
BEAMS MANUAL 

 
1. Add Muster Roll / Group Payee for Non-regaular Payees  

 

1.  Login to user type Draft of DDO (e.g 1513009). 

2.  Go to Menu Maintenance click on New Modify Payees. List of payees will be shown Fig 1.1  

 

 
Fig 1.1 

 

3.  On the list of payee page click on the top right Add Payee. 

4.  Select Payee Type as Master / Multiple Payee and enter Payee Name (e.g Group of 

Constable or Muster Roll or Contract Employee etc.). 

 
Fig 1.2 

 

5.  Click on Add to saved group name (e.g. Payee Name as Rifle Man). 

6.  Next Go to Maintenace and Click on Master Roll Payee as shown in Fig 1.2 

 

 
Fig 1.3 

 



7.  Click on Add Payee. 

 
Fig 1.4 

 

8.  Select Master Role Name (e.g Rifle Man) and enter the Payee Details of actual payee in 

which payment to be made (e.g 1. Y Santosh and 2. S. Romesh) of group Name Rifle Man. 

9.   Click on Add to save payee and so on. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



2. Bill Preparation of  Muster Roll / Group 

 

1.  Go to the Menu Bills and click on Bill Entry as in Fig 2.1 

 

 
Fig 2.1 

 

2. Select Scheme Code to which bill to be prepared as in Fig .2.2  

3. On the Bill Entry page while select the Group Payee Name as e.g Rifle Man in Fig 2.3 then 

click Add to add to bill. 

 

Note:- Group Payee Rifle Man amount will appeared atutomatically as this is the sum of two 

payees we have added earlier. (e.g 1. Y Santosh and 2. S. Romesh) 

 

 
Fig 2.3 

 

 

 



4.  Click to Submit.  

5.  Next Transaction no will be generated and bill will go for Approval in Final user. 

 

 
Fig 2.3 

 

Group /Muster Roll Bill Apporval by Final user 

 

1.  Login to Final user of DDO 

2.  On the menu Bills Approve Click on  Bill / CDA Approve. 

3.  On the Fig 2.4 two button are there Trans No 162 and View. 

 

 
Fig 2.4 

 

4. On clicking on View we can see the actual payee details to which payment is to be made as 

shown in Fig 2.5. 

 

 
Fig 2.5 

 

 



5. By clicking on Trans No 162  bill is ready to Approve by DDO user.  

Note:- In Fig 2.6 we can see only the Group / Muster Roll Payeee name with dummy Ac no. 

Its only for appearance payment will be paid only to those we see in View. 

 

 
Fig 2.6 

 

6.  Click on Submit then authorisation will be generated with the PDF report. 

 


