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Introduction
Welcome to EBSuite’s 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.
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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:

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

e Customer Support/Help Desk and

e Project Management.

The Knowledge Management feature in this guide falls in the Support 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/iHelplLearn.jsp

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

App Module: IF'rernium Edition j
& MicroBlog (00} ﬁfi Preferences  [%3 Emall 4 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

¢ Submit a service request to our support 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

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: Recarding / 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.

Dsubmit 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 nexd minute, or press ¥ to just remove the seconds. pTum On/Off Explanations

Time Sheet
Time Clock

" Submit Time: | Hours, | MWinutes, | Seconds & T
“Submit Date: | 2010.JAN.25 %5 Start Time: | 04:05pm 00:00:00
"Submit For User: | Chal Agent E Start | Clear

Orptional Previously Submitted Timeshesats

Category: El TimeSheet #
Bilable: [

CustomerAR: |

Hourty Rate: El Please Specify Totat |

Ieote:
Submil

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 sepatate 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.

L 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
— . .
*Submit Date: [2010.JAN25 =] Start Time: | 04:05pm 00:00:00
“Submi For User: | Chal Agent |T| Start | Clear
Orptional Previously Submitted Timeshests
Category El TimeSheet #
Billable: [V
CustomerAR: |
HOUTTY e i:j PHARE Spatiy O
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 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.

L 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
— . .
‘Submit Date: [2010JANZ5 & Start Time: [04:05pm 00:00:00
“Submi For User: | Chal Agent B Start | Clear
Orptional Previously Submitted Timeshests
Category El TimeSheet #
Billable: [V
CustomerAR: | To |
Hourty Rate: m Please Specity Total
Note:
Submit

You can setup the in different houtly 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] F icon, you can click on the B 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 & OEdit 05/06/2009

10053 i Delete 05/06/2009

10055 @ Addto Hot List 05/06/2009

& Ciick on ilg#  Fields 1

& ViewEdit Addresses
Create N(/® = View Contacts

& = view Opportunities
L Assets

&1 Sales Team

2 Report

& SendEmail

L Attach Campaian
@ Submit Time

o3 View Appolntments
<13 View Tasks

2@ View/Edit Notes

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

[9Read| Email 7| SReport| B Actiof | (71 Time| & fnarge| GDelste

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

R John Doe

& View Only
& OEdit =4 Bl
% Delete
@  Addto HotList
# Campaigns
& View/Edit Addresses Ders
% & Relationships
g # View Opportunities
Assets
Sales Team
Field Changes
Add To Contact List
Report
Send Email
Send Update Request
Altach Campaign
Submit Time
T AT
| < # View Tasks

21 ® View/Edit Notes

i
(]

[ 17

BB

=

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

Contact Detail : = John Doe
“Read| (AEmail 7| |2 Report| B Acti

Lharge| @Porirait| & Sync| FDelete|

Tithe: Display Mame: |John Doe
FirstMame: |John LastMame: |Doe
Classification: E| Contact Number: | 10066

R f T



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.
OClose this task %IJEIE'IE this task

Task Detail: Send Chris & Chris the Error message doc

*Description. |Send Chiis & Chris the Error 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 [context] B icon, you can click on the B 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 jest 1 High Problem
s215 &£ View Only sue High Problem
sz |4 Edit on

gagg 0L Delete High Problem
cogy @ Addto Hot List High Problem
5206 2 Ning Zhong High Problem
5205 F# Knowledge High Probiem
5204 & Project High Problem
203 O Close Case High Probiem
5202 24 Convert To Knowledge High Problem
5201 & External Sharing High Probiem
52 High Problem
51 Submit Time High Problem
51 High Problem
CLL -7 ;maw Tasks High Problem
$19 ) view/Edit Notes High Problem
5195 T High Problem

2) Or, you can navigate to a Case detail page, and click on the [Time] icon.
g Case Detail |[#Read| EAEmail |% #Report| O Closa| HikKnowledge| M £ Delete| |# Layout MEnemawviewsble

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 L" Delete

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

*Description: [testbug
*Status: | (21) To Dev: Code Bug v



Project

Submit a timesheet for Project

In Project Summary page, click on the [context icon| =, and select Submit Time:

Manage Projcts Craata New Project

Typa: | An
Froject Cusformer ID Type  Status Priority Users StartDate Due Date FProgress
[ Test Froiect for company ABC 1 reverse company B Analysis 'Ff'mgreg_n_ A1 10252009 10262008 0%
i::i:mm B 1 - EBSute.com Test Drive Account 3 Analysis ::mgren e L | 20%
¥ Delete

=]
I @ ElubrnilTimeg

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.

reverse company: Test Project for company ABC 0% A0 8D@
Descrigtion [Prorty |Fiag [Owner  [%|  StetDste | DueDate | Duration |.3]0)[@] @] Action |
O] % Siep 1: Gather Requirement Al chatsgent 0 [ EE [ |EM . ® | el
| % S%p 2 Design Doc | ™ chatagemt 0 | ) =
[] «#  Technical Doc ™ charagent o | 28 | | - =
[] «®  Engineering Doc Al Chat &pent 0 [E14 (= . =
=
[[] # w Step 3: Coding ;

| @




View, Report, Approval

View, Report, Approval

After your agents / technicians submit timesheet on a regular basis, you will want to view / report them from a
higher level.

This chapter contains the following topics:
Technician Viewing Their Timesheets

Approval of Weekly Timesheets
Report on Timesheets




Technician Viewing Their Timesheets

Technician viewing their own timesheets
If a user want to check his/her own timesheets, the page is at

Account -> Preferences -> ( Other ) Section -> Timesheet: My Timesheets

My Timesheets

Weak Actusl Timeshests For Approval
Q12472010 - D1302010 (| this week ) Submi This Week
QAATRR010 - 01222010 | last week | Submi This Week
0102010 - 0IHE2010 | 2 weeds ago ) ge. 41,00 b 400§ +" Approved

01032010 - 12010 [ 3 weeks ago )
122TFE00S - MRZ00 [ 4 weeks age )

Sun 0110 Mon 0111 Tue 0412 Wed 0113 Thu01M4  Fri0tMs  Sat 01M6
122072008 - 1226/2008 ( & weeks ago ) PyT—— yT———
12132009 - 1211972009 [ & weeks 596 ) 22.00 hours 12.00 haurs
50.00 540000
12062009 - 12122005 ( T weelks age )
11/29/20080 - 12052000 [ & weeks ago ) # Regarding Category  Date Duration  Amount
11/Z202009 - 1172872009 | § weeks 890 ) 51 (Organization) 1 - EBSuie.com Test Drive Account MA22010 1200 0.00
008 - 112172009 { 10 50 (Case) 5205 MA22010  5.00 400.00
1115 =112 [ 10 weeks ago )
! 43 (Case) 5205 MH22010 200 .00
48 (Cose) 5204 M0 5.00 10.00
47 (Case) 5204 MH12010 500 0.00
48 (Case) 5204 M0 400 .00
45 (Cose) 5204 M0 300 10.00
44 (Case) 5206 MA12010  5.00 0.00

Here you can view your timesheets for the last 10 weeks. The second column is the timesheets submitted. By
clicking on the actual timesheets link, you can view the timesheets by day, and also a list view.



Approval of Weekly Timesheets

Approval of Weekly Timesheets
In the same page where an agent can view his/her own timesheets,
Account -> Preferences -> ( Other ) Section -> Timesheet: My Timesheets

The agent can also submit a weekly (combined) timesheet report to his/her manager for approval.
My Timesheets

Week Actual Timesheets For Approval
01/24/2010 - D1/30/2010 ( this week ) Submi This Week
012010 - 0172372010 ( last week ) Submi This YWeek
01/10/2010 - 011672010 ( 2 weeks ago ) 2 timesheets, 41.00 hours, $400.00 +' Approved
01/03/2010 - 01/09/2010 ( 3 weeks ago ) 4 timesheets, 7 50 hours, $40 00 Submi This '-‘u'eel\:\
12/27/2009 - 01/02/2010 ( 4 weeks ago ) This Week
12/20/2009 - 12/26/2009 ( 5 weeks ago ) Submit This Week
1211372009 - 1211972009 ( & weeks ago ) Submit This Week
12/06/2009 - 12/12/2009 ( 7 weeks ago ) Submit This Week
11/29/2009 - 12/05/2009 ( 8 weeks ago ) Submit This Week
11/22/2009 - 11/28/2009 ( 9 weeks ago ) Submi This Week
111 5/2009 - 1172172005 | 10 weeks ago ) Submi This Week

Just click on the 'Submit This Week' under the For Approval column. In the next screen you can make some
adjustments for the numbers.

My Timesheets for the week of 01/03/2010 - 01/0972010 gk {p Wy Taresh

Sun 0103 Man 0104 Tue 0105 Vied (06 Thu 0107 Fri 01/08 Sal 0109
7] | 42 }5.00 hours 5000 | [ 43 1.00 hours / 30.00
¥ {41 1.00 hours 1 $0.00
¥ [ 40 ) 0.50 hours / $40.00

# Tmashests [0 0 [0 [3 1 ] [0
Hours [o.o0 0.00 [0.00 [6.50 1.00 [o.on [o.00
Amount (3} |'3.|:IU 0.00 [0.00 |1HJ.UU 0.00 |'1|:I|:I [o.o0
]

Approval Manager | Chat Agent E

Submit

If you hit [Submit], an email will be sent to the Approval Manager, where he/she can click on the link in the
email, and approve your weekly timesheet report.

Back in the first screenshot on this page, you will see "+*Approved" if the manager has approved your weekly
report.



Report on Timesheets

Report on Timesheets

(' Time & Billing Module ) Time -> Reports,
( Other Module ) Main -> Reports

You can find several timesheet reports. You can group them by Customer/AR, or by users. All report can be
CSV exported to an excel file.

Timesheet : Week

01AW2010 - 01162010

8 Timezheets
Sun 01410 Mon 01111 Tue 0112 Wed 0113 Thu 01714 Fri 11158 Sat 01116 Total
# Hours Dolars |# Hours Dollars # Hours Dollars # Hours Dollars # Hours Dolars # Hours Dolars | # Hours Dollars | # Houwrs Dollars
Chat Agent 5 2200 0.00 3 19.00 400.00 8 41,00 40000
Total 0 0.00 000 |5 2200 000 |3 1800 400.00|0 000 000 |0 000 000 |0 0.00 000 |0 000 000 |& 41.00 400.00
Export CSVFile
Timesheet: By AR:
Time Sheet - By Accounts:
CustoemriAR # of entries Total Duration Total Amount Users
. 2 5.00 240.00 Chat Agent
g 4 8.50 T20.00 Chat Agent
Iy o g ltva Sucsued 10 £200 700.00 Chat Agent
e oty 10 22 50 350.00 Chat Agent
S i [ 130.00 12.00 Chat Agent
ey Samiiaiivgie 13 1683 1304.33 Chat Agent
Export CSVFile

Timesheet: By User
| Time Sheet - by Users:

chmmuserhktomndandmuhbm“mm.

Users

#of entries Total Duration Total Amount Accounts |( Concatenated )

Chat Agent 51

Export CSV File |

22663 Hours 333833

-y Ty T L

e Pl gt L R §

e



