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HEADER
P – Promotional -

Messages which are purely promotional in nature send to all the prospects in the database by an

Entity basis on there preferences. Ex : All kind of Promotional messages.

O – Others- Includes Transactional, Service Implicit and Service Explicit messages.  

(Transactional - Essential messages related to transaction. Ex: OTP.

Service Implicit - Service messages that are ought to be sent basis on the business relation with

the customer. Ex : Service Alert Messages

Service Explicit - Service messages that are send by the Entity which are promotional in nature but  send 

with prior consent. Ex : New offers for the Entity )
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HEADER CREATION - VALIDATION TABLE 
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1
Click Header on left navigation bar to  see the 
detailed view of all the Headers.

HEADER CREATION – HEADER PAGE

1

Click New Header to create Header(s) 
request. User can create 20 Header request in 
one go.
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1

Click Header Type  and choose  the type of 

Header from the  list mentioned.

• Promotional

• Other

HEADER CREATION – TYPE & CATEGORY SELECTION 

3

4

3

4

Click on “Header Classification” to choose 
the Temporary OR Permanent.
If Temporary the Entity has to choose the 
validity also- 15/30/45/60

Select the Category from the dropdown as per 
your business requirement. 5

5

Header Type depends on the type of the commercial 
communication message that need s to be sent with 
that header. (Eg: Promotional for promotional 
messages and for all other select the Other type)
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HEADER CREATION – NAME, AVAILABILITY & DOC UPLOAD   

6

7

8

Type in the desired Header Name according to your
Header Type/Brand Name or business requirement.

Header Name will be decided by the Entity basis on  

their business requirements and Entity name. (Eg:  

Entity Name: HDFC BANK , Header Name:  HDFCBK)

Refer VALIDATION TABLE  on slide no 6 to 

understand the validations and possible types of 

headers that can be created under various 

categories for Govt and Non-Govt entities.

Click Check Availability to check the availability of 
header name. If available proceed with next step.

If not available follow the claim process.

Upload relevant document related to header by 
clicking on Choose File button.
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HEADER CREATION – OTP VERIFICATION & REQUEST SUBMISSION   

9

9 Click on Submit button to submit the header 
request.

10 An OTP box will appear. 

10

1112

11 Click on the Get OTP button. Instantly an One 
Time Password (OTP) will be send to the 
registered Mobile and Email Id. Type the OTP in 
the given box

12
Click on the Submit button. On successful 
submission of request a message will appear on 
the top of the screen. 
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1
Once you submit the header request it 
will show in the header section with the 
status as WORK IN PROGRESS.

13

HEADER CREATION – HEADER STATUS 

Once the Operator approves the header 
the status will change to Active.
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All the header registered with other TSP 
will reflect In Header Tab with Global 
status and operator wise status

1

STATUS – OTHER TSP’S HEADER

It is not active on STPL till the time the 
operator approves the same.

Once action is taken by the STPL it 
will reflect under operator status.
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CLAIM HEADER
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1
Click Header on left navigation bar and go to 
the Header Page.

Click Claim Header to go to Header claim 
request page

CLAIM HEADER – CLAIM INITIATION 

3
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1
Type the Header that needs to be claimed in the 

Header Name section

Click Claim button , a claim form will appear.

CLAIM HEADER – REQUEST SUBMISSION 

3

3
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1
Claim Form will contain details related to claimed Header 

Category also will be auto fetched but it is 
editable if the Header Type is “Others”.. 

In the Upload Document section, upload the 
relevant document related to Header

In the Upload Claim Document section, upload the 
relevant document proving the Entity ownership of 
the Header.

CLAIM HEADER – FILL CLAIM FORM 

6

Header Type will be auto fetched in the Claim 
Form.

5

9

6

7

8

7

8

9

10

Header Name will also appear as per the input 
given in the initially.

Header Classification (Temporary & permanent)  
will be auto-fetched in the Claim Form.

5

10

USER MANUAL



14

1 Fill the Remarks/Reason to claim the Header.

Click Get OTP and you will receive the password 

on the authorized person'smobile number. Type 

the OTP in the space provided

Press Submit button to send the request to 

Operator.

CLAIM HEADER – REMARKS/OTP/ SUBMISSION OF CLAIM 
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1
All the Claimed Headers will be visible in the 
“Claimed Header Request”.

CLAIM HEADER – REQUEST STATUS

Claimed Header request will be in Work In 
progress status subject to approval from 
the Operator. Once the Operator approves 
and the claim process gets complete, the 
status of the claimed headers will turn to 
Active.
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HEADER – SURRENDER 
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If the Entity does not want to send  commercial 

communication with a  particular header. Then they can  

surrender the same. Please follow the below mentioned  

process.

Click Active to surrenderthe header.

Click Surrender and confirm that  you want

to surrender yourheader.  

HEADER SURRENDER – INITIATION 

1
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A Pop-up will appear to confirm the Surrender 
process, Press YES button to confirm.

Once you confirm the surrender of the header 
then a pop-up will appear for authentication. 
Share the OTP that you receive on your 
registered mobile number. Also provide the 
reason for Surrender in the Remarks section. 

HEADER SURRENDER – OTP / CONFIRMATION

3
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The surrendered header entry will 
appear in the 
Surrendered/Withdrawn/Rejected
section. 

HEADER SURRENDER - STATUS

5
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HEADER – SUSPEND 
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HEADER SUSPENDED DUE TO VALIDITY.

1

1

IF the Validity of Temporary 
Header got expired OR Not 
verified the permanent Header. 
The Header will get Suspended.
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HEADER SUSPENDED DUE TO CUSTOMER-INITIATED SUSPENSION

2

2

Entity can also Suspend their 
Header if not required anymore.
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HEADER SUSPENDED DUE USAGE

3

3

If any Header not been used in 
last 30 days. 
The Header will get suspended.
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Thank You !
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