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Time & Expense Submission

Professional Services Book of Dreams



Current State
• Babak sets a personal reminder for himself to make sure he doesn’t forget time 

and expense submission at the end of each week

• At the end of week, Babak logs in to the Time & Expense portal on his laptop. 

He searches for WBS code for his client projects from a different source

• As he enters the time spent on each client project, Babak misses an entry and 

submits. 

• Babak then opens an expense portal integrated with his credit card statement 

and files his weekly expense items

• Babak’s manager receives notification on his email that Babak has submitted his 

time & expense report for the week. 

• Babak’s manager logs in to the portal to view the submitted report. After 

noticing a missing entry, the manager sends a mail to Babak highlighting the 

miss

• Babak receives the email, acknowledges it and logs in to the portal again to 

edit the previous entry. With the new edit, he submits the report again

• The manager reviews the revised submission and approves it. He does similar 

process for all of his direct reports in team

Scenario Vision

Future State
✓ Babak gets a reminder from the Time & Expense Bot at the end of each week 

prompting him to submit his time report

✓ Babak does not have to login again to the portal. He submits his time 

information on a pop-up window within Teams

✓ The app also provides list of his recent corporate credit card expenses for Babak 

to submit. 

✓ On submission, Babak’s manager receives a notification on his Teams app with a 

consolidated view of time submission from his direct reports

✓ The manager is able to view details of time & expense submissions of each of 

his direct reports and accept / reject submissions. Manager rejects Babak’s 

submission highlighting a missing entry

✓ On receiving notification of Manager’s rejection of time report submission, 

Babak can edit the report within Teams app and re-submit

✓ The manager gets a single view of all time & expense submissions from his 

direct reports and can take actions on these submissions in one place

• Babak, an employee at Contoso Consulting Services works with multiple clients and juggles various projects both internal and client facing in a 
typical week 

• Contoso Consulting’s org policy states that all Consultants must submit the hours logged for each client project and expenses incurred in a weekly 
manner. Missing Time & expense submission is a compliance issue and needs to be closely monitored 
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Babak Shammas, Consultant

Babak is a consultant at Contoso Consulting Services. Babak works 

with clients in different industries. He typically spends his time multi 

tasking 2 – 3 projects during a week and also splits his time on 

internal projects for Contoso. 



It’s end of week and time for Babak to submit time report capturing the time he spent on 

various projects along with the expenses he incurred during his travel, meals for each client
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When the due date for filing expenses incurred are nearing and Babak has not filed expenses 

yet, the app proactively reminds Babak to file expenses incurred on his corporate card
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Miguel Silva, Manager

Miguel is a manager at Contoso Consulting Services. Miguel has a 

team of 7 who directly report to him. As Miguel manages multiple 

client engagements in parallel, he has the overhead of managing 

the time & expense split charged by his team members for each 

client separately. 



As Babak submits time & expense reports from the app, Miguel, his manager, gets notified and 

receives these items for review and approval. 
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Solution Highlights – Best Practices
Key Solution Design Considerations

• Personal Scoped App The app is completely personal scoped because Time 

submission, expense items are personal and confidential information and 

not required to be handled in a Team context

o Personal Tab – There are two personal tabs to check the status of 

submitted time sheets and view time sheets of your direct reports. Since 

this information has visual element to it along with possible analytics it 

is presented in a canvas view

o Personal Bot – A personal scope bot handles the approval workflow, 

submission workflow and recognizes the role of the user to surface right 

cards

• Task Modules are used extensively to gather user input on time submission, 

expense submission and approvals as it provides greater control over UI 

constructs and enables user to perform intermediate steps without switching 

context. 

• The app uses Adaptive cards for displaying persistent messages only and 

not intermediary steps. E.g. Time submission is an end goal represented as 

Adaptive card whereas intermediary steps of choosing WBS, entering hours 

are performed via Task modules 

• Card refreshes are used to update the card status instead of sending 

multiple different cards about the same request. This ensures that readability 

is easier, and app does not spam with multiple cards for updates. 

• List cards are used for providing a single consolidated view of time 

submission reports from multiple team members. This is ideal in this case as 

individual notifications and cards are cumbersome to track each week. It 

might also slip out of view as more messages come in. 

• Proactive Messages are sent at scheduled time every week to remind users 

to fill in their time sheets. 

Platform Extension Points User Experience

Graph API

• The app also utilizes List DirectReports Graph API to retrieve list of direct reports for all manager role users
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https://docs.microsoft.com/en-us/microsoftteams/platform/concepts/design/personal-apps
https://docs.microsoft.com/en-us/microsoftteams/platform/task-modules-and-cards/what-are-task-modules
https://docs.microsoft.com/en-us/outlook/actionable-messages/adaptive-card#refresh-cards
https://docs.microsoft.com/en-us/microsoftteams/platform/task-modules-and-cards/cards/cards-reference#list-card
https://docs.microsoft.com/en-us/graph/teams-proactive-messaging
https://docs.microsoft.com/en-us/graph/api/user-list-directreports?view=graph-rest-1.0&tabs=http
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Project Finder – Discover internal org wide 
projects easily
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Current State
• Daniela updates information about the project in a mail or Power Point deck. 

She forwards it to the staffing lead. 

• The staffing lead maintains a roster of employees' availability. Staffing lead 

forwards the project information to all available employees looking for projects 

over e-mail

• Employees receive multiple e-mails on various open project opportunities and 

roles irrespective of their skillsets. They read through all of them and shortlist 

the ones they are interested in. 

• Interested employees reach out to Daniela with their resume attached in e-mail. 

• Daniela receives all applications over e-mail, and she sets up a call with the 

applicants that match her skillset needs

• After discussing with the applicants, Daniela either approves or rejects the 

applicant for the project. She conveys this decision over e-mail. 

• After selecting the full team for her project, Daniela sends a mail to the Staffing 

lead again mentioning that her project open roles are now closed. 

• Staffing lead sends a mass e-mail to all previous recipients that the respective 

project is closed for applications

Scenario Vision

Future State
✓ Daniela uses Teams app to create a new project entity and provides details 

about her project, duration, required skills and open positions

✓ As Daniela publishes the project entity, it is available for everyone in the 

organization to view and apply 

✓ Employees can filter projects based on their skills and preferences and apply for 

projects that interests them

✓ As employees apply for Daniela’s project, she gets a notification on her Teams 

app with employees' application info and attached resume

✓ Daniela views applications and can perform a 1:1 chat / call with each applicant 

for further clarification

✓ Daniela approves the application on the Teams app itself and the newly 

selected team member automatically gets added to the project Team setup by 

Daniela

✓ After Daniela puts together her new team, she closes the project for 

applications. The project is automatically removed and won’t show up for 

employees to discover

• Daniela, a manager at Contoso Consulting Services is responsible for sales and execution of consulting projects. Most of her projects are 3 – 6 
months in duration and she gets a chance to work with different people across the firm in each of her projects

• Daniela recently sold a proposal to her retail client and is about to kickstart a project. She just bid adieu to her old team and is eagerly looking 
forward to putting together a strong team to start her new project. 
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Daniela Mandera, Consulting Manager

Daniela is a manager at Contoso Consulting Services. She is 

involved in pre-sales, proposal work and frequently does project 

pitches to her clients. She also handles putting together a team for 

her sold project opportunities and executing the project to success



Daniela recently won a project opportunity with a Retail client and is looking to put together a 

great team at different roles for project execution 
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Aadi Kapoor, Senior Consultant at Contoso Consulting

Aadi Kapoor is a newly promoted Senior Consultant at Contoso 

Consulting Services. He is always on the lookout for new, exciting 

opportunities, projects in his firm and is constantly looking to grow 

his skills in Analytics domain



Aadi has recently rolled off a project with a client. He is actively looking for new projects and is 

interested in joining projects which will augment his proficiency in Analytics domain
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As various applicants start to apply for the project, the app surfaces applications with useful 

applicant insights for Daniela to review and make a decision



Professional Services – Project Finder



Professional Services – Project Finder



Professional Services – Project Finder



Professional Services – Project Finder



Professional Services – Project Finder



Professional Services – Project Finder



Professional Services – Project Finder



Solution Highlights – Best Practices
Key Solution Design Considerations

• Personal Scoped App The app is defined to be predominantly personal 

scoped as project discovery (consume) and posting (produce) are individual 

activities. The collaboration part of the app brings applicants into one team 

and encourages dialogue and knowledge sharing

o Personal Tab – Both Discover and Manage Projects are available as 

personal tabs for a user to discover interesting projects based on each 

employee’s skill set. 

o Personal Bot – Personal bot caters to each employee’s personal 

preferences and sends digests of new projects or applicants for posted 

projects if the user is a project owner

• Channel Scope (Optional): Although not represented in the earlier screen, 

the app has potential to have a channel tab with a config page to choose 

category / type of projects. E.g. A regional Team can have a channel tab 

filtered to fun activities, events happening in that region. 

• Proactive Messages are sent to project owner when a project they had 

posted receive new applications.

• Card refreshes are used to minimize the number of cards sent to the end 

user and reduce overload on user’s chat window by reducing the number of 

cards sent for the same project

• List cards are used to show applicant names and summary information for 

each project application. This also serves the purpose of collating all related 

information (applications to the same project) in one unit as opposed to 

sending a card with applicant detail for each application. 

Platform Extension Points User Experience

Graph API

• Applicant insights information around collaboration can be retrieved using People & Workplace Intelligence Graph API

• The app also uses Graph API to create a Team and to retrieve Files. 
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https://docs.microsoft.com/en-us/graph/teams-proactive-messaging
https://docs.microsoft.com/en-us/outlook/actionable-messages/adaptive-card#refresh-cards
https://docs.microsoft.com/en-us/microsoftteams/platform/task-modules-and-cards/cards/cards-reference#list-card
https://docs.microsoft.com/en-us/graph/social-intel-concept-overview
https://docs.microsoft.com/en-us/graph/api/team-put-teams?view=graph-rest-1.0&tabs=http
https://docs.microsoft.com/en-us/graph/api/drive-sharedwithme?view=graph-rest-1.0&tabs=http


Solution Architecture

Professional Services – Project Finder

Azure SQL
database

Azure SQL
database

Azure SQL
database



Document Management
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Current State
• As Daniela seeks to understand the various assets available pertaining to her 

industry, she performs a search on the knowledge base available as a portal

• Daniela also consults her team members to know any assets they have been 

using and their favorite resources. She receives names of SMEs to follow up 

with

• Daniela reaches out to various SMEs in her region over chat or meetings and 

explains her need and background context. The SMEs provide her with the 

latest assets and resources they generally use

• While contributing back to the knowledge base, Daniela works with a content 

admin team to submit assets for review. 

• She sends an e-mail to the team with her assets providing useful context 

around it. The admin team takes time to review. 

• The team provides feedback on the asset to Daniela over e-mail. Daniela sends 

a revised version of the asset

• Once approved, the admin team uploads the asset to the knowledge base 

portal and updates Daniela over e-mail. 

Scenario Vision

Future State
✓ Daniela logs in her Teams app to access the knowledge base. She uses the app 

to search for assets available in the organization

✓ Since the assets are tagged with meta data and categorized in logical 

groupings, Daniela is able to quickly find materials useful for her industry and 

type of project

✓ The app takes as input Daniela’s need after a series of questions. Based on her 

responses, the app intelligently surfaces the latest version of relevant assets 

that Daniela can use in her customer conversations. 

✓ In addition to providing these assets, the app also provides a comprehensive 

list of SMEs in each domain based on the contributors information that it 

maintains

✓ Daniela can use the app to submit assets for review by central team. Daniela 

provides useful context around the asset and submits using the app. Based on 

the type of content submitted, the app submits it to right team for review

✓ Daniela gets to see real time updates of the content review and approval. 

• Daniela, a manager at Contoso Consulting Services is responsible for creating proposals and pitch decks for initial customer conversations. Her 
responsibilities include creating pitch decks for her industry customers and winning opportunities for her team

• As Daniela is new to the industry and team, she is interested to get a view of the existing assets and materials that Contoso has that she can 
leverage to get moving fast. 
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Daniela Mandera, Consulting Manager

Daniela is a manager at Contoso Consulting Services. She is 

involved in pre-sales, proposal work and frequently does 

project pitches to her clients. She also handles putting 

together a team for her sold project opportunities and 

executing the project to success



Daniela is starting on a new cost reduction project with a retail client and is looking to leverage 

existing assets, models that Contoso has created from similar engagements in the past
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Daniela made use of the assets she found in Knowledge Helper and prepared a successful 

customer presentation. She wanted to pass on the learnings from her presentation to the asset 

owner.  
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After a few weeks, Daniela feels comfortable in her domain and understands the various assets 

/ resources that the organization has to offer. From a consumer, Daniela wants to become an 

active contributor to the knowledge base as she starts creating great pitching assets
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Solution Highlights – Best Practices
Key Solution Design Considerations

• Personal Scoped App: The app is designed to be a personal scoped app 

(with personal tab and personal bot) because the information consumption 

experience is personal in nature. Individuals would search for various assets 

and consume it for their individual customization and use. Therefore 

personal scope fits the solution

• Messaging Extension: Messaging extensions are used to enable 

collaboration experiences. It is useful in cases where a user wants to share a 

useful asset with their colleague or in their Team/channel for all members to 

view and consume. 

• Proactive Messages are sent for welcoming users and to send updates 

about new resources added to the library. 

• Card refreshes are used to minimize the number of cards sent to the end 

user and reduce overload on user’s chat window by reducing the number of 

cards sent for the same content to be reviewed. 

• Messaging extension has tabs to segregate the type of resource. This 

enables ease of search minimizing the number of user clicks. 

• List cards are used to show results of resource search. This serves the 

purpose of collating all related information (resources pertaining to a single 

topic) in one unit as opposed to sending a separate card for each matching 

resource. 

• Chat deep links are used to create 1:1 chat with author of an asset. 

Platform Extension Points User Experience
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https://docs.microsoft.com/en-us/microsoftteams/platform/messaging-extensions/what-are-messaging-extensions
https://docs.microsoft.com/en-us/graph/teams-proactive-messaging
https://docs.microsoft.com/en-us/outlook/actionable-messages/adaptive-card#refresh-cards
https://docs.microsoft.com/en-us/microsoftteams/platform/task-modules-and-cards/cards/cards-reference#list-card
https://docs.microsoft.com/en-us/microsoftteams/platform/concepts/build-and-test/deep-links#deep-linking-to-a-chat
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