
 

 

Agent bulk upload 
 
 

Please find the below process flow for uploading agents in bulk through 
canvas. 
 
In order to upload the agent though canvas, agent upload file should be in 
proper format and it must be validated after using agent MDM validator 
refer the link  
 
https://www.npci.org.in/what-we-do/bharat-billpay/notified-documents 
BBPOU-Agent MDM Validator (Download the same).  

 

 Login in canvas 

 Select “onboarding”__ Bulk Upload 

 At the time of upload take a below precautions:- 

 

Filed Name clarification for some fields 
 

 Is Dummy(Electronic)*-‘ YES’ (Applicable to Electronic channel) for 
other ‘NO’ 

 Address 1 – Max 200 words 

 Address 2,3- Max 100 Words 

 Latitude & Longitude-  Before 2 Decimal and after Decimal 4 digit eg. 
29.1354 

 Effective Form Date- YYYYMMDD eg. 20200911 

 Effective To Date-  YYYYMMDD ( Advisable to keep blank, from this 
date txn will get decline) 

 There should not be any special character such as  .,/;’”(){}[]!~` -_> <  
in ‘city’ & ‘Agent Reference Id’ 

 
Steps to upload 
 

1) Select Bulk upload 

2) Select Linked Agent Institution 

3) Download Click to download template (csv file) Sample file shown below with eg. 

https://www.npci.org.in/what-we-do/bharat-billpay/notified-documents
https://www.npci.org.in/sites/default/files/Agent%20MDM%20Validator%20for%20OU%20v0.15.xlsm.zip
javascript:void(0);


 

SampleFileForAgen

t.csv
 

4) Paste data into above file make ensure that you will upload  file after 

using validate agent MDM validator. (Refer Filed Name clarification 

for some fields) 

5) Choose file from save path (At the time of upload  keel the file open 

don’t close  the file) 

 

 
 
 
 
 
 
 

 
 

6) Click on Upload document 

 
7) You will get pop screen as File uploaded  

 
 

8) On successful upload you can get file on below link. Click in csv file to 

get output. 



 

 

  
 
 
 
 
 
 

9) Output File will look  like below 

 

output 

AgentUploadStatus18496339363313526.csv 
 

 
Note: - Request you to upload Max 1000 records only. Here is the maker 
checker concept. Ask verifier to approve the agents. 
 
If you have more than 1000 agents upload 1st, 1000 Agents get it approve, 
then upload remaining in the batch of 1000 
 
Flow for Verifier as under 
 

 Login in canvas 

 Select on Agent count as mentioned below 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on agent then below screen will come. Select all and click on bulk approve. Then all the 
records will get approve 
 



 

 
 

 Once verifier approve then only agents will get Activate. Till the time it 

will remain in pending for approval. 

 


