Application and Status of Submitted application will be visible in 

Surrender View Grid.   

 

 
 

 

• LCO Registration cancelled by Ministry will be visible in Cancellation of LCO Applicant 

Grid. 

• Applicant can Appeal against the cancellation of LCO registration by clicking on 

appeal for activation link. 

 

 

 

• Above application form will open by clicking on appeal link available in Cancellation 

of LCO Applicant Grid. 

• Details of applicant will auto populate except Request for Re-activation and Reason 

filed in the application form.    

• Applicant can appeal once within 1 month of the date of cancellation done by 

Ministry.  
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7. Draft Forms 
In Draft form, user can edit or continue the last applied application that has not been submitted to 

the BO users for approval. 

 

• User will open the Draft list through the sidebar menu showing on the dashboard of the 

user. 

 

• User Can delete the required drafted application by clicking on delete button. 

• User can open the drafted application by clicking on the draft application number under the 

drafted name column. 

• Same Processes and validations will be followed for application submission. 

• (Note): User needs to pay again the application fee if any of the drafted application of 

payment status as ‘Success’ has been deleted, no refund will be given to the user. 

 

 

 


