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Step 1: Open HRMS Module

From the CA CloudDesk left navigation menu, go to HRMS and Select Manager Reports

to start the process.

o Click on HRMS.

o

o Click on Manager Reports..

HRMS
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Step 2: Choose Report Type

Select the required tab based on the report you want:

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

TASK REPORT

Step 3: Apply Task Filters

Select Task Type, Select Date, Employee, Customer, Customer Group, and Department,

then click Generate Report.

Q Click on Task.

O Select Date

() Select Employee
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Q Click on Task Type.

Q Select Customer
o Select Customer Group

Q Select Department
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HRMS REPORT

Step 4: Generate HRMS Report

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.
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Q Clickon Hrms . () Select Branch
Q Select on Summary Type. o Select Team

Q Select Date Range O Select Employee Status.

Q Select Employee
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TIMESHEET REPORT
Step 5: Apply Timesheet Filters
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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OTimesheet @ Select Timesheet @ Financial Year

@ Employee

Timasheot Roport

Financial Year o

@ Customer

@ Enter Department

Q
@ Employe
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ATTENDANCE SUMMARY
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@ Select Date

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

displayed with detailed attendance and work hour analysis..

Tk HENES,

QOO TUSR0IG

Ll ]

Sode-a1

Empiorres

Tt Day

Blokdayn] Weakdhy Dfty
Fonad endioreg Dags
Wb Consril

Fourly Lidved

e (Y

[RAE| KAl ShaTTa

6.5

AITEraance Report

&ﬁiﬁ*‘ FRRAARAARAAR AR AR LA R LA

[~ JREEE S R R —

B rresen [ e [0 ricsen [ ml.':n';“ﬁ ome 0t

Summanry for the month January 2026

Full Doy Coonail

Hisit Dy Count

Tobal iork Bloun

Aot Work Mo
Eutra f Lisd

Incomplalen Work Hour |Duyi]

8200
Hoar



