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Step 1: Open HRMS Module
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From the CA CloudDesk left navigation menu, go to HRMS and Select Manager Reports

to start the process.

Click on HRMS.

Click on Manager Reports..



Click on Task Type. 

Select the required tab based on the report you want:

1.Task   2. HRMS   3. Timesheet   4. Attendance Summary

Select Date

Step 3: Apply Task Filters
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Select Task Type, Select Date, Employee, Customer, Customer Group, and Department,

then click Generate Report.

Step 2: Choose Report Type

Click on Task .

TASK REPORT

Select Employee

Select Customer

Select Customer Group

Select Department
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Choose Date Range, Employee, Branch, Team, and Employee Status, then 

click Generate Report to view attendance-related data. 

Click Excel to download the HRMS report for offline use.

Step 4: Generate HRMS Report

HRMS REPORT

Step 5: Apply Timesheet Filters

Select on Summary Type. 

Select Date Range

Click on Hrms .

Select Employee

Select Branch

Select Team

Select Employee Status.

TIMESHEET REPORT

Select Financial Year, Date Range, Employee, Customer, Department, Team, Task,

Reviewer, and Timesheet Status.

Click Generate Report to view date-wise timesheet entries for employees.
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Timesheet Select Timesheet Financial Year Select Date 

ATTENDANCE SUMMARY

Select Date Range, Employee, and Year/Month, then the Attendance Summary will be

displayed with detailed attendance and work hour analysis..

Employee Customer Enter Department Select Team


