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Annexure-I 

 

Go to the Menu of Reports & Choose Paybill Generated (Consolidated).  Apply filter as shown below e.g.  in case User at DG:DD wants to know 

all paybills generated & authorized by DDOs under it. Then Select Correct : Option One Controlling Office/All Controlling & then select correct 

Controlling office eg  “2000-DG-DD” is for DD Directorate. If you want to see all DDOs/Stations under above controlling office then select All office or 

Select One Office. Then leave office code option, if wants to select all DDOs under selected comntrolling office. Then Select further Correct filters. After 

Pressing Green Button for Search Paybill , in left hand side, All Paybills made will be appear. You may choose one or All (Which is first Option). Thus, 

Selecting proper filter you can know all paybills as per requirements.Given below screen when pressed view will provide the list of all Paybill 

authorized by all the DDOs under Doordarshan Directorate.  
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Annexure-II 

 

Go to the Menu of Reports and choose Paybill Summary(Consolidated). Apply proper filter for example User at DG:DD wants to know all 

paybills generated & authorized by DDOs under it. Then Select Correct  Month, Year & Select Vertical “2000-DG-DD”  only. Default value for 
state/DDO /Stations/Employee Group/Wing is ALL.  Given below screen when pressed view will generate the consolidated Paybill of all the DDOs 

under Doordarshan Directorate.  

 

 
 

 

 

Press the Button View and Result Screen is in the Annexure-III 

Select the Correct Option, default is all , in case want to see 

DDOs of only the DG:DD then select accordingly ie with Code 

20000 & in case DG:AIR it is 10000. 
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Annexure-III 

Go to the Menu of Reports->  choose Paybill Summary(Consolidated)-> after Selecting desired details below Mentioned screen will 

come.  

 

 
 

 

 

 

Press the Button to 

download the file in excel 

format 
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Annexure -IV 

 

The Process of Saving file in excel format is shown 

 

 

 
 

 

 



Page 5/15 

 

Annexure-V 

 

How to Check the Salary Requirement of DDO through downloaded excel file  

(After excel file is to be opned after downloading it)  

Please see below picture where you can check individual DDO Name , Its Station names(iei office) , Total employees & Other fields of Pay Bills. 

Our intrest of field is Gross Amount  
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Annexure-VI 

 

The uncessary Columns of the Excel Sheet either can be hide or deleted to focus on the GROSS AMT field. (please see below picture) 
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Annexure-VII 

 

Usage of filter Option of excel to calculating the Total Requirement of DDO 
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Annexure-VIII 

 

We will use the DDO Office column for filter & tick the Blank only (as shown in picture) & will press the OK button in  

 

 

 
 

 

 

Press the OK Button for 

Getting DDO wise Total 

Demand 
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Annexure-IX 

 

 

The Result after processing as per previous Annexures. 

Now Select the Shown Area From Office to Net Amt & Paste (Using paste special function & using the Value only) the Copied portion(as 

shown)  into seperate excel sheet, you will get Next screen in excel file 
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Annexure-X 
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Annexure-XI 

 

Use Paste Special & Select Values  
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Annexure-XII 

Resultant Sheet 
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Annexure-XIII 

 

 

Now you can Edit the sheet and format for better visibilty 
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Annexure-XIV 

 

 

 

Further formating and Making only sheet for Cash Requirement of Differnt DDOs who Made Salary through the e-Salary Module of CAS  
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Annexure-XV 

Above Example is for All the DDOs of Both the Directorate but Directorate May choose the Correct filters in Annexure –II for getting 

details of their DDOs only.  

 

 


