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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.

Introduction
Welcome
Using EBSuite Online Help

Quick Start: Creating a Project
Create Project
Add Tasks
Specify Dates
Assign Tasks
View Gantt Chart
Update Progress
Add Notes
Attach Files
Time and Budget

Tasks View
Front Page Portlet
Calendar View

Project Tasks

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

Advanced Topics
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




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:

e Marketing Automation/Campaign Management,
e Sales Force Automation,

e Customer Support/Help Desk and

e 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

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

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

App Module: | Premium Editiunj
@ WicroBlog (010)  [# Preferences  [E3Email 7 File | () Help Logout

| #l Search ¥

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

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

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

e 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.

Unfinizhed Projects

Manage Projects Create Mew Project

Project Customer Type Status Priority  Users
f Coffee Mug Design R Pat Agonia Demo Adm

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) ).

“Project |Design Work For TGC] o
Commient |
Customer [TGC [os)(Qoa]
Product Category |
Type: | =|  status: =] Prioity: [ =]
Start Date i |5 End Date b |

Use Template: | |

Budgets. & Estimales

Estimated Billable Hours: [0.00 (Hours)  Hourly Rate: | =l
Estimated Amount |0.00
Estimated Expenses: [0.00

Estimated Products: |0.00
5 0.00
Eslimated Revenue: |0.00

Custom Fisld

Vigion Machines :I

Submit| Cancel

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:

2% Current Project: |Design Work For TGC ( TGC ) ;I
TGC: Design Work For TGC 0% FROHEZHIDOE
|Desu:ript'rnn |P'riur'rt'_.r |Flag |Dwner |“.{- | Start Date | Due Date | Dwration | % |

Gather initial requirements

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:

TGC: Design Work For TGC 0% SOHLHIDOB

Description |F‘riu-r'rt'_.r| Flag| Owner |“.|'E-| Start Date | Due Date |Dura
] Gather initial reguirements Demo Adm 0 | ﬂ@ | |:—| @

L[] # # Best with client Demo Adm 0 | E+ | =] 5

|:| # Confirm requirements in writing { email ) Demo Adm 0 | ﬂ@ | |:—| @

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.

TGC: Design Work For TGC 0 % FOEHEEIDO
| Description |Priority|Flag|Owner  [%|  StartDate | DueDate |
Gather initial reguirements Demo Adm 0
O & Meet with client pemoadmo [ @R[ B
HE .1 Confirm requirements in writing { email ) Demo Adm 0 I—d@ I—j@

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



TGC: Design Work For TGC

FOOLEIDOG

Description \Priority|Flag|Owner  |%|  StartDate |  DueDate
1 <= =+ Gather initial requirements Demo Adm 0
(] %  Meet with client pemoadmo [ @R[ @R
[] saw Confirm reguirements in writing ( email J Demo Adm 0 I— E I— E
1 4= i Design Doc Demo Adm 0
o Functional Doc Demo Adm 0
[] . Functional Doc Writing pemoadmo [ @R[ @R
[] «w Functional Doc Review pemoadmo [ @R[ @R
= Implementation Doc Demo Adm 0
[] e Implementation Doc Writing Demo Adm 0 I— |E| I— E
[] e Implementation Doc Review Demo Adm 0 I— =l I— &l
[] « # Code and Implementation Demo Adm 0 I— |E| I— E
[] + # QA and Review pemeadm o [ @R[ B
[[] + w Delivery, Collect Payments pemesgmo [ @R[




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 ):

TGC: Design Work For TGC 0% ﬁ-@ SEHSDO

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 ):

TGC: Design Work For TGC 0% VLR EIEL Y
Description |Priority|[Flag| Owner  [%|  StartDate | DueDate |Duration| !
& % Gather intial requrements Demo Adm 0 08/11/2011 08/1472011 4 Day
e Meet wih client Demo Adm 0 [08/11/2011 | [[5] [ [os1az0n1 [[F] [ 3 Day
[[] «%  Confirm requrements in writing ( email ) Demo Adm 0 [0&/13:2011 | 5] [& |oeit42011 [iE][&§ 2Day
“ # Design Doc Demo Adm 0 08&/14/2011 09/03/2011 21 Day
® Functnnal[)qc Demo Adm 0 08/14/2011 08252011 12 Day
O e« Functional Doc Writing Demo Adm 0 [08142011 5] § [es222011 [5][8) 9 Day
[J e Functional Doc Review Demo Adm 0 [08/22:2011 | [[F] [§&f [oe282011 [[E]|& 4 Day
L g implementation Doc Demo Adm 0 08/25/2011 09/03/2011 10 Day
O e Implementation Doc Writing Demo Adm 0 [0&/252011 [iF] ] 08202011 [F][&5 6 Day
[ ew implementation Doc Review Demo Adm 0 [0s202011 [T & [eenazott &S 5Day
[C] + ®» Code and Implementation Demo Adm 0 [ozov201t [ & [ee102011 ]88 Day
[] «» QA and Review Demo Adm 0 [0a1ev2011 | [IF] 8 |-59v'7:20"1 & 8Day

[] + ® Deiivery, Collect Payments Demo Adm 0 [ow/17/2011 [ |8 [os222011 (] [&] 6 Day



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 707 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].

Delegate Task: Design Work For TGC »> Meaet with client

“Delegate To

' Apolication User: IJDE Support j

T Extemal User Emait |

Expecled Finish Date: 2011.AUG6 | B

Detail Description:

Ermail Template: [-— Use Default Email Template — =}

-

Save & Close Window Ciose Window O

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

[GC: Design Work For TGC 0% FOTEHEIE O

Description \Priority|Flag| Owner  |%|  StartDate | DueDate |
Gather initial requirements Joe Support 0 081172011 021152011

O Meet with client Joe Support 0 Imlj@ Md@

[] Confirm reguirements in writing ( email Demo Adm 0 I-:'&-'1E»-”2-3'11 i 5 I-:'&-'H.-‘Z-:'H [E



View Gantt Chart

After you have setup the date range, and assignee/owner for the tasks, you can click on the [Gantt Chatt] icon
at the top of the project screen:
[GC: Design Work For TGC 0%  F© -@ S008&

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

Project: Design Work For TGC
Bf11/2011 - 09F22/ 2011

Resource Task Aug

lest Support  Gather inlal requireme... 1

BfLEfZOLE - BS1G/3011

Joe Support Maet with chent
Demao Adm Conlif fequirements,. . |_|

Demo &dm  Design Doc

Dama Adm Functional Doc

Durme Adm Functianal Doc W... ]

Dema Adm Functional Do R, \

Demas &dm Implementaton Doc |

Demo &dm Implementabon D...

e Adi Iimplamentation D... I_,_I

Dema Adm  Code and Implementation 1

Dema Adm QA and Review

Ce=mo &dm Delwery, Collect Payman,.,
Today

£ [




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 progtess.

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%.

TGC: Design Viork For TGC 0 % SO EHIEO S
Description \Priority|Flag|Owner  |%|  StartDate | DueDate |
Gather initial reguirements Joe Support 0 081172011 0aM52011
|-:|Nﬂrmal [zt with client Joe Support 0 Wj@ Imlj@
v Completed hfirm requirements in writing [ email Demo Adm 0 Im d@ Im d@
;E‘;T;aer: Doc Demo Adm 0 08/14/2011 09/03(2011
O Delegated ctional Doc Demo Adm 0 08/M1452011 082572011
* |n Progress | Functional Doc Writing Demo Adm 0 I-:'&-'14.-"2-:l11 EF& |-:-&-“£-‘2-:l11 [E
[] #amp Functional Doc Review Demo Adm 0 [ez2iz011 [F A feezeizont | (35

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%.

TGC: DesiunWorkForTGCI [ ] 1u%| SO ELH IO

| Description |Priority |Flag|Owner % | StartDate | DueDate

- Gather initial requirements Joe Support 08112011 021872011
/e Meet with client Joe Support [100{[oei11/2011 | 5] [ [osrieizont | [F] [N

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.

3008 Docs 12

|% | Start Date | Due Date |Duratiu-n|;_}||ﬂ JE"'3)[."]""| Project. Design Work For TGC

art 50 08112011 0aMer2011 & Day ~ =] Task Confirm requirements in w
[ [ " email

ort 100 [osi1:2011 | [TF] [ [oeiter2011 | [F]W] 6 Day _ ® :

n 0 | Josnz2011 |Elledfosiazott |[F]i 2 Day ) iz Start Date: 08/13/2011

End Date: 021472011

n 0 03142011 09032011 21 Day - i3 Today: 1 of 2 Day

n o0 08142011 08/25/2011 12 Day R =]

n 0 [omi42011 [F] [ Jeszzzon | [F][&] 9 Day . i} - Lt !
[ [ Progress:

m 0 |0BEHI0NT ) 55| |ae] 0802502011 [55] W) 4 Day . =3

I I_—”:II I_—”:I “Walue: |42 Submit
no0 o RGN NOMATNT 1 10 Naw 251 ———

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.



TGC: Design Work For TGc| Il 14% LEOALHIDOA

| Description \Priority|Flag|Owner  [% | StartDate |  DueDate
w4 o Gather initial requirements Joe Suggurt &M 12011 aMa2011
v ®%  Mest with client Joe Support 100 [0811:2011 | [F] [ [oereizoni | [F][S
[] «w Confirm requirements in writing { email ) Demo Adm Joanazott | [F] A [os42011 | [(F] S

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.

LN BN s JE PFrogress Docs
Yo Start Dat Due Dat Duration | %[ o] | Actio
| < | ue e | ura n| 5||ﬂ g 1 Email sent. Have not heard back from client:
710812011 08182011 & Day R B will ping him if no reply by Wed morning.
100 |w11mn = |m1m:n ]| & Day _ ®
A
43 Josraczoni || fosrir2i 1 || ] 2 Day : ®= ;
Choose File | Mo file chosen
0 0aM42011 08/032011 21 Day - ®
b 0aM420 0a/2502011 12 Day - i3
0 [osraizon | (] [oazzzont | [E RS 9 Day _ ®

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.

’ 5l ogre: Docs
StartDate |  DueDate  |Duration|. %D @] @|Action
BM12011 0&M18/2011 6 Day - ®
w2011 [F [ [eertea0nt | [F [ 6Da R =}
A
w1201 5] ord fosriac20nt || ]l L 2 qu & | 5 :
Choose File | No file chosen

2142011 09/03/2011 21 Day—— B
BM&2011 082572011 12 Day - ®
wiaz0tt | [F [ [eazz2011 | [E 9 Day i B | AA 08M1/1123:54 PM &
kil | [ I-IJ-B.-B."J-IZGII B 4 Day B 2l Email sent. Have not heard back from client: wil

I:I . I:I . ping him if no reply by Wed morning.  emai.bxt
252011 0032011 10 Day - 5




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, ot 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".

o6 Notes | Progress [B@EE N Advanced

| StartDate | DueDate  |Duration| 3/ID|@|@ Action Top / Customer Proiects / Design Work For TGC
08/11/2011 08/16/2011 & Day , B2 1(0Fies)
[ezrizon F & ez S8 6 Day _ B (B Attach Documents

= | = ) e L E

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.

 JE] Motes Progress m

StartDate | DueDate [Duration| $ID|@|@ Action Top / Customer Projects / Design Work For TGC
8/11/2011 081612011 6 Day ) B /(1Fikes)
Frimon [ eezn D] 6Day ) - ¥ Attach Documents
8132011 | L]lned Joe 192011 | tJio} | 2 Day ._1@ |_ [ [o () READMENtmI
B/14/2011 09/03/2011 21 Day ) ]

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 )

7y File Browser Quick Jump: |

=1-All Files Top ! Customer Projects / Design Work For TG/ [#Edit] [ S1Access|
-] coffee and tea bug fix |Name !’ |5ize |]’ppe TCreaIed
ED Customer Projects =| README.htmi 29318  HTML Source 0811201

] Coffee Mug Design
-7 Deliver XYZ for TGC
-] Deliver XYZ to PGA Upload New Files  (beta / java applet) Multiple Files Upload  Edi
-|_7) Design Work For Marc Coors

e |0 e sign Work For TGC




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".

@ Notes | Progress | Docs _|Aduaneed

StartDate | DueDate |Duration| %|[0)|@| @ Action| Time Sheet
112011 08/16/2011 & Day i =

112011 | 5] [ |osnerzoi1 | [F][&] 6 Day . B MR
22011 (]| Josar2011 | TEE SO Day 8 [EY R

1412011 namaran 21 Naw FA

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:

0

StartDate | DueDate |Duration|. %/[D) @[ @ Action| Time Sheet

1172011 08/16/2011 & Day A B || (31286 ) 08/12/11: 03:00:00 * 0.00 = 0.00. Demo Adm
11,2011 | [FF] W] Joetec2011 | [[F][W] 6 Day B 2ybmit Time

13/2011 | |FF] |85 Joa142011 | |[Flied N2 0ay % [E1 izl

1472011 08/03/2011 21 Day _ e

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):

Personalize This Page: Marrow Columni(l eft), |Wide Culumnl.’rﬂiddle‘.'.l Marrow Column(Right)

Make sure 'Open Project Task' is selected

Available Portlets - b Selected Portiets :I
Latest Files Calendar Week
URL 3 a, My Tasks

URL 2 hiy
URL 1 Open Project Tasks 0
Bulietin =

Organization & Contact Search
Emails

Deadings = - |

™ Dizallow Parsonal Leval Configuration
[ Delete
Submit

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

i Dpen Project Tasks # o=
[Meat 7 Days -]
All
Due Today Task Priority % Complete  Date
Past Due Mesk For TGQ & |Confirm reguirements in veriting | email | 4% DB 22011 - DRM 2011

Today + PasiDue
Tomomow

Work For TGCS |Functional Dog Writing 0% DBA2011 - DBM2011




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:
P o m—m ospey

Show Project Tasks
< August3ei » Ldmin Calendar
Show Al
Taining Team
AlVisble Ueeng |

7 B E 10 1 1
K8 2 Drniert Tanks, w |[EETICrS———— Er

Configure a view with Project Task:

Custom Views

Default  Custom Views Users Seftings Action
o Show Project Tasks Demo Adm Appointments: Al Edit Delete
Project Task: Al
Cals:N i

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

[ ey | week | month | [ Events | Gispley: [Show Froject Tasis 2]
A August HH1
Sun Mon Tue Wed Thu Fri Sat =
n 1 2 3 4 g
i PerctTosks v Bl et 42 1 Project Tasks
T 3 ) 10 11 12
@ 2poeaTege v | ERERTIETTE
14 15 16 1T 18 19
@?P_NETHIG il
2 2 23 24 25 26
2 | Proiect Tasks »
28 9 30 N 1 2
R 1 Projact Taaks 4 1 Projct Tasks +




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.

Welcome Demo Adm  Preferences | Email Cenfer | Fils

Summary | Customer Progects psk View | Resources
Task View
BT OnOff Explanations
Myself =] [ =] [oue: ext 7 Days =] T Open Task Only
F Dema Adm LTS TS
Diascription Projact Customer ASC Flag % Start Date Due Dabe
[[] Functional Do Wiriting 3 Design Work For TGC 13 TGC 0 OS2I DEM4RI
[J Confirm reguirements in writing [ email} P [esion Work For TGE PR TGC 42 0BA32011 08142011

Expart CSV File |



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/UlI, and select
Enable Project:

ion Y oromzston 1 Conoct | _cose ] Koowesse | emaiste Y

Welcome Demo Adm

Self Service Portal

URL: http:idemo.ebsuite. comisupportjsp ( D Cpen )
Registered Users: 20 Manage
#Logins in last 7730 days: 0/0

[
A

etup General / UI Jser Access Products Knowledge Cases

nal Te ""I":l.'-lr-' S

" Enable Product Browser

¥ Enable Knowledge Aricles
[T  Enable News
[¥  Enable Service Request

¥ 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.

External Support Portal Profile

*Name: [demo 1

Description: ‘
Tabs Custom Pages Cases Knowledge Forum Gener
*Tab *Label
[Home | [Home
| Personal Info | [Personal Profile

[service Requests = | Service Requests

[Knowledge & FAQs >| [Knowledge Base

| Projects =] [Projects

| [l



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:
Drojects
Loggedin

Sugoori Poripl > Projects
Here is a 81 of Projects thal is associabed with you of your company



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 uset'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 uset ) back to the sample project, 'Design Work for
TGC', and click on the [Portal] icon:

42 Current Project: ID&sign Work For TGC { TGC ) ;I

TGC: Design Work For TGC [l 14% FSOHD<sHIDOE

|Desu:ripti|:rn |F‘riur'rt'_.r|FIag|DwnerK Yo | Start Date | Due Dat
— Mathar intial rasniramante lna Qllﬂlﬂl N4 2044 N And4

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

V¥ Ext. Viewable

[T Show bugs related to this project
Project. Design Work For TGC
LRL: hitp:fidemo.ebsuite.com/supportprjd jsp?id=2044&ak=YM4FBIMNP
Linked Customer(s): TGC Bob Park
Portal user(s) with access: Grant Gibson Test (through TGC )  Bob Park

The general rule for portal project access is this:

- Bach portal user is always linked to a Contact

- A Contact may have zero or one Primary Organization. ( John Doe works for ABC Cornporation )

- 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:

Projeces

Loggedin

Support Pordal = Promects
Here = a list of Projects that = associated with you or your company.

> { 2044 ) Design Work For TGC

DEM1/2011 - DevZ2r2o11
| 14%

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

Projects
Logged In a5 Mir
Suppori Poctal > Projects
&% (2044 ) Design Work For TGC Project Overview
— —_ =TT S Mame Design Work For TGC
Desc
o ) Start Date 081172011
“ Gather initial requirements End Date 09/22/2011
Start Date” 0BM12011 Lead Demo Adm
End Crate: DBMA42017 Progress: | | 4%

% Complete: I 1 %
Docurnents” i README himi
Males
051152011 ( 1 Days &go ) 2354 PR

tmal sent. Have not heard back from chent will ping him it no reply by
Wed moming,  emaikxt

& Design Dot
Start Date: 08142011
End Date: 021032011
% Complete 0%
Documents

Hotes

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:

TGC: Design Work For TGC Il 14% SO EZHSIEO
| Description \Priority |FI®%y|Owner  [% | StartDate |  DueDat:
—1 I mdbe mm em Hm  mm  n R e L R | ADIA A nd A ADIA AMnd A

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

“Project: [Design Work For TGC ™ Dekete
Camment |
Customer. [TGC
Product Category: |
Type: | 7| status: | | Priority. [ =]
Start Date: [08A11/2011 ] End Date: [00Z2Z011 ]
Budgets & Estmates
Estimated Billable Hours: [0.00 Hours)  Hourly Rate: | =

Estimated amount [0.00
Estimated Expenses: [0.00
Estimaled Products: [0.00

50,00
Estimated Revenue: [0.00

Custom Field
Vision Machines: I vI

Submit|| Cancel



Delete a Project

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

TGC: Design Work For TGC Il 14% SO EZHSIEO
| Description \Priority |FI®%y|Owner  [% |  StartDate Due Dat:
—1 I mdbe mm em Hm  mm  n R e L R | ADIA A nd A ADIA AMnd A

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

“Project: [Design Work For TGC ™ Dekete
Comment |
Customer. [TGC
Product Category: |
Type: | 7| status: | | Priority. [ =]
Start Date: [08111/2011 s End Date: [09/22/2011 i [
Budgets & Estmates
Estimated Billable Hours: [0.00 Hours)  Hourly Rate: | =

Estimated amount [0.00
Estimated Expenses: [0.00
Estimaled Products: [0.00

50,00
Estimated Revenue: [0.00

Custom Field
Vision Machines: I vI

Submit|| Cancel

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:

| — T b i - B S ——— Sl | i EEEE | I ™
» | Design Doc p_enﬂme.j| Demo Adm 0 08142011 0032011
- Functional Doc Demo Adm 0 081452011 08252011



Delete a Task

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

Deme Adm 0 08142011 09032011 21 Day
Demo Adm 0 08/1442011 087252011 12 Day

Demo Adm 0O I-:'&-'14.-"2-:l11 E& I-:»&-‘14.-"2-:|11 [F& 1Day ~
Demo Adm 0 [o&zzaont| (F][] [eezzizont| (] 4Day )

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

Project | Top = Customer Projects = Design Work For TGC

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:
[ ] =

Functional Doc Writing Uemo Adm U [OSTHZOTT | [ [ 08187200

HE T Functienal Doc Review Deme Adm 0 |-:ba-'zz-'2-3- 1| [E &5 |-:-a-‘25.-‘2-:r

- Implementation Doc Mew Line to be added under Functionaefoa®eview 08252011 08/03/20

[] & Implementation Duc‘.«h'lg Demo Adm 0 |oszscz011| 5] (3] [osvaoiz0t

[]«w Implementation Doc Review Demo Adm 0 |'3'5~"3"='-"2':" 1) [E & |-::-5-_-'-:|3-'2-:r

[] « % Code and Implementation Demo Adm 0 |ososc2011| 5] (3] [osvioi20t

[] « % QA and Review Demo Adm 0 [osvi02011] (] [ [oer17izon

[] # % Delivery, Collect Payments Demo Adm 0 [osn7iz011| 5] (3] [osvzzizot
[] « # New Line to be added under Functional Doc Review Demoe Adm 0 | j@ |

w

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

TGC: Design Work For TGC 1l 14% FLOHSHIDOE
Description |Priority | Flag|0
- Gather initial reguirements

Bud
odoudae

% |  StartDate

ts

71 0an 1201

[

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 ).

Project Design Work Foi TGS

Cuslomer. TGC

Taska

{ Time & Expense at fhe Project level |

+ Gatter sl raguirements
+ Design Doo Renamed

» Code and impismeninton
v (b, mnd Reviaw

v Dlvary, Cobecl Payrmmnts

Caboulated Totsl
Progect Estimale

Subme

Estimates Submined

Bilable Hours  Hourty Rate Billsble Amourt [Time)  Bilable Exp Timaah Exp
[20.00 | = [oo0 [oo0
[40.00 | =l | [ooo [oon £100/5000 3
["o.00 [ = [oo0 [oon x =
T | = [0 [oon ® =
[ [ = [o.00 [oon = =
[Z0.00 | = [0.0 [ * *

14805 0.00 2.00 1.00 7 50.00

0o a.00 200

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:

TGC: Design Work For TGC 1l 14% & 0 LS 4065
T . Project Infarmation t:[art Date
— Gather initial requirements Timesheet Report 2011 (
S - Meet with client Change History 2011 (] [ |
Budget & Time Report  |——
[] Confirm requirements in writing ( email ) g - 2011 | [ {5 I
Project Tasks Report
# Design Doc Renamed 011 [
ol Funrtinnal Dine Demn &dm 0 NaM 4 [

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:

“Project |Design Wark For TGC|

B

Commant |

Customer [TGC

Product Category

Type:

Stant Date

Use Templala:

Budgsts & Estimales

Estimated Billable Hours:

Estimated Amount
Estimated Expensas:

Estimated Products:

Eslimated Revenue

pezole

I—EI Status: |—3
| B
I =l

(E=)

Prigrity: | 'I
End Date: B

[0.00 {Hours)  Hourly Rate: |
[0.00
[0.00

[0.00
5 0.00
[0.00

= |

Custom Fisld

Vigion Machines: _ﬂ

- e

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:

(=) Status ;I
) Priority
- Users
) Comment R
Start Date .
Due Date )
(<) Progress La
- Time
_ Action |-
le<) { Custom Field ) Vision Machines =
\Submit|
You can include standard fields and custom fields. Result below:
Broduict Category: | x| Type| =
£ [Users Comment Start Date Due Date FProgress 1G] Vision Machines

Demo Adm 04012008 0132010 N o3.00.00 O 455

#§

Demo Adm_ Ming - =



Show/Hide Summary Chart

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

[ tan | Flefzpostory | Bug ] Poich USRS Tool [ caener [ Tas | admn ]
Sy Cusiomar Projacis | Task View | Res iy

Welcome Demo Adm Preferences Emadl Center | Fie Help

Aount Racent Tasks p——
Projects

! > 1.5
0.12 1.2
0.5 0.3

- =
.06 0.6
0.03 0.3

o o
MAY - 2011 JUM - 2011 ML - 2011 AUG - 2011 SEP - 2011 OCT - 2011




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

Finished Projects

Project Customer Type Status Priority Users Comment Start Da
- ) Demo Adm PGA has signed a deal with us,
(0] Deliver X7 to PGA F3 PGA Ning Zhong and we need to deliver Xv'Z.
[l Report
Q F Make Template project and select "Make Template’ to turn the project into a template.

- 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.

“Project: | |
Comment: ‘ p
Customer: | [E

Product Category: | [

Type: | =] status: | -| Priority. [ =]
Start Date: =] 5 End Date:

Use Template: | =]

Budgetzs & Estimates Deliver XYZ to PGA

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




