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STEP 1: OPEN HRMS MODULE
From the CA CloudDesk left navigation menu, go to HRMS and Select Timesheet to start
the process.
< « ° o Click on HRMS.
)
o Click on Timesheet.
o HRMS

. @uln  yicy : e
- i% EMFLOYEL ! HIERARCHY J- MY AVE

1 Communication

==3
=

B Document Vault
B Task
® sy ® waaoe e ®
L - IANAGER HANAGER b MESHELT
o . L. PHOVAL REFORTS
site

&1 Reporis



CA CloudDesk

STEP 2: VIEW TIMESHEET LIST

In the Timesheet dashboard, you can see your previously logged time

entries segmented by date, project, task type, hours worked,& status.

STEP 3: CLICK “ADD TIMESHEET"

Click the B Add Timesheet button on the screen to start creating a new time entry.

@@ Q Click on Timesheet.

Click on Add icon.

Click on Add icon. &
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o Enter Client Name e Enter Amount @ Enter Expense Type

Enter Date Enter Remark o Upload Bill

@ Enter Submit
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STEP 4: SELECT DATE & TIME SLOT

Select the work date and enter the time spent (hours or predefined slot such as first

half, second half, or custom duration).

STEP 5: SELECT TASK /PROJECT

Select the relevant task/project (client work, internal task, or assignment) to ensure

accurate time tracking.
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STEP 6: ADD REMARKS

Add a brief description or remarks about the work performed for better clarity

and reference.

STEP 7: CREATE TIMESHEET

After Clicking Create, a confirmation popup appears with the message

“Timesheet Added successfully.”

After submission, you can view the status of your Timesheet.

(Pending, Approved,Rejected) .
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