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1. Background 
 

Concerned CCA  and DOT user (Pertaining to assessing office) will register Licensee by 
entering Licensee details, uploading required supporting documents and entering 
License and BG detail(BGMO user) in 2 level process . DoT WPF user only will add, 
edit and approve the spectrum details in two level process. 

   

2. Login to SARAS 
The Concerned CCA and DOT user (Pertaining to assessing office) needs to Login to the SARAS 

a. Enter User Name and Password  

b. Enter CAPTCHA  
c. Click on Login button. 

 

 

 

 The Concerned CCA and DOT user (Pertaining to assessing office) will be 

displayed the below screen for ‘Setting up of licensee’ Module. As per Roles 

given by Admin, Concerned CCA and DOT user (Pertaining to assessing office) 

will able perform below actions. 

• Registration of Licensee 

• Save Licensee Registrations 

• Manage Licensee 

• View Licensee Profile 
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Concerned CCA and DOT user (Pertaining to assessing office) can view the pending 

activities on dashboard under ‘Dashboard’. 

3. Registration of Licensee 
 

Concerned CCA and DOT user (Pertaining to assessing office) can register the 

New Licensee in the SARAS through this sub-module. 

 

• When user clicks on “Registration of Licensee” sub-menu under the menu 

“Setting up of Licensee”, the user is able to view the form to capture the 

Licensee details. The form has been divided into following tabs: 

A. Registration Details 

B. Supporting Documents 

C. License/Authorization Details 
D. Bank Guarantee Details 

 

3.1 Registration Details Tab 
 

• Concerned CCA and DOT user (Pertaining to assessing office) can enter the 

Business Details, Principal place of business details, Authorized signatory 

details and Administration details in the Registration details tab, refer the 

screen below.  
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• Concerned CCA and DOT user (Pertaining to assessing office) will enter the 

Business details of Licensee in the box for Business details.  

• Concerned CCA and DOT user (Pertaining to assessing office) will enter the 

details of ‘Principal place of businesses of licensee. 

• Under Authorized Signatory details, the user will enter the details of the 

person authorized signatory.  

• In ‘Administration Details’ area the user will enter the details of Licensee 

Admin user. User ID entered in the Administration details will used as login ID 

for that particular user. The availability of User Id is checked by the system. 

• Click on SAVE button to save the data. 

• Click on NEXT button to move on the next tab ‘Supporting Document.’ 

• Concerned CCA and DOT user (Pertaining to assessing office) needs to select 

CCA Office where License Fee Assessment is carried out  in ‘Assessing office’ 

field. 
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3.2 Supporting Document 
 

• Concerned CCA and DOT user (Pertaining to assessing office) can upload the 

supporting documents in the Supporting Documents Tab. 

• Concerned CCA and DOT user (Pertaining to assessing office) can click on the 

‘Document Type’ drop down and select the document type from the list. 
 

 

 

• The  user needs to click on the Browse button to browse the document to 

upload. After selecting the document, click on “Upload” button to upload the 

document in the system. The Maker user can select ‘OTHER’ from drop down if 

user wants to upload additional document. Enter the ‘Other Document Type’, 

browse and upload the document. 

• Click on NEXT button to move to the next tab. 
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3.3 License Details Tab 
  

• Concerned CCA and DOT user (Pertaining to assessing office) can enter multiple 

license details in the License Details Tab.  

 

 
 

 

• The   user   can enter the License details and then click on ADD button to save 

the new added license. The  Maker user can enter more than one license details 

for the Licensee using the Add button. The Maker user can click on DELETE 
button to delete the license details from system. 

 

• While selecting License type, if user selects (Virtual Network Operators) VNO 

license, then user needs to add NSO details. 

 

• User needs to fill below fields. 

o NSO Name 

o NSO License Type 

o Agreement Start Date 

o Agreement End Date 

o Upload scanned Copy of NSO Agreement   

 

• As per License type, Area of operation, License service area and Secondary 

switching area of VNO license, Name of licensee will populate in the NSO Name 

drop down. 
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click on NEXT button to move to the next tab. 

Note:  

• Entry of license is an optional step while registration of licensee.  

• Click on ADD button to add multiple licenses in the system.  

• Bank Account Details are optional 

3.4 Bank Guarantee tab 
  

• Concerned CCA and DOT user (Pertaining to BGMO office)   can enter the Bank 

Guarantee details in the Bank Guarantee Tab.  
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• The Concerned CCA and DOT user (Pertaining to BGMO office) can add Bank 

Guarantee details in populated form and then click on ADD button to save the 

newly added Bank Guarantee. The DoT/CCA Maker user can click on DELETE 

button to delete the Bank Guarantee details. The Maker user can click on ADD 

button to add the new Bank Guarantee. 

 

• The Concerned CCA and DOT user (Pertaining to BGMO office) can click on 

SUBMIT button to complete the registration of licensee. 

 

Note:  

• Entry of the details in Bank Guarantee tab is mandatory while registration of 

licensee. 

• DoT/CCA Maker user can enter the Bank Guarantee irrespective of License and 
spectrum details entered in the License and spectrum details tab. 

4. Save Licensee Registration 
 

Concerned CCA and DOT user (Pertaining to assessing office) is able to view the 

records, which have been saved partially during the registration of licensee. 

• The Concerned CCA and DOT user (Pertaining to assessing office) can view the 

actionable records pending on the dashboard. The DoT/CCA Maker user can 

click on ‘Setting up of Licensee’ Menu, refer the screen below. Click on ‘Save 

Licensee Registrations’ sub menu. (List of records will populate). 
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• Alternatively, the Concerned CCA and DOT user (Pertaining to assessing office) 

can click on the sub-menu “Save Licensee Registrations” under the menu for 

“Setting-up of Licensee” and the list of records will populate. 

 

 
 

• The below image displays the details for the “Save Licensee Registrations” 

screen. 

 

 
 

• The Concerned CCA and DOT user (Pertaining to assessing office) can use 

content search to search for a particular record and then can click anywhere on 

the record to open the details of the record. Previously saved data will be 

populated on the screen. 
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• The Concerned CCA and DOT user (Pertaining to assessing office) can edit the 

existing details or add new details. The Concerned CCA and DOT user 

(Pertaining to assessing office) can then view and verify details. 

• Fill the required details and click on SUBMIT button to register the licensee in 

the SARAS system. 

 

Note: Procedure will be same as mentioned above in ‘Registration Module’. 

 

5. Manage Licensee   
(Spectrum Details Tab has been disabled) 

 

Concerned CCA and DOT user (Pertaining to assessing office) can view and Edit 

licensee in this section. Concerned CCA and DOT user (Pertaining to assessing office) 

can make any changes or can add any new License or Bank Guarantee for particular 

licensee through ‘Manage Licensee’ Sub module. BGMO office can add or make changes 

to BG. For licensees having BG related to spectrum auction which are in custody of 
WPF wing, such entry shall be done by WPF wing. 

• Concerned CCA and DOT user (Pertaining to assessing office) can click on ‘Setting 

up of Licensee’ module and select the sub-menu Click on ‘Manage Licensee’ sub 

module. 

 

• The screen for Manage Licensee is displayed as below 
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• The Concerned CCA and DOT user (Pertaining to assessing office) can apply 

search criteria to search the record and click on the Search button. The user can 

click anywhere to open the record. 

• Concerned CCA and DOT user (Pertaining to assessing office) is able to view the 

screens same as ‘Registration of Licensee’, but with previously filled and 

approved data.  

• User can view all the details filled in registration tab, supporting document, 

License details and BG details. 

 

Registration Details :  

 
** Spectrum Tab has been disabled 

 

• User can edit details present on registration tab. 
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o Supporting Document Tab :  
 

        

** Spectrum Tab has been disabled 

 

• User can upload any new supporting document or can delete existing document. 

 

 
o License Details Tab :  

 

** Spectrum Tab has been disabled 

 

• Concerned CCA and DOT user (Pertaining to assessing office) can edit any 

existing license or can add new license by clicking on ‘ADD’ button. 
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o Bank Guarantee Details :  

 

 

** Spectrum Tab has been disabled 

 

• Concerned CCA and DOT user (Pertaining to assessing office) can edit any 

existing bank guarantee details or can add new bank guarantee by clicking on 

‘ADD’ button. 

• After adding any new license, bank guarantee by licensee, details will be 

available for Final Approval. 

• This functionality is available to DoT/CCA Checker user (Approver) (Pertaining 

to Assessing Office). 

 

6. Manage spectrum 
• This module is only enabled for WPF users. There are three options in this 

module. For level 1, options of add spectrum and manage spectrum are 

available. Under add spectrum, fresh entry of spectrum can be made. Under 

manage spectrum, update/correction can be made to existing spectrum.  
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• In add spectrum, name of licensee can be searched and then additional entry 

can be made as per spectrum allotment.  
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• After data is entered, the data will be available for final submit. Multiple 

entries can be made together and then final submit may be clicked.  

•  Prior to final submit, any correction can be made to fields other than 

License type, LSA and SSA can be edited.  

• A new field “Spectrum Acquisition-Mode” for entering the spectrum 

acquisition type i.e. Auction, Administrative allotment, Liberalised, Merged,  

and Trading is also being provided.  

• It may be noted that once submitted as “final submit” fresh entry cannot be 

made till last entry is approved at level 2. User may process all fresh entries 

together and submit for approval.  
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• For making correction is existing spectrum entry, manage spectrum module 

can be used. The changes once submitted move to level 2 for approval.  
 

 
********** 


