PROCEDURE FOR CHANGE RETURN

1. Login ERP: 172.27.31.22; Internet: biometric.aptransco.co.in

2. Click on Muster Report
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3. Click on Monthly Report
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4. Click on Show
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5. Employees Data will be displayed as follows
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6. If attendance is not final, then sanction pending CLs, OHs, ODs, etc., if any.

7. If attendance shown is final, then check left side box in SI. No.(e.g., SI.No. 5 in above depiction) and
enter remarks, Click on Change Return (in red color), then click on OK and Change Return gets

finalized (e.g., SI.No. 1,2,3,4 in above depiction, no check box) and no further editing possible.

8. Click on Home Button ----> Click on Muster Report ----- > Click on Monthly Change Return Report -----

Select Month and Year then Click on Show will display as follows.
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ELE I 1 [
Emp Name: Designation UnitHame | Trandate From Date ToDate  Month | Year Absent Dates TAD TPD TMD | SAP
G. Swapna AE (TELECOM)  |VUAYAWADA | 17-May-2018 | 16-Apr-2018 | 15-May-2018 | 5 |2018 NoChange o 30 30
T2 [1071348 |AKKINA VENKATA RAVI PRASAD |AETELECON IAYAWADA | 18-May-2018 | 16-Apr-2018 | 15-May-2018 | 5 |2018[No Change | o 30 20
[J3 [1071695  |B. Srisilpasirisha |AE (TELECOM)  |KANUMOLU | 18-May-2018 | 16-Apr-2018 | 15-May-2018 | 5 | 2018 |No Change [ o 300 3g)
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9. This shows employees details of above SI. No. 7 procedure completed. Now Click on

PRINT button left side above SI. No. This will be saved in PDF format and Print can be taken.
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TRANSMISSION CORPORATION OF ANDHRA PRADESH LIMITED

ABSISTANT DIVISIONAL ENGINEER/ TELECOM GUNADALAS VIJAYAWADA
Oio of DIVISIONAL ENGINEER/TCVIJAYAWADA

The change return of ASSISTANT DIVISIONAL ENGINEER] TELECOM/ GUNADALAI VIJAYAWADA working under the control of
DIVISIONAL ENGINEERTC/VIJAYAWADA/APTRANSCONidyut Soudha/vijayawada for the period from 16-Apr-2018 To 15

.o
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Absent Dates TAD TPD | TMD SAP

May-2018.
Sl.no| Emp Code Emp Name i i Absent Dates
1 |1071305  |G. Swapna JAE (TELECOM) |no Change.
Print J1071348  JAKKINA VENKATA RAVI PRASAD JAETELECOM Mo Change.
| [1071695  |B. Srisilpasirisha JAE (TELECOM) |No Change

2018 [No Change
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