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Templates are created for Commercial Communication 
and as per TRAI guidelines all the Principal Entities 
needs to register their Templates before sending 
Commercial Communication.

In the Entity portal on the side bar click on the
Templates option to view the page.

In the Template page click on Add New 
Template button to create new Templates.

TEMPLATE – CREATION OF NEW TEMPLATE
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Fill an appropriate Template name basis on 
the business requirement in the Template 
Name column

In the Communication Type column select the
type of communication from the following:

• SMS
• Call

Note: Currently SMS is only available for selection.

In the Template Type select any of the
following options:
• Transactional
• Promotional
• Service Explicit
• Service Implicit

TEMPLATE – SELECTION OF NAME/COMMUNICATION AND CONTENT TYPE
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In the Content Type column it will either be 
TEXT or UNICODE and it will be auto fetched 
basis on the selection of language for the 
content.
NOTE:(Any language other than English will be taken as 
Unicode)

In the Consent Template ID column select the
relevant Consent Template registered on DLT
from the dropdown list.

In the Template Category column select any of
the Category from the dropdown list as given
which is appropriate for the Template to be
created.

TEMPLATE – SELECTION OF CONSENT TEMPLATE /CONTENT CATEGORY
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Consent Template ID is not mandatory for 

Transactional and Service Implicit commercial 

communications.

5

6

7

8

9

In the Upload Document section, users can 
submit any required supporting 
documentation.
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In the Content creation section there are two options
available:
• Copy/Paste Message
• Create New Message(Type)
Select any of the option basis on the requirement of 
content creation.

In the Copy/Paste Message option, copy any 
message and create the required content for 
the Template. Messages in languages other 
than English can be created, such templates 
type will be treated as Unicode

In the Create New Message option, type the 
required content.

In the Create New Message Box type the

required content and click on Add variable and
Add new line button as required

TEMPLATE – CREATION OF CONTENT
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Fill the sample content of the template created

7

Press Submit button to confirm and send the 
request for approval by the Operator.

TEMPLATE – OTP / REQUEST SUBMISSION
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Based on number of variable chosen in content.
The Entity has to pre-tag the each variable from 
given options, and enter the sample value.

14

13

14

15



EDIT – TEMPLATE REQUEST

Only Header changes can be done in 
Active Templates. Click on Edit button, 
Headers associated with Template along 
with available Headers will appear. The 
Entity can linked or D-linked the Headers 
accordingly.

P.S : At least one Header should remain
linked with the Template.
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Under BLACKLIST section, click on
ACTIVE button Pop- Up will appear.1

BLACKLIST– TEMPLATE REQUEST

1
The Entity will click on BLACKLIST Button, 
reason for BLACKLIST can be selected & click 
on BLACKLIST Button.
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Under Rejected section, click on Re-
Submit button. Pre-filled form will 
appear. The Entity can make the changes 
and re-submit the same for approval.

P.S: New Reference id will be generated 
for the request Re-submitted.
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RE-SUBMISSION – TEMPLATE REQUEST
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Status – OTHER TSP’s TEMPLATE

All the Template registered with other 
TSP will reflect In Template Tab along 
with Global status and operator-wise 
status.

1

2 Its not active on STPL till the time 

operator approves the same.

Once action taken by the STPL it will 

reflect under operator status.
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STATUS – OTHER TSP’s TEMPLATE 1
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Once the operator approve the 

request header will reflect under 

operator wise status as active.
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Thank You !


