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Introduction 
 
Welcome to EBSuite’s online on-demand service suite of business applications. 
 

This <Project> guide provides information and instructions to help you plan, set up, and create projects in the 
system. 
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Welcome To EBSuite 
 
 

What is EBSuite’s Online OnDemand Services? 
 

The EBSuite.com hosted suite of CRM business tools is subdivided by business job/task function. Each 
application can be used as a stand-alone independent business solution or as an integrated complete CRM 
solution for your business. Applications include: 
 

  Marketing Automation/Campaign Management,  

  Sales Force Automation,  

  Customer Support/Help Desk and  

  Project Management.  
 

The Survey feature in this guide is available in all module. 
  
 



 
   

Using EBSuite Online Help 
 
 

Using EBSuite Online Help 
 

EBSuite’s Online Help provides several options for accessing configuration and background information  
 

Our Learning Center is located: http://www.ebsuite.com/iHelpLearn.jsp 

The Help link is accessed in the upper right corner of the application.  

 

Search our Knowledge Base for solutions to “Frequently Asked Questions”,  

the URL is: http://helpdesk.ebsuite.com/supportfaq.jsp 

Submit a service request to our support staff, the URL is: http://helpdesk.ebsuite.com/support.jsp 

Email our Technical Support staff at: support@ebsuite.com or call our Technical Support staff at 

888.276.3270 option #2 or 888.CRM.EBS0 option#2.  

 

http://www.ebsuite.com/iHelpLearn.jsp
http://helpdesk.ebsuite.com/supportfaq.jsp
http://helpdesk.ebsuite.com/support.jsp
mailto:support@ebsuite.com


 
   

Quick Start: Creating a Project 
 
 

Since a 'Project' may mean different things to different people, we feel the best way to start, is to dive right in 
and create a simple project. By going through the steps in this chapter, you will see what a typical project looks 
like in EBSuite, how they function, and what are the things you can do with it. 
 

Your real life projects will of course be different, but the way you setup them up, manipulate the data, and finish 
them, should be quite similar to the steps in this chapter. 
 

Create Project 
Add Tasks 
Specify Dates 
Assign Tasks 
View Gantt Chart 
Update Progress 
Add Notes 
Attach Files 
Time and Budget 
 
 
 
 



 
   

Create Project 
 
 

Navigate to the [Project] tab in the Project module. Find the "Unfinished Projects" section, and click on the 
[Create New Project] button. 

 
 
 

You will see the Create Project popup screen. ( If you do not see the popup, make sure your browser does not 
block popup windows from EBSuite CRM site(s) ). 

 
 
 

To create a project, you will need to put in a Project Name, and select a Customer.  
It is also recommended that you specify a Start Date, especially if you are going to use a Project Template. 
For more information on Project Template, please see Project Template. 
 

Don't worry about other fields if you are not familiar with them. Leave them blank for now. You can always edit 
these values at a later time. 
His [Submit] button to create the Project. 
 
 
 
 



 
   

Add Tasks 
 
 

After creating a new project, you will arrive at the project's detail screen. Most of your interaction with the 
project happens in this screen.  
 

A Project consists of one or more tasks, which is an activity that needs to be accomplished within a certain 
period of time ( Dates ), by a certain person ( User ). A task can have one or more subtasks. 
 

Type in a task name, for example, "Gather initial requirements", into the single text input box on screen: 

 
 
 

Click somewhere else on screen ( or hit the [TAB] key ), will create this as a task. Now you will find the single 
text input box again available at the bottom of the page.  
Type in "Meet with client", click elsewhere to create task 
Type in "Confirm requirements in writing ( email )", click elsewhere to create task 
 

Now we should have three tasks under this project. But in this example, we want to make "Meet with client", 
and "Confirm requirements in writing ( email )" to be subtasks of "Gather initial requirements". To accomplish 
this, simply click on the "right arrow" icon before the two tasks: 

 
 
 

And you will see that the two tasks are shifted to the right. From the indentation, you can tell line 2 and line 3 
are subtasks of line 1. If you mistakenly made line 3 to be a subtask of line 2, you can always click on the "left 
arrow" icon to bring it back to the same level. 

 
 
 

Type in a few more tasks, adjust their parent-child relationship, and see whether you can arrive at the same result 
as this screenshot: 



 
   

 
 



 
   

Specify Dates 
 
 

The next step is to specify dates for each task. As you will find out by now, you can put in a "start date" and 
"end date" for a task Leaf Node, but you can not put in a start date and end date for a Parent Node ( a task 
which have one or more subtasks ). This is because a parent node task's time range is always calculated by its 
children nodes. 
 

In other words, if you want a parent node task to fall into a certain date range, you should always carefully 
specify its subtasks' start date and end date with that date range in mind. 
 

After filling in a date range for a subtask, you can hit the [refresh] icon at the top, to let the system 'calculate' the 
date range for its parent task ( and grandparent, ... and great great great grandparent, if exist ): 

 
 
 

And after filling in all the dates, you can get to something like this ( you do not have to match the exact date 
values as below ): 

 
 
 
 
 
 
 



 
   

Assign Tasks 
 
 

The next step is to assign tasks. If you will be the only one working on this project, you can skip this part. 
 

When you create the tasks in the previous chapter, the tasks are by default assigned to you. In this example, 
'Demo Admin'.  
 

- Click on the current assignee, 'Demo Admin', for a task you want to reassign. 
- In the popup screen, select a different user. ( You can also choose to delegate to an external email / contact. In 
this case however, the assignee field will not be changed. ) 
- You can choose to overwrite the 'end date' with a new expected finish date. 
- You can choose the email template for this task assignment. ( To configure email templates, visit Account -> 
Setup -> Email Templates -> Project ) 
- Hit [Save & Close Window]. 

 
 
 

In the project screen, you will see that both the 'Owner/Assignee' field, and the 'Due Date' field are updated. 

 
 
 
 
 



 
   

View Gantt Chart 
 
 

After you have setup the date range, and assignee/owner for the tasks, you can click on the [Gantt Chart] icon 
at the top of the project screen:  

 
 

You will see a Flash based gantt chart. You can mouse over a task to see the exact start date and end date.  

 
 



 
   

Update Progress 
 
 

Now that you have setup the project tasks, date range and owners, it's time to get them done. 
 

When you and other users login to EBSuite, you can see those tasks assigned to you in Project -> Task View. As 
you work to finish the tasks, you can update each task's progress. 
 

If you finished a task, the easiest way is to click on the left most icon, and select [Completed]. This will change 
the status of the task to Completed, and change the percent of completion to 100%. 

 
 
 

After clicking [Completed], you will notice that the task itself, percent of completion is changed to 100%. Its 
parent task ( which consists of two sub-tasks ) is updated to 50%, and the overall project ( which consists of 5 
sub-tasks ) is updated to 10%. 

 
 
 

If you have made progress to a task, but have not quite finished yet, click on the task, and on the right side panel, 
select the [Progress] pane, input the progress, and submit. 

 
 

And after submit, you will notice that the task itself, percent is changed to 42%. Its parent task and the overall 
project is also updated. 



 
   

 
 

The Project's overall progress ( percent of completion ) is always calculated by its tasks. 
 
 
 
 



 
   

Add Notes 
 
 

As you work on a project task, sometimes you will want to add notes for yourself and other users to see. Simply 
click on a task, and on the right side panel, select the [Notes] pane, and start typing. You can also add 
attachments. 

 
 
 

Once you hit Add, you will see that there is a [Note] icon indicating that there are note(s) for that particular task, 
and if you click on the task, you will see the note text as well as attachments. 

 
 
 
 
 



 
   

Attach Files 
 
 

As you can see in the previous chapter, you can upload files as attachments when you add a note. But if there is 
a document of more important nature, say if you want to keep an official copy of it, and do not wish to always 
sort through all the notes to find it, or say if you want to check in/out multiple versions of the same file, you can 
attach files to our document repository. 
 

Select a task, and on the right side panel, select the [Docs] pane, and you will see that a document folder, 
/Customer Projects/Design Work for TGC/, has already been automatically created. Click on the [Attach 
Documents] link to start uploading files. 
For this example we uploaded a file "README.html". 

 
 
 

Just like adding notes, you will see a [Document] icon for the tasks which you have uploaded a document. If you 
click on the task, you will have easy access to the document. 

 
 
 

If you are already familiar with the document repository, here is the repository view: ( So your company's sales 
people and support people can also have access to the documents ) 

 
 
 
 



 
   

Time and Budget 
 
 

As the assignee of a task, you may want to record timesheets against a project task, for your time spent. Simply 
click on a task, and on the right side panel, select the [Advanced] pane, and click on "Submit Time". 

 
 
 

After submitting the time, as with the notes and docs, you will see a [Time] icon with the task, indicating that 
timesheets has been submitted again this task: 

 
 
 

As a manager, you may want to do time & budget estimation, billing, and reports. For these please refer to 
[Advanced Topics] -> Time and Budget for a Project 
 



 
   

Tasks View 
 
 

The previous chapter talked about how to create and manage a project from a manager's point of view. What if 
you are an engineer that is on the receiving end ( assignee ) of multiple projects? How do you know what tasks 
are assigned to you, when are they due? 
 

In EBSuite CRM, you can see a list of your current assigned tasks in three places: 
 

Front Page Portlet 
Calendar View 
Project Tasks 
 



 
   

Front Page Portlet 
 
 

The EBSuite front page is the first page you see after login. It is a 'portlet based' page, where you can choose 
what content you want to display. In the 'Middle - Wide' section of the page, one of the available portlet is 
'Open Project Task'. 
 

At the bottom of the front page, click on Wide Column(Middle): 

 
 
 

Make sure 'Open Project Task' is selected 

 
 
 

And then in the front page, you can see what tasks are currently assigned to you. You can filter by due dates. 

 
 
 
 
 



 
   

Calendar View 
 
 

In EBSuite calendar, you choose to display more than just appointments. You can also include Project Tasks: 
 

In the upper left corner of calendar page, choose 'Setup' for the display filter: 

  
 
 

Configure a view with Project Task: 

 
 
 

Then in the calendar view you can see project tasks by their due dates: 

 
 
 
 
 



 
   

Project Tasks 
 
 

In Project -> Task View, you can also see current tasks. You can view by assignee, by project, by due date, by 
status. 
There is also an "Export to CSV" feature on this page. 
 

 
 



 
   

Portal View 
 
 

One of the powerful features in EBSuite Project, is you can share project information with your clients through 
the support portal. For information about the portal, please see the separate documentation on support portal. 
 

In this chapter we will only focus on the Project part of the support portal. 
 

Enable projects in the portal 
Who have access to this project 
What do they see 
 
 
 

http://www.ebsuite.com/help/SupportPortal/index.html


 
   

Enable projects in the portal 
 
 

Navigate to the support module.  
 

( For the difference between generic portal settings and portal profiles, please see separate documentation on 
support portal. ) 
 

- If you are using generic portal settings ( simple ), goto External Site -> Setup -> General/UI, and select 
Enable Project: 

 
 
 

- If you are using portal profiles ( advanced ), goto Account -> Setup -> External Portal -> External Portal 
Profiles, select your portal profile, and in [Tabs], make sure the Projects tab is selected. 

 

http://www.ebsuite.com/help/SupportPortal/index.html
http://www.ebsuite.com/help/SupportPortal/index.html


 
   

 
 

Then if you login as a portal user, you should see the Projects tab: 

 
 
 
 



 
   

Who have access to this project 
 
 

If you login as a portal user, and see the [Projects] tab, but there is no project listed under it, you may naturally 
ask, from a portal user's point of view,  'How come I don't see any projects'?  From the company 
administrator's point of view, the better question is, 'Who have access to what project'?  
 

If we navigate ( not as a portal user, but as an application user ) back to the sample project, 'Design Work for 
TGC', and click on the [Portal] icon: 

 
 
 

You can see a list of portal users who have access to this Project: ( and don't forget to make the project 
externally viewable ) 

 
 
 

The general rule for portal project access is this: 
 

- Each portal user is always linked to a Contact 
- A Contact may have zero or one Primary Organization. ( John Doe works for ABC Corporation ) 
- A Project naturally is linked to a customer ( can be Organization or Contact ) 
- A Project can be linked to additional customers from the Organization detail page and Contact detail page 
- A Portal user have access to a Project, if the project is linked to either the Contact , or the Contact's 
primary Organization 

 

In other words, if you want to allow portal user 'John Doe' to see Project XYZ, you will need to 
 

- Find out the contact 'John Doe'  linked to the portal user John Doe. 
- Link Project XYZ either to John Doe himself, or his primary organization. 
 
 
 
 
 
 



 
   

What do they see 
 
 

If you have gone through the last chapter to give a portal user access to a project, login as the portal user, and 
you shall see the project from an outside point of view: 

 
 

And click into the project, you can see the project in detail 

 
 
 

In general from the portal it's mostly a read-only view, to let the client know the status about their project. If 
you enable [Show Bugs related to this project] in the previous chapter, the client can also log bug against the 
project. 
 



 
   

Advanced Topics 
 
 

By now you should have a pretty clear picture of EBSuite project. Browse through the following topics if they 
are of interest to you. 

 

Edit Project Definition 
Delete a Project 
Rename a Task 
Delete a Task 
Move a Task 
Time and Budget for a Project 
Project Reports 
Project Custom Fields 
Customizing Summary Screen Columns 
 
 
Show/Hide Summary Chart 
Project Template 
 



 
   

Edit Project Defintiion 
 
 

After you have created a project, you can always change the project definition by clicking on the [edit] icon: 

 
 
 

The "Edit Project Definition" screen looks very similar to the "Create New Project" screen: 

 
 
 
 
 



 
   

Delete a Project 
 
 

To delete a project, click on the [edit] icon: 

 
 
 

And in the popup screen, check [Delete] checkbox, and Submit. 

 
 
 

In Account -> Recycle Bin, you can recovered a previously deleted Project. 
 



 
   

Rename a Task 
 
 

To rename a task, click on the task name. The single text input box will move to your mouse cursor place and 
cover the task name. Type in the new name: 

 
 
 
 



 
   

Delete a Task 
 
 
 

To delete a task, click on the [Context] icon at the end of the task line, and select [Edit]. 

 
 
 

In the Project Task detail page, click on the [Delete] icon: 

 
 
 

In Account -> Recycle Bin, you can recovered a previously deleted Project Task. 
 



 
   

Move a Task 
 
 

In chapter Add Tasks, we already showed you how to move a task to the left or to the right, to make it either a 
subtask of the line above, or a sibling. But there will be times that you want to move a task up or down. For 
example, to make a later created task a subtask of an older one several lines above it. 
 

To do this, simple click down on a task without releasing the mouse button, and move it. In other words, a 
drag-and-drop:  

 
 

In the example above, we created a new task "New Line to be added under Functional Doc Review" at the 
bottom of the task list. We then drag it down under "Functional Doc Review". You will see a thin red line to 
indicate where it will be dropped. 
 

After the drag and drop, you can use the [left] and [right] icon to make it either subtask or sibling of the line 
above. 
 



 
   

Time and Budget for a Project 
 
 

In Project Detail screen, click on the [Budget] icon 

 
 
 

And in the popup screen, you can plan the time sheet hours and dollar amount distribution for this project. The 
goal is to make the project tasks add up to the desired total number of hours ( of time submitted ), and/or the 
total pre-agreed amount of dollar budgets ). 

 
 
 

You should also compare this to Project Detail -> Report -> Budget & Time Report. 
 



 
   

Project Reports 
 
 

In the Project Detail screen, click on the [Report] icon, to get to the project reports: 
 

 
 
 

In some of these reports you can export the result into CSV so you can open them in Excel. 
 



 
   

Project Custom Fields 
 
 

In Account -> Setup -> Custom Fields -> Project, you can setup Project Custom Fields. 
 

The in the Create Project and Edit Project screen, you can use the custom fields: 

 
 
 

And also see [Customizing Summary Screen Columns] to include project custom fields in the summary screen. 
 
 
 



 
   

Customizing Summary Screen Columns 
 
 

In Account -> Setup -> Project -> Project Summary Table Columns, you can configure the columns you see in 
the project summary table: 

 
 
 

You can include standard fields and custom fields. Result below: 

 
 
 
 
 
 



 
   

Show/Hide Summary Chart 
 
 

In Account -> Setup -> Project -> Show Summary Chart in Project main screen, you can choose to show/hide 
the summary chart: 
 

 
 
 
 
 
 



 
   

Project Template 
 
 

Project Template allow you to clone a existing ( finished ) project. To use project template, follow these steps: 
 

- Finish a Project. Make every task 100% complete. 
- Find the project in the [Finished] project section 

 
- Right click on the Project name, and select [Make Template]. 
 

- Later on, when you create a new project, find this project in the "Use Template" dropdown. 

 
 

- All the tasks in this project will be cloned to the new project. 
 
 

 
 


