Note:

Personal Information Update: Every controlling officer should
update the respective employee information by clicking on the
“Refresh” button in “Other Reports >> Employee Info” before

Change Return submission

PROCEDURE FOR REGULAR CHANGE RETURN

Change Return period is from 21° of previous month to 20'" of current month. Change Return can be
submitted before 24 of the current month. Regular change return can be submitted as follows:

1. Login biometric.aptransco.co.in (Link available in internal apps of aptransco.co.in website)

Time & Attendance System

Chrome for Best Experience
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Please check pending approvals of CLs, OHs, ODs, etc., if any for all employees in HOD
Approvals and check Daily attendance report of each employee for the change return

period.

N

3.  Click on Muster Report
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3.1 Click on Monthly Report and then click show. Employees Data will be displayed as follows
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3.2 If attendance shown is final, then check left side box in SI. No.(e.g., SI.No. 2,4 in above
depiction), Select No Change Or Change accordingly and enter remarks, Click on Change
Return (in red color), then click on OK.
Click on Home Button ----> Click on Muster Report ----- > Click on Finalise Monthly Change Return-------- >
Select Month and Year then Click on Show will display as follows.
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4.1 Now check left side box in SI. No.(e.g., SI.No. 10, 11 in above depiction), then click on Finalize.
A pop up will be shown as below, then click on OK.
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For taking Print : Click on Home Button ----> Click on Muster Report----- > Click on Finalise Monthly
Change Return ----- > Select Month and Year then Click on Show, then click on Printer symbol above
SI. No, will display as follows.
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PROCEDURE FOR REVISED CHANGE RETURN

If any modifications in the employee Regular Change Return, a Revised Change Return can be
submitted. The Revised Change Return should be submitted for any modifications in employee
attendance before the 24" for the period from the 21° of the previous month to the 20" of the current
month. The submission of the Revised Change Return is as follows:

1 Click on Muster Report ----- > Click on Activate Revised Change Return for Employee. ----- > Select
Month and Year then Click on Show.

Weicome Sri Basava Mohan Kumar, Your Conroling Oficer(s) - Sr . IMMADI PRUDHV TEJ

1.1 Now Click on Check box beside SI. No. for the employee whose Change Return is to be
revised. E.g., SI. No. 10 then Click on Revise Enable.
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1.2 Now Click on OK.
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No Of Records : 12

2 Now enabled Employee can apply Leave/OD, Permissions, Punch miss etc., as like regular
sanctions, permission and forward leaves process.

3 Controlling Officer can now sanction pending Leave/OD, Permissions, Punch miss etc.,
in HOD Approvals.

4 Now, Click on Home Button ----> Click on Muster Report---- > Click on Monthly Revised Change
Return ------ > Click on Show
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If attendance is final, then check left side box in SI. No.(e.g., SI.No. 1 in above depiction), Select

No Change Or Change accordingly and enter remarks and submit by Clicking on “Change Return
Revise” (in red color), then click on OK.




6 Now Click on Home Button ----> Click on Muster Report ----- > Click on Finalise Monthly Change
Return. ----- > Select Month and Year then Click on Show will display as follows.
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No Of Records : 12

6.1 Now check left side box in SI. No.(e.g., SI.No. 10 in below depiction), then click on Finalize. A
pop up will be shown as below, then click on OK.

P~ = O] Are you sure to prepare these records for SAP ? Quick M P}

No Of Records : 12

7  Fortaking Print : Click on Home Button ----> Click on Muster Report ---- > Click on Finalise Monthly
Change Return. ----- > Select Month and Year then Click on Show, then click on Printer symbol
above SI. No, will display as follows. (E.g., Observe Sl. No. 10)
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