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Sub DDO PD Payment Process 

 

1. After Login in PayManager as DDO, First PD holders DDO will create 

login for Sub DDO user. 

Go To --- System Admin – Create Sub User 

 
 

2. Enter PD account (self), Enter Office name of Sub DDO’s 

Then Office id and User name will be generated then click on “Submit” 

button. 
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3. After click on “Submit” button. Login detail will be shown below   
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Now, Sub DDO will login with their login detail on paymanager as 

DDO 

a) Sub DDO login Enter Username , password and select Sub DDO then 

click on “Login” 

 
 

 

b) After login , Sub DDO will create “Group Master” in master menu using 

PD Head like 8338,8448, 8443 

GO TO Master -> Group Master ->  

After then click on “Add group” button. Then Enter All Entry Like Group 

Name ,Budget Head, Object Head, BFC type ,Head Type and then Click on 

” Submit ” button. To see added group, click on “View All” 
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c) After create “Group “ , Sub DDO create Third party for payment. 

To create Third Party, Go to Other Bill ->FVC Bills -> FVC Master 

To add Group, Enter FVC Detail (select Bill type (Third-party) Name of 

Party, Enter PAN no , And Bank detail of Third Party and click on 

“Submit” button.  

To see all Group Name already entered, click on “Show All” button 

 
 

d) For PD Payment Bill Process, Sub DDO will Go TO Bill Processing Menu 

and Click on Bill No. Allocation. 
(Select Bill Type (PD Payment),Sub Bill Type ( Other PD Payment / PD to PD payment / 

RPMF)  object head ( 00 ), Pay Month &Year of the Bill, Enter Bill Date and Bill No. and 

Select Group Name for Specific Budget Head, and Enter PD account No.   After then Click on 

“Submit” Button.) 
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e) Go to Other Bill -> PD Payment  
 

 
 

 

 

 

f) For  PD Payment bill process  

Select Month, Year, Bill Name, Bill No and select party name   
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g) After select party, party detail will shown.  

Fill Section/Invoice No and Section/Invoice Date click on “Submit” 

button. To delete click on “Delete” button. 

 
 

 

h) After click on “submit” button... processed detail will shown 
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i) After Bill Process, Sub DDO wills Forward Bill to PD holder DDO. 

To Forward, GO TO Authorization --- Forward to DDO  

Select Month, Year, Bill Type and Group. Bill Details will be show below 

on the page.  Click on “Forward” 

 
 

j) Sub DDO will generate PD advice From PD report option in Report menu  
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Now PD holders DDO will login as DDO for DDO process bill,  

a) For Bill Process, PD Holder DDO will Go TO Bill Processing Menu and 

Click on Bill No. Allocation. 

 
 

 

b) After Click on Bill No. Allocation, Choose Bill Allocation option from List. 
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c) Select Bill Type (PD Payment ),Sub Bill Type ( Other PD Payment / PD to 

PD payment / RPMF)  object head ( 00 ), Pay Month &Year of the Bill, 

Enter Bill Date and Bill No. and Select Group Name for Specific Budget 

Head, and Enter PD account No.   After then Click on “Submit” Button. 

  

 

d) After Bill no allocate , click “Merge Sub DDO PD Bill” in Other bill menu  
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e) After Select bill no detail, bills related to all Sub DDOs will be shown 

below. DDO will accept (merge) all these bills. 

Select bill and click “Submit”  

After “submit” all select bills will be Process at PD holder DDO..  

 

 
 

4. After Forward Bill to DDO, DDO will forward bill to Treasury  
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5. Select Month, Year, Bill Type(PD Payment) and Group. Bill Details will be show below on the 

page. To Forward Select Bill Detail and Click on “Submit” Button and then Click on “Forward” 

Button.

 
 

 

6. Go to Reports -> PD Reports --- PD reports   
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