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Introduction
Wel come t o E B-@Gemant selvise sute df business applications.
This <Time Tracking> guide provides information and instructions tpduefgan, set up, submit, and report

on Timesheets in EBSuite CRM.

Introduction
Welcome
Using EBSuite Online Help

Timesheets
Date / Time / User
Customer/AR
Regarding / Owner
Other Information
Hourly Rate / Dollar Amount

Submitting Time
Organization
Contact
Calendar Task
Case
Bug
Project
Project Task

View, Report, Approval
Technician Viewing Their Timesheets
Approval of Weekly Timesheets
Report on Timesheets




Welcome To EBSuite

Wh at i s EBSuiteds 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 adstdone independent business solution or as an integrated complete CRM
solution for your business. Applications include:

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

1 Customer Support/Help Desk and

1 Project Management.

The Knowledge Management feature in this guide falls in the Support Module.



Using EBSuite Online Help

Using EBSuite Online Help

EBSuiteds Online Hel p prgeoonfiguraion ared eackgnousd infasnpation o n s

1 Our Learning Centeris locatedhttp://www.ebsuite.com/iHelpLearn.jsp

1 TheHelp link is accessed in the upper right corner of the application.

App Module: IF'rernium Edition j
& MicroBlog (00} :ﬂ? Preferences  [%3 Emall 4 File @Help Logout

| #l Search| ¥

9 Search ouKnowledge Basd or sol uti ons to OFrequently Asked

the URL ishttp://helpdesk.ebsuite.com/supportfag.jsp

1 Submit aservice requesto our support staff, the URL Igtp://helpdesk.ebsuite.com/support.jsp

1 Email our Technical Support staffsaipport@ebsuite.coon call our Technical Support staff at
888.276.3270 option #2 or 888.CRM.EBSO0 option#2.



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

Timesheets

Timesheets
In EBSuite;Timesheetisthemain entity type to track submitted time.
You may want to track submitted time for several reasons,

- (Billing You may want to submit timesheets for a billable client ( Customer/AR ) so to generate a Quote /
Invoice for billing purpose

- (Productiyityou may want to ask employees to submit timesheets to track their working hours

- (Reportin@r you may want to track submitted time for reporting purpose, and have better insight into you
business, like where are engineering time mostly spent on.

Whatever the reason, if you decide to track timesheets, you will want to

- ask your engineers / technicians to submit time whenever possible
- ask your engineers / technicians to submit weekly timesheet report,
- generate Quote / Invoice in the 'Time &iBg' module

- run reports when needed.

This chapter contains the following articles:

Timesheet: Date / Time / User
Timesheet: Customer/AR

Timesheet: Regarding / Owner
Timesheet: Other Information
Timesheet: Hourly Rate / Dollar Amount




Date, Time, User

Date, Time, User

The most important information about a timeshdéatriation, When, andwho.

L Submit Time

@ Please enteriverify the ime you spent on an Organization/ContactiCaseBugProject Task, and click the Submit button to Swbmit Time. You can click the & fo
remove the seconds and round up to the nexdt minute, or press ¥ to just remove the seconds. Tum OnA splanation

Time Sheet
Timea Clock
*Submit Time: | Hours, | Winutes, | Seconds & F
“Submit Date: | 2010.JAN.25 %5 Start Time: | 04:05pm 00:00:00
"Submit For User: | Chal Agent E| Stant | Clear
Orptional Previously Submitted Timeshesats
Category: El TimeSheet #
Bilable: [

CustomerAR: |

Hourty Rate: m Please Specify Total

Ieote:
Submi

If the timesheet spans multiple work days, the Submit Datstertltateof the time submitted.

Timesheet report is often basedsoibmit Date, andUser.



Customer/AR

Customer / AR

AR stands foAccountReceivable, and in EBSuite CRM it means those customers whom you intend to char
(‘billing ).

A customer in EBSuite CRM can be Organization, or Contact. For example, you may have 5,000 Organiz:
records, and 25,000 Contact records in your database. That is 30,000 Customers. If among them, 700 rec
are those whom you are currently billinglanning to bill, those 700 would be your Customer/AR. They are
not separate records from Org/Contact. Each Organization and Contact record has an AR ( Account
Receivable ) flag which can be turned On/Off. So all your notes/appointments/tasks/calégymggethe
customer is still there if you treat it as an AR.

Customer/AR field in a timesheet indicate who is responsible to pay for this timé&o if you ever intend
to include a timesheet as part of a Quote or Invoice, you should always pick a @&stomer/

Submit Time
@ Please enterivernify fhe ime you spent on an Qrganization/Contac/CaseBugProject Task, and click the Submit button to Swbmir Time. You can click the & fo
remove the seconds and round up to the nexd minute, or press ¥ o just remove the seconds. Tum OniQf Explanations
Time Sheet
Time Clock
Submit Time: | Hours, | Minutes, Saconds & T
i T 00:00:00
Submit Date: [2010JANZ5 & Start Time: [04:05pm . .
"Submit For User: | Chal Agent [+] Starl || Clear
Orptional Previously Submitted Timeshests
Category El TimeSheet #
Billable: [V
CustomerAR: |
I T Teae, i?i PRaEE Spoeny it 1
Note:
Submit

As you can see, the Customer/AR field when submitting a timesheet is not a required field, but it is very
important if you intend to charge money for this timesheet.



Regarding / Owner

Regarding / Owner

In the submit timesheet form you will not see this filed, but the CRM always keep awbabrgafare
submitting time for. Sometimes we call it (internally) the regarding / owner field. It tells the system what yo
are working on.

There are 7 entity types you can submit timesheet for:

Organization, Contact, Case, Calendar Task, Bug, Project, Project Task.

The general rule is if you are working on a specific item, like a Bug, or Case, or a Project Task, you shoulc
submit timesheet against that item.

If there is no appropriate detail item you can choose the customer ( Organization or Contact ).

To see howa submit time for each entity type, please see the Gmtatting Time



Other Information

Other Information

When submitting a timesheet, you can also filling the following fields:

Category, Timesheet #, and Note.

If you do not fill in a timesheet #, a distinct positive integer ( from a number sequence ) will be auto geners



Hourly Rate & Dollar Amount

Hourly Rate & Dollar Amount

While the Duration ( how many hours are submitted for a timesheet ) is a required filed, you can also optic
specify thelollar valuefor the timesheet.

For exanple, if you charge $85/hour for level 3 technical work, $125/hour for level 2 consulting, and
$210/hour for level 1 consulting, you can put in a dollar amount for each timesheet, depending on the rate
category for that timesheet.

Submit Time
@ Please enterivernify fhe ime you spent on an Qrganization/Contac/CaseBugProject Task, and click the Submit button to Swbmir Time. You can click the & fo
remove the seconds and round up to the nexd minute, or press ¥ to just remove the seconds. Tum On/0df Explanations
Time Sheet
Time Clock
Submit Time: | Hours, | Minutes, Saconds & T
. .
‘Submit Date: [Z010JANZ5 | [ StartTme: [08:05pm 00:00:00
"Submit For User: | Chal Agent [+] Starl || Clear
Orptional Previously Submitted Timeshests
Category El TimeSheet #
Billable: [V
CustomerAR: | To |
Hourty Rate: |T| Please Spacity Total
Note:
Submit

You can setup the in different hourly rate charge leve;saount -> Setup-> Timesheet-> Hourly Rate.

Then we will automatically calculate the dollar amount once you choose the bill category dropdown.



Submitting Time

Submitting Time
You can submit time for the following seven entity types:

Organization
Contact

Calendar Task
Case

Bug

Project

Project Task



Organization

Submit a timesheet for Organization
There are two ways to get to the time submission screen for an Organization.

1) In any screen where there is Organization with a [coftaggn, you can click on the2 icon, and choose
Submit Time:

LU L] T IEiVein WSS

3 M test corp NAME: test corp - 07/10/2009 02/09/2008
£ View Only
10054 & DOEdit 05/06/2009
10053 A Delete 05/06/2009
10055 W Addto Hot List 05/08/2009
Clickon ifg#  Fields 1

% ViewEdit Addresses
Create Nl‘ﬁ' = View Contacts
@ = View Opportunities
L Assets
Sales Team
Report
Send Email
Ly Aftach Campaign
Submit Time
&= View Appointments
<13 View Tasks
<[ view/Edit Notes

B | [ )

2) Or, you can navigate to an Organization detail page, and click on the [Time] icon.

Organization Detail : m test cor

% Read| EYEmail ] & Report| B Actiofv| (7 Time § Eharge| fDelete

Organization Name: [test corp Organization # |3
Organization Category: [=] Business Line:




Contact

Submit a timesheet for Contact
There are two ways to get to the time submission screen for a Contact.

1) In any screen where there is Contact with a [coRextpn, you can click on th&2 icon, and choose
Submit Time:

s wmrcian
R John Doe

& View Only
& OEdit =8 BesEit
0 Delete

W Addto Hot List
# Campaigns

&% View/Edit Addresses [ers
% & Relationships

i@ # view Opportunities
L Assets

Sales Team

Field Changes

Add To Contact List
&  Report

#  Send Email

2 SendUpdate Request
L

(7]

[

Altach Campaign
Submit Time

T DTS
< #View Tasks
21/ #® View/Edit Motes

2) Or, you can navigate to a Contact detail page, and click on the [Time] icon.

Contact Detail : m John Doe
¥ Read| [BEmail 7| | & Report| B Actioh | (7 Time| & §harge| @Portrait| %Sync| [FDeletel

Title: =] Display Name: |John Doe
FirstMame: |John LastMame: |Doe
Classification: El Contact Number: | 10066

v T T



Calendar Task

Submit a timesheet for Calendar Task

To submit a timesheet for a Calendar Task, click into the task popup widdtwak an the [Advanced] tab.

acClose this task “{Delete this task

Task Detail: Send Chris & Chris the Error message doc

*Description. |Send Chris & Chiis the Errar message doc 1 Private

Send Chris & Chris the Emmor message doc
Detail:

Due Date:  [2009.JUL02 =1 "Owner: | Chat Agent |E|

[T Reminder. | E [ean =] [0n]=
Created: 0400272009 | 288 Days Ago )  By: Chat Agent
Last Updated: 0T/01/2009 ( 208 Days Ago ) By: Chat Agent

Time Sheet
Previously Submited Tmesheats Time Clock
“Submit Time: | Hours, | Minutes, | Saconds & T
Start || Clear
“Submit Date: [ 2010.J4M 25 [Fl StantTime: |10:16pm -
*Subme For User; | Chat Agent v
Optional
Category: EI TimaSheet &
Bilable: [¥]
CustomenaR: |

Hourly Rate: EI Pleaze Specify Totak



Case

Submit a timesheet for Case
There are two ways to get to the time submission screen for a Case.

1) In any screen where there is Case with a [cof=:@gt)n, you can click on th& icon, and choose Submit
Time:

Create New

# Case Name Priority Type
5232 M Emai Caze: Documents - Case Detail High Problem
5220 M Fmal Caze [Romanial fest 1 High Probkem
s215 &£ View Only suE High Problem
5212 J} Edit on

5208 |44 Delete High Probem
cogy @ Addto Hot List High Probiem
5206 2 Ning Zhong High Problem
5205 F# Knowledge High Probiem
5204 & Project High Problem
£203 0 Close Case High Probkem
5202 #F Conver To Knowledge High Problem
s201 & External Sharing High Problem
52 i High Problem
&l Submit Time High Prablem
51 High Problem
51971 3 ;‘mew Tasks High Problem
1% ) @ view/Edit Notes High Problem
5185 — High Problem

2) Or, you can navigate to a Case detail page, and click on the [Time] icon.
g Case Detail |[Sigead| @Emaill] |7 Timel| §Report] |0 Close] iknowledge| & Charge| HiDelete] |#Layout| [V Externally Viewatle

Case: |Email Case. Document8 - Case D #: [5222




Bug

Submit a timesheet for Bug

To submit a timesheet for a bug, click into a Bug detail page, and click on the [Time] icon.
Bug Detail @Tml @ Delete

Bug# 1
Created: ChatAgent (02/15/2008 11:08)

*Description: [test bug
"Status: | (21) To Dev: Code Bug v




Project

Submit a timesheet for Project

In Project Summary page, click on the [context iE2m@nd select Submit Time:

Wanege Projects Creats New Project Type: | An

Project Cusfomer ID Type Status  Priorty Users StariDate DueDate Progress

M Test Project for company ABC [ reverse company B Analyss IPnn:gregg Al 1252009 10262009 0%

& Wiew Only . -

# Edit B 1- EBSuite com Test Orive Account 3  Analysis :,nltgrbﬂ_ A2 Chal 20enl  gomazoos DaS00E | 20%
. Delete

=Y
I @ Submil Timea

Please note that we recommend that you submiajaingiroject taskvhen possible, and submit against
project only when there is no appropriate task available.



Project Task

Submit a timesheet for Project Task

To submit timdor a project task, first navigate to the project which the task belongs, and click on the [conte
icon]& for that task.



