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Introduction 
 
Welcome to EBSuiteõs online on-demand service suite of business applications. 
 
This <Time Tracking> guide provides information and instructions to help you plan, set up, submit, and report 
on Timesheets in EBSuite CRM. 
 
 
Introduction 
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Welcome To EBSuite 
 
 
What is EBSuiteõs 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 Knowledge Management feature in this guide falls in the Support Module. 
  
 



 
   

Using EBSuite Online Help 
 
 
Using EBSuite Online Help 
 
EBSuiteõs 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 òFrequently Asked Questionsó,  

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


 
   

Timesheets 
 
 
Timesheets 
 
In EBSuite, Timesheet is the main 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 
- (Productivity) You may want to ask employees to submit timesheets to track their working hours  
- (Reporting) Or you may want to track submitted time for reporting purpose, and have better insight into your 
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 & Billing' 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 timesheet is Duration, When, and Who. 
 

 
 
If the timesheet spans multiple work days, the Submit Date is the start date of the time submitted.  
 
Timesheet report is often based on Submit Date, and User. 
 



 
   

Customer/AR 
 
 
Customer / AR 
 
AR stands for Account Receivable, and in EBSuite CRM it means those customers whom you intend to charge 
( billing ).  
 
A customer in EBSuite CRM can be Organization, or Contact. For example, you may have 5,000 Organization 
records, and 25,000 Contact records in your database. That is 30,000 Customers. If among them, 700 records 
are those whom you are currently billing, or planning 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/calls logged against the 
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 time. So if you ever intend 
to include a timesheet as part of a Quote or Invoice, you should always pick a Customer/AR.   
 
 
 

 
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 a record of what you are 
submitting time for . Sometimes we call it (internally) the regarding / owner field. It tells the system what you 
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 should 
submit timesheet against that item. 
If there is no appropriate detail item you can choose the customer ( Organization or Contact ). 
 
To see how to submit time for each entity type, please see the chapter Submitting 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 generated. 
 



 
   

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 optionally 
specify the dollar value for the timesheet. 
 
For example, 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. 
 

 
 
You can setup the in different hourly rate charge levels in  Account -> 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 [context]  icon, you can click on the  icon, and choose 
Submit Time: 

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

 
 



 
   

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 [context]  icon, you can click on the  icon, and choose 
Submit Time: 

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

 
 



 
   

Calendar Task 
 
 
Submit a timesheet for Calendar Task 
 
To submit a timesheet for a Calendar Task, click into the task popup window, and click on the [Advanced] tab. 

 
 



 
   

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 [context]  icon, you can click on the  icon, and choose Submit 
Time: 

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

 
 
 
 



 
   

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. 

 
 



 
   

Project 
 
 
Submit a timesheet for Project 
 
In Project Summary page, click on the [context icon] , and select Submit Time: 

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



 
   

Project Task 
 
 
Submit a timesheet for Project Task 
 
To submit time for a project task, first navigate to the project which the task belongs, and click on the [context 
icon]  for that task. 
 

 
 
 
 


