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Step 1: Log in to CA CloudDesk. "

From the CA CloudDesk left navigation menu, select Task.

e O G @

[ Al Beckmaris

= 2 O 5 pannerchtitoddesk.com

5 | B 08T - Sosgle She

« &mcmhn et 12:32 B lezn [ e °
[ @ Croame
All 05-0%-26 20-05-25

% Dasttoard Welcome
A Hug Karishma Sharma @ Opea Tk 28 @ o 1
B ca CA CloudDesk | Mon, May 25
=g ation B, Pioce 26 [B weeow 10
L i Vit

Quick Links a » " 0 A owos 116
@ Litigasion et ﬂ ﬂ p T . ]

o) G - : €., € -y o — -

_— K 1 Tﬁ i.? RN ;@ 75 © 0
A Website
I andinisy s ’ -

Step 2: Open Task Dashboard. @

Click the View Settings (Eye Icon) available beside the Task Dashboard heading.

From the Preferred Task View menu, select your preferred display format:

o Dashboard View - Displays tasks grouped by status with summary widgets.
» Table View - Displays tasks in a tabular format for detailed filtering and bulk actions.

e Card View - Displays tasks as individual cards for quick visual tracking.
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A .Dashboard View.

The Dashboard View provides a quick overview of task performance, due dates, workload,

and task status.
How to Use Dashboard View

Step 1: Open Dashboard View.

1.Navigate to Task > Dashboard.

2.The dashboard opens by default in Dashboard View.

Step 2: Filter Tasks.

1.Select a service tab such as GST Filing, Audit, ITR, or any available service.
2.Use the Financial Year selector to switch between periods.

3. Apply available filters if required.

Step 3: Review Due Date Summary.

The dashboard displays task counts based on due dates:
e Due Today
e Due Tomorrow
e Duein 7 Days
e Due After 7 Days
e Overdue Up to 7 Days
e Overdue More Than 7 Days
e Due Total
e Chargeable Tasks

* Non-Chargeable Tasks
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A.) Dashboard View
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B.) Table View

Task
Task Dashboard B Table View = Cart View o]

D Table W W Filters ¥ (o] & [E3 E v e
Task = Created Date -  Client = Assignees ~  Raviewer = Created By Consultant = Invaice Status Fallowers
;Ew 924 iz;gﬁ:;ozs @ s+ursenerarowns QT & & - ® - ;
151:91 511 ?:1:;}6;':1028 @ ::;x:"n;::gqmunl ce g e . ® _ .
o €6 © © © @ eww - -
et Qo © O @ O o & -
;:lKD 1466 :i{;}ﬁp};ﬂ!ﬁ @ ::'Ms:::"n:“:gnmunl @ 9 @ @ ® & .
el B G686 © @ © @ ew - -
;;;m . :F::f:f“ @) saurssnBHaRDWAS & & = ® . .
SO I @ @ - & - ° - -
e s @eeen @ 8 @ T




CA CloudDesk

Task

Task Dashboard i Table View Cart View

ALL MY TASKS REVIEW

MY SERVICES (14)

10BDD

bank audit Ankit

ITRGST

CONSULTANT OVERDUE

Accounting

DSC - Digital Sig...

Litigation Training

B.) Card View

INV PENDING
Accounts Annual Tax audit
Filing of Return ... GST Filing

@ Lo}

AUDIT-22

()

gst filling Ankit

o]

Bank

Gst Filling Gst R1

o



	Task Dashboard
	CA CloudDesk
	Step 1: Open Dashboard View.
	Step 2: Filter Tasks.
	Step 3: Review Due Date Summary.


