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Step 1: Open CA CloudDesk Dashboard
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Go to Task → Click on the        (Setting) icon → Add Template 

Click on Task.

Click on Setting

Click on Add Template
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Step 2: Create Task Template & Set Price

Fill in the required fields:

Task Name

ECT(Days) 

ECT (Hours)

Priority

More fields

Select Stages 

SOP

Billable

Subtask

Assign

Service

Sub Service Name
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Step 2: View & Edit Template

Use the filters to see which templates are linked to specific people:

Consultant

Assignee 

Followers 

On the View & Edit Template screen, the Settings (gear) icon lets you:

Add Stages - Add or manage stages of service for templates.

Add Subtask -Add or manage subtasks to divide a task template into smaller st


