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0 Step 1: Download the Mobile Application.

e Open the Google Play Store on your mobile device.
e Search for CA Cloud Desk.

e Download and install the application.
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e Step 2: Login to the Application

e Open the CA Cloud Desk mobile app.
e Enter your User ID and Password.

e Tap Login to access your account.
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e Step 3: Navigate to the Task Module.

o After logging in, you will be redirected to the Dashboard.
e Tap on the Task icon from the bottom navigation menu.

e The View Task screen will open, displaying all assigned

tasks.

e Step 4: Create a New Task.

e On the View Task screen, tap the (+) Add Task
button located at the bottom-right corner.

e The Create Task form will open.
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Task Summary

Services
c® @
Mark HRMS salary Slip
Attendance

Employes Time Sheat Document

Task Billing Customer

Select Task.

. View Task ﬁl @ Y
All 340 O!:en@ ?rocess‘ng@ Stuck {

GST RETURN- 3B 07/06/2026
TSK01548 o
Customer: SAURABH BHARDWA.

Invoice: ()

Gst Filling R1 06/06/2026

TSKO1547 10/06/2026 Bo

Customer: saksham
Invoice: View

documentation 06/06/2026
TSK015456 11/06/2026 = o
Customer: law seva management private limited

Invoice: (¥)

Gst Filling 05/06/2026
TSKO1534 08/06/2026 = o
Customer: Saksham
Invoice: ()

report of PnL 05/

TSK01533
Customer: SAURABH BHARDWA.J

l Invoice: ()
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Dashboard HRMS
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Add Task (+
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Step 5: Enter Task Detail
e L rer fasemetans Optional Sections

Fill in the required information: « You can also configure the

e Pending Reasons (if
» Task Name J following sections as needed:
applicable)
e Target Date » More Fields - Add any
» Stuck Reasons (if applicable)

e Period From additional task-related

. Assigned Employee
e Period to information.

Client (Mandatory)
* Due Date - Select Date « Stages of Service — Define the
Additional Options

* Service a.)Select Service workflow stages for the task.

Approval Required from

b.)Select Subservice o SOP - Attach or reference the

Reviewer — Enable if reviewer

» Reviewer- Select Reviewer Standard Operating

. approval is required before
* Priority Procedure.
. task completion.

» Status (Open, Processing, ' « Billable — Configure billing
Somalied, Fiihed for Share with Customer — Enable e S )

if the task needs to be visible

Submission, Stuck, Under o Attachments — Upload

to the customer.

Review, Over Due, etc.) supporting documents or files

related to the task.

. Create Task o . Crecte Task a . Create Task il

Task * Reviewar
as Select Assignees i
Select Reviewer o
Task Name Client *
Priority
Target Date select Client -
2026-06-08 | Mo Priority o
Approval Required From Reviewer
Period From Status * i B D
a open| % [Processing X Share with Customer []
! Completed X
Period To P More Flelds
= Finalised For Submission X -
Stuck X  Under Review X Stages of Service
Due Date
Over Due X
m| SOP
Pending - reasons
Service *
Select reasons for Pending status o Billable
Select Service -
Stuck - reasons
Attachments
Select Sub Service - Select reasons for Stuck status -
Reviewer Assignees m
Select Reviewer ¥ select Assianees P
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HRMS Task Billing Customar Dashboard HEMS Task silling e Dashboard HEMS Task Billing Custome .
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e Step 6: Submit the Task

o After entering all required details, tap the Submit
button to create the task successfully. The task will
then be available in the Task Module for tracking

and management.

COMPLETED

. Create Task .0.

Select Assignees i
Client *
Select Client -

Approval Required From Reviewer D

Share with Customer []
More Fields
Stages of Service
S0P
Billable

Attachments
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