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Time & Expense Submission




Scenario Vision

typical week

Context

Current State

> > > b > B> b

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

A\ - Points of Friction

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

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

Future State

v

v

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 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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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports  About

O Time&Expense
©

Welcome!

Hi! | can help you with entering your weekly timesheet and file

your business expenses. Please sign in to begin.

Sign in Take a tour

t can | do v
Sign in Sign in to get started
Take a tour Learn more about Time&Expense with a tour of the app
Submit time & expense Enter hours & expenses for the current pay period to submit

Show pending charges Show pending charges on your corporate card to submit

|Type a new message

A 0 O BB &

Babak accesses the Time & Expense app on his personal scope and performs a sign-in the first time he accesses the app. The sign-in enables the app to
securely authorize Babak to access his expense reports and to submit expenses for the audit team to approve
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Q_ Search or type a command

n Time&Expense Chat My Timesheets My Team Reports  About

0 Time&Expense
©

Submit time & expense

Please submit your hours for this week. If you have expenses,
make sure to file them before submitting your time.

Jun 7, 2020 - Jun 13, 2020

No hours & expenses entered yet!

Enter hours File expenses

|Type a new message

A ¢ O @B &

On logging in, the app sends an adaptive card to Babak prompting him to log his time spent over the past week. It has a separate entry point for filing
expenses as well.
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Time&Expense
Enter hours

skHR

you face any issues

< [ Jun7, 2020 - Jun13,2020 >

7 Mo, 6/8 Tu, 6 /10 Th, 6/11  Fr, 6/12

On clicking on Enter hours, the app prompts a task module with input fields for Babak to enter the WBS code for each project he has worked on. Babak will
be able to cycle through previous week'’s time sheets as well using this task module.
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Time&Expense
Enter hours

skHR

you face any issues

< [ Jun7,2020 - Jun 13,2020 >
7 Mo, 6/8 Tu, 6 /10 Th, 6/11  Fr, 6/12
Leave - PTO 4.0

Northwind Traders ~ 4.0

Babak proceeds to enter the hours he has logged over the week in the task module. He is able to select the right project from the WBS code as the app
integrates with the LOB project information database.
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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports ~ About

Time&Expense
CO

Submit time & expense

Please submit your hours for this week. If you have expenses,
make sure to file them before submitting your time.

Jun 7, 2020 - Jun 13, 2020

Northwind Traders

Account team

Total

m Enter hours File expenses

|Type a new message

A ¢ O @B &

On entering the hours and saving it, the hours are saved in a Time & Expense report that is ready for Babak to submit. At this point, Babak can choose to file
expenses he has incurred over the past week before submitting the report.
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n Time&Expense
File Expenses
Pending Expense Charges

$1020
Posted on Jun 12, 2020 = Marriot properties

$28
Posted on Jun 10, 2020 ' Uber Eats

$540
Posted on Jun 9, 2020 | American Airlines

$52

Posted on Jun 7, 2020 ' Uber Cab

+ Add a manual expense

On clicking File Expenses, the app prompts another task module that pulls in the expenses charged on his corporate card from back end system. Babak can
directly file those expenses or choose to enter a manual expenses he might have incurred while using cash or non-corporate card.
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n Time&Expense

File Expenses
Expense report Jun 7, 2020 - Jun 13, 2020
Expense type

Airfare > Business Travel
Receipt date Amount

06/09/2020 usb
Vendor

American Airlines
Charge code

g to find a che

Substantiation

litional remarks

Flight date
Select a date
Fare class

Select a class

Add another expense Save to report

As Babak proceeds to file an airline expense, the task module opens up a customized set of input fields specific to the expense type ‘Business Traven ->
Airfare’. This page is customized and differs based on the expense type to be submitted.
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n Time&Expense
File Expenses
Expense report Jun 7, 2020 - Jun 13, 2020
Expense type
Airfare > Business Travel
Receipt date Amount
06/09/2020 usb
Vendor
American Airlines
Charge code

10254 - Northwind Traders

Substantiation

Airfare related to travel to client location for conducting a workshop

Trip destination
Los Angeles
Flight date
6/8/2020
Fare class

Business

Cancel Add another expense Save to report

Babak enters the details around the expense and the business justification for the same. After charging it to the right client account, he chooses to add
another expense or end the process by choosing Save to Report.
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Time&Expense

File Expenses

Pending Expense Charges

$1020

[N
Posted on Jun 12, 2020 Marriot properties

$28
Posted on Jun 10, 2020 | Uber Eats

$52
Posted on Jun 7, 2020 ' Uber Cab

+ Add a manual expense

As Babak chooses '‘Add another expense’, the task module brings Babak back to the initial page where he has the option to file a pending charge or a new
manual expense. The Air travel expense is not available anymore as Babak has acted on it.
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Time&Expense
s
ile Expenses
Expense report Jun 7, 2020 - Jun 13, 2020

> Expense 1 Airfare > Business Travel

v Expense 2

Expense type

Meals > Business(Client/Non-Client)

Receipt date Amount

mm/dd

Vendor

vendor name

yping to find a location

Substantiation

Add additional remarks

Attach receipt

Cancel Add another expense Save to report

As Babak chooses to enter a manual expense, the app does not assume the input fields and waits till Babak chooses the ‘Expense type’. Based on the expense
type, the rest of input fields appear for Babak to fill and submit.
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Time&Expense
i
ile Expenses
Expense report Jun 7, 2020 - Jun 13, 2020

> Expense 1 Airfare > Business Travel

v Expense 2

Expense type

Meals > Business(Client/Non-Client)

Receipt date Amount

06/10/2020 usb

Vendor

ABC Restaurant

Charge code

10256 - Account team

Location

San Francisco, USA

Substantiation

| had taken the client on a business meal as part of the workshop we conducted

Attach receipt

Cancel Add another expense Save to report

Babak proceeds to file the meals expense he incurred at a restaurant and charges it to specific WBS code. App also provides ability to add expenses in
different currencies.
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n Time&Expense
File Expenses
Expense report Jun 7, 2020 - Jun 13, 2020
> Expense 1 Airfare > Business Travel
~ Expense 2

Vendor

ABC Restaurant

Charge code

10256 — Account team

Location

San Francisco, USA

Substantiation

| had taken the client on a business meal as part of the workshop we conducted
Attach receipt
fx] Browse files on your device

meal expense.jpg
9KB

Cancel Add another expense Save to report

Inherent to any expense submission process, the app has a provision to submit expense receipts as proof of incurred expense. Babak will be able to add any
image from his phone gallery as an attachment along with each expense item.
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Time&Expense

File Expenses
Expense report Jun 7, 2020 - Jun 13, 2020

> Expense 1 Airfare > Business Travel

~ Expense 2
Vendor

ABC Restaurant

Charge code

10256 — Account team

Location

San Francisco, USA

Substantiation

| had taken the client on a business meal as part of the workshop we conducted

Attach receipt

Browse files on your device
meal expense.jpg

100KB/349K8
+ Uploaded

Cancel Add another expense Save to report

Post entering all expense details and uploading relevant receipts for each expense item, Babak saves the expenses filed to the report.
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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports ~ About

Time&Expense
CO

Submit time & expense
Your filed time and expenses have been added to the report.
Please submit report for approval

Jun 7, 2020 - Jun 13, 2020

Northwind Traders $540.00
Account team $36.00

Total 4 $576.00

m Enter hours File expenses

|Type a new message

A ¢ O @B &

As Babak saves the expenses as well to the report, the same adaptive card refreshes to show updated expenses for each project as a line item. After validating
once, Babak can submit the report for approval
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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports ~ About

Time&Expense
O

Time & expenses submitted @

Total hours: 36

Total expenses: $576

For period: Jun 7, 2020 - Jun 13, 2020
Leave balance: 15

75% 85%

¥YTD Billable Utilization Projected Utilization

View Details Edit timesheet

|Type a new message

A ¢ O @B &

The adaptive card refreshes to show that expenses have been submitted with a view of submitted total hours and expenses. In addition, it shows Babak's time
utilization metric until the current week and project utilization for the financial year with the current trend.



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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Q_ Search or type a command

n Time&Expense Chat My Timesheets My Team Reports  About

O Time&Expense
©

File pending expenses Jun 7, 2020 - Jun 13, 2020

Please file expenses posted on your corporate card at the earliest

$1020
Posted on Jun 12, 2020 = Marriot properties

&)

$28
Posted on Jun 10, 2020 = Uber Eats

&= $540
Posted on Jun 9, 2020 | American Airlines

$52

Posted on lun 7 2020 ' |Iber cabh

]

]

Snooze

|Type a new message

A ¢ O @B &

The app sends a proactive messages to Babak's personal chat with a list of expense items incurred on Babak’s corporate card. Babak can add these expenses
to the week’s report directly from this list for submission
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Time&Expense
File pending expenses
Expense type

Airfare > Business Travel

Receipt date Amount

06/09/2020 usb

Vendor

American Airlines

Charge code

Start typing to find a charge code

Substantiation

Add additional remarks

Trip destination

Start typing to find a location

Flight date

Select a date

Fare class

Select a date

Ticket number

On clicking an item on the expense list, a task module opens with fields pre-filled for the selected expense item. Babak is prompted to enter other fields
manually before submission.
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n Time&Expense
File pending expenses
Expense type

Airfare > Business Travel

Receipt date Amount

06/09/2020 usD

Vendor

American Airlines

Charge code

10254 — Northwind Traders

Substantiation

Airfare related to travel to client location for conducting a workshop

Trip destination

Los Angeles

Flight date

6/8/2020

Fare class

Business

Ticket number

Babak proceeds to enter details of his ‘Airfare’ expense. After he completes entering the details and uploading relevant receipts, he can save the expense item
to the report for submission.
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Q_ Search or type a command

u Time&Expense Chat My Timesheets My Team Reports About

@ Time&Expense
©

File pending expenses Jun 7, 2020 - Jun 13, 2020

Please file expenses posted on your corporate card at the earliest

$1020
Posted on Jun 12, 2020 Marriot properties

N

$28
Posted on Jun 10, 2020 Uber Eats

$540 Added to report
Posted on Jun 9, 2020  American Airlines

$52

Pasted on Jun 7 2020

N

Snooze

|Type a new message

A ¢ O W B &

On clicking save, the adaptive card refreshes to show the expense item which was just saved and added to the report. Babak proceeds to enter details around
other expense items in the list.
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Q_ Search or type a command

n Time&Expense Chat My Timesheets My Team Reports  About

0 Time&Expense
©

File pending expenses Jun 7, 2020 - Jun 13, 2020

Please file expenses posted on your corporate card at the earliest

$1020 ~ Added to report
Posted on Jun 12, 2020 = Marriot properties

&)

$28 Added to report
Posted on Jun 10, 2020 = Uber Eats

Added to report

osted on Jun 9, 2020 ' American Airlines

$52 Added to report
Posted on Jun 7, 2020 Uber cab

|Type a new message

A ¢ O @B &

After all expenses are added to the report, Babak is ready to submit the report by end of week or by manually invoking the Submit time & expense bot
command.
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Q_ Search or type a command

n Time&Expense Chat My Timesheets My Team Reports  About

Utilization Billable hours by client

ABC Foods 53.3%

@ Billable hours

XYZ Retail 20%

ABC Oil & Gas Ltd 13.3%
Non-billable hours  25%

Institute of Science and Technology 6.66%

ABC Mining Corp. 6.66%

Pending timesheet approval

Period Approver Total hours Total expenses

Jun 7, 2020 - Jun 13, 2020 '[a Miguel Silva $576
May 31, 2020 - Jun 6, 2020 i i $60
May 24, 2020 - May 30, 2020 i i $230
May 17, 2020 - May 23, 2020 i $450
May 10, 2020 - May 16, 2020 i $56

May 3, 2020 - May 9, 2020

In addition to allowing submission of time & expenses, the app provides a real time view of Babak’s Utilization, time charged by client project and time &
expense reports filed previously. Babak can choose to edit past hours submitted from this tab.



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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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports ~ About

0 Time&Expense
©

Timesheets submitted Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

-, Aadi Kapoor
~ 36.0 hours | $20.00 expenses

. Aaron Buxton

No hours submitted | No expenses submitted

Beth Davies
No hours submitted | No expenses submitted

» Bruno Zhao
400 hours  $36.00 exnensas

Approve/Remind Share report

|Type a new message

A ¢ O @B &

The app consolidates time & expense submission details across all direct reports of Miguel and provides a summary view for Miguel to take action upon.
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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports ~ About

Time&Expense
CO

Timesheet details
@ Aadi Kapoor
Program Manager

Jun 7, 2020 - Jun 13, 2020

Northwind Traders

Account team

Total

Chat with Aadi More details

|Type a new message

A ¢ O @B &

Miguel has the ability to delve into the details of each submission to see expense and time split for each client. If there are any discrepancies, Miguel can
reach out to his team member to have a 1:1 personal chat
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Q_ Search or type a command

Time&Expense Chat My Timesheets My Team Reports ~ About

Time&Expense
c::

Timesheets submitted Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses
@ Aadi Kapoor
36.0 hours = $20.00 expenses

. Aaron Buxton

J No hours submitted | No expenses submitted

0 Beth Davies
4 No hours submitted | No expenses submitted

4 Babak Shammas
400 hours 436 00 exnenses

Approve/Remind Share report

|Type a new message

A ¢ O @B &

As Miguel proceeds to approve the time report submission of his reports, he clicks on the bot card button. Alternatively Miguel can share the report within
his Team / channels or export it as an excel file
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Time&Expense
Approve Time & Expense

[ Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

36

m Manager Hours

6 Aaron Buxton Not submitted Not submitted 01 Send reminder

Brand Specialist Hours Expenses

Beth Davies Not submitted Not submitted 1 Send reminder

Hours Exp

40

Hours

Keiko Tanaka 32

re Engineer

™ Pete Turner
Solutions Architect

On clicking Approve / Remind, a task module opens up with summary view of hours submitted and expenses incurred for each team member. For members
who have submitted as per compliance policies, Miguel can approve the requests in task module directly.
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Time&Expense
Approve Time & Expense

[# Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

e Aadi Kapoor 36 $20 Approved

Program Manager Hours Expenses

) Aaron Buxton Not submitted Not submitted

Brand Specialist Hours Expenses

L} Send reminder

ﬂ Beth Davies Not submitted Not submitted B sand remindar

Marketing Analyst Hours Expenses

@ Babak Shammas $36

Designer s Expenses

@ Keiko Tanaka $120
So Engineer s Expenses

N Pete Turner 1M $96
Y Solutions Architect Hours Expenses

Where time or expenses do not seem to follow policy recommendations or if there are erroneous entries, Miguel may choose to reject the submission
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Time&Expense

Approve Time & Expense

(# Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

e Aadi Kapoor 36 $20 Approved

Program Manager Hours Expenses

Y Aaron Buxton Not submitted Not submitted

Brand Specialist Hours Expenses

L1 Send reminder

ﬂ Beth Davies Not submitted Not submitted 0 Send reminder

Marketing Analyst Hours Expenses

Babak Shammas 40
D r Hours
please

Submit

Keiko Tanaka
Software Engineer

As Miguel clicks on reject for a time sheet submission, he is prompted to enter a reason for rejection that would be sent to the team member who submitted
the time sheet.
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Time&Expense

Approve Time & Expense

(# Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

e Aadi Kapoor 36 $20 Approved

Program Manager Hours Expenses

Not submitted Not submitted
Hours Expenses

L1 Send reminder

ﬂ Beth Davies Not submitted Not submitted 0 Send reminder

Marketing Analyst Hours Expenses

Babak Shammas 40 $36

Designer Hours Expenses

Babak, | think you forgot to add the time you worked on ABC project. Please recheck and submit
hours

Submit

Keiko Tanaka $120
Softw. Engineer Expenses

As Miguel clicks on reject for a time sheet submission, he is prompted to enter a reason for rejection that would be sent to the team member who submitted
the time sheet.
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Time&Expense

Approve Time & Expense

(# Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

e Aadi Kapoor 36 $20 Approved

Program Manager Hours Expenses

Brand Specialist Hours Expenses

| e Aaron Buxton Not submitted Not submitted Remirder sant

ﬂ Beth Davies Not submitted Not submitted 0Q Send reminder

Marketing Analyst Hours Expenses

40 Rejected
Hours es

il Babak, | think you forgot to add the time you worked on ABC project. Please rech... Edit

Keiko Tanaka 32 $120

Software Engineer Hours Expenses

™ Pete Turner 41 $96
¥ solutions Architect Hours Expenses

Miguel can use the same task module to send reminders for members who haven’t made the time sheet submission. This triggers an adaptive card message
for the team members prompting them to enter time sheet reports immediately.
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Q_ Search or type a command

n Time&Expense Chat My Timesheets My Team Reports  About

0 Time&Expense
©

Timesheets submitted Jun 7, 2020 - Jun 13, 2020

4/7 of your direct reportees have submitted their timesheets & expenses

@ Aadi Kapoor .
Approved
36.0 hours  $20.00 expenses S

P>

. Aaron Buxton

ours submitted = No expenses submitted

ﬂ Beth Davies
. No hours submitted ' No expenses submitted

Babak Shammas
40.0 hours $36.00 exnenses

Approve/Remind Share report

|Type a new message

A ¢ O @B &

The adaptive card with summary view of time sheet submissions for the week gets refreshed to show the actions that Miguel had taken for individual
submissions.
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Time&Expense
Approve Time & Expense

[ Jun 7, 2020 - Jun 13, 2020

7/7 of your direct reportees have submitted their timesheets & expenses Approve all

Aadi Kapoor $20
Prog

1 Manager ours Exp

6 Aaron Buxton

O Brand Specialist
Beth Davies
Marketing Analys

@ Babak Shammas
D
@ Keiko Tanaka

S e Engineer

™ Pete Turner

Solutions Architect

If all team members have submitted their time sheet reports promptly, Miguel can approve all requests in one click using the Approve All button
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Solution Highlights — Best Practices

Key Solution Design Considerations

Platform Extension Points User Experience
» Personal Scoped App The app is completely personal scoped because Time » The app uses Adaptive cards for displaying persistent messages only and
submission, expense items are personal and confidential information and not intermediary steps. E.g. Time submission is an end goal represented as
not required to be handled in a Team context Adaptive card whereas intermediary steps of choosing WBS, entering hours

are performed via Task modules
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 » Card refreshes are used to update the card status instead of sending
this information has visual element to it along with possible analytics it multiple different cards about the same request. This ensures that readability
is presented in a canvas view is easier, and app does not spam with multiple cards for updates.

o Personal Bot — A personal scope bot handles the approval workflow, * List cards are used for providing a single consolidated view of time
submission workflow and recognizes the role of the user to surface right submission reports from multiple team members. This is ideal in this case as
cards individual notifications and cards are cumbersome to track each week. It

might also slip out of view as more messages come in.
» Task Modules are used extensively to gather user input on time submission,

expense submission and approvals as it provides greater control over Ul * Proactive Messages are sent at scheduled time every week to remind users
constructs and enables user to perform intermediate steps without switching to fill in their time sheets.
context.

Graph API

* The app also utilizes List DirectReports Graph API to retrieve list of direct reports for all manager role users



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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Solution Architecture

o AAD
Azure Subscription e
T External Systems
SSO and Reporting
org
-
l —
o — - <« Bot/Task <« T&E Submission & > r&j < POST Approved —» )
ah Module / ME . . Retrieval Forms L' reports Time & Expense
Audit Logs
. . Tim Expen
Employee MS Teams Bot Registration e & pense
App Service
==
-—
GET Timesheet
reports, Expense | GETWBS Codes | Client Projects WBS
ltems & Project details Database
T&E Database @
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Project Finder — Discover internal org wide
projects easily




Scenario Vision

Context

Current State

2 2 N N N O A

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

A\ - Points of Friction

» 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.

Future State

v

v

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 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 Retall client and is looking to put together a
great team at different roles for project execution
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Z Search or type a command

u Project Finder cChat Discover Manage Projects

@ Project Finder

Welcome!

Hi, I can help you find open projects in your company, firm initiatives
and innovative hackathon side gigs

é» Discover
Discover open projects in your firm

L, Post projects
Create and post your innovative projects to invite help

Engage with your team
Get a virtual workspace to bring your project to life!

Sign in

|Type a new message

A ¢ OB &

On adding the app, the Project Finder bot sends a welcome card with the various actions that a user can perform using the app. Employees using the app
would be able to discover new projects, create projects for their specific engagements
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4 Search or type a command

u Project Finder chat Discover Manage Projects

&S, Post projects
Create and post your innovative projects to invite help

() Engage with your team
Get a virtual workspace to bring your project to life!

Sign in

c‘ Project Finder

Quick tour!

Post projects
Create and post your innovative projects, initiatives for your organization to
view, discover and join. Invite your colleagues to support your endeavour

Create project

]Type a new message

A ¢ © @ B @

As Daniela is looking to put together a team for her newly sold client opportunity, she chooses to proceed with Create Project option that the bot card
presents
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“ Search or type a command

n Project Finder Chat Discover Manage Projects

Discover Projects

BILLABLE CLIENT PROJECT
Digital Transformation Strategy for a Retail Giant
Start date: Immediate  Duration: 12 weeks  Type: Full-time
The customer wants to redesign the shopping experience using analytics to target
customers based on their preferences. We will take a look at the omni-channel
approach and recommend strategies to improve customer targeting
Looking for: Senior Consultant

Analytics Excel Modelling Channel Strategy

W 2 team members Apply

SOCIAL INITIATIVE
Social Cause Music Fest: A Giving initiative
Start date: Immediate  Commitment: 3 hrs/week  Type: Side project

We are holding a music fest as charity init The event is on 25th July. Inviting al

musicians, vocalists and anyone with a passion in music for volunteering

Looking for: Any

Social Music  Volunteering

ﬁ m 4 team members Apply

BILLABLE CLIENT PROJECT
Business Model Transformation for Mining Corp.
Start date: Inmediate  Duration: 12 weeks = Type: Full-time

Study the current state business model of the client and identify areas of

vulnerabilities. Provide recommendations on short- and long-term transformation

HACKATHON PROJECT
SharePoint Repository for Business Transformation..

Start date: Immediate  Duration: 6 weeks Type: Side project

We are building a repository for proposals, pitching content and case studies
covering business transformation across industries. We need your help in structuring

the content and establishing a process to
Looking for: 2 Analysts

SharePoint Business Model Transformation

0 1 team member m

CULTURAL INITIATIVE
Prep for Street Photography by Photography Club

Start date: Inmediate = Commitment: 1 hr/week = Type: Side project

We are going to conduct a street photography event mid-July art of our

photography club events this year. We need participants interested in photography to

help plan out, work the logistics and organizing
Looking for: Any

Photography Volunteering

BILLABLE CLIENT PROJECT
SAP Implementation for a Retail Firm
Start date: Immediate Duration: 16 weeks = Type: Full-time

Readiness, Prep and implementation of SAP / HANA for our retail client. The project is

based out of San Diego and will require travel

Y Filter Search for projects

Q -+ Create Project

BILLABLE CLIENT PROJECT
Program Management for Tech Strategy Project
Start date: 30-06-2020  Duration: 18 weeks ~ Type: Full-time

We are building a unified dashboard and portal to monitor, report and intelligently
analyze issues in client’s data centers. As program manager, you will be working with

client counterparts to manage the timeline, reporting
Looking for: Manager

Tableau Stakeholder Management

wn 2 team members
8%

Channel Strategy

Apply

CULTURAL INITIATIVE
Fun & Culture - India Newsletter
Start date: Immediate  Commitment: 1 hr/week  Type: Side project

Fun & Culture India team is rehashing the kly newsletter. Call out for volunteers
interested in being part of the newsletter team to ideate, design content that will
reach 1000s of your colleagues!

Looking for: 1 Analyst, 2 Consultants

Content Design ~ MS Office

t 1 team member Apply

BILLABLE CLIENT PROJECT
Cloud Strategy for Technology client
Start date: Immediate Duration: 14 weeks = Type: Full-time

Analyze and create packages on flexible consumption models in cloud ecosystem

Daniela can also create projects by clicking on the ‘Create Project’ button in the Discover tab. It is placed prominently and is persistent way that Daniela
can come back to whenever she has a need to put together a team for a new project opportunity
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Project Finder
: Create Project

STEP 1
Project Details

Project Name

Add a short clear name

Project Type

Select a project type

Required team

+Add Role
Project and Role Description

Tell people what your project is about

Category

Select a category
Required skills

Add ski ere...Ex:skill1;skill2;skill3

Project Start Date (if you aren’t sure, provide tentative date)

Save as draft m

On clicking ‘Create Project’ it opens a task module that gives a list of options in a form view for Daniela to enter details around the project. Daniela has
open space to explain about the project, skills required for people to apply and number of open roles in the Team
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Project Finder
: Create Project

Project Type

Select a project type

Required team

+Add Role
Project and Role Description

Tell people what your project is about

Category

Select a category
Required skills

i skills here...Ex:skill1;skill2;skill3

Project Start Date (if you aren't sure, provide tentative date)

® Immediate O Pick a date

Duration

Days v

Save as draft m

In addition, Daniela can also mention the start date for the project and tentative duration so that applicants can make a decision on their availability
before applying for the project
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Project Finder
: Create Project

STEP 1

Project Details
Project Name

Building Analytics Tool for Retail Cost Optimization

Project Type

Full-time

Required team
1 Analyst
+Add Role Analyst
Project and Role Desc
Consultant
Tell people what

Senior Consultant

Manager
Category

Select a category Senior Manager
Required skills

Add ski

Duration

Save as draft m

Daniela proceeds to fill in details of the project and mentions whether it is a part time activity or side projects or a full-time project. She also uses
mentions the number of people she needs on the Team for each role level
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Project Finder
: Create Project

STEP 1

Project Details

Project Name

Building Analytics Tool for Retail Cost Optimization

Project Type

Full-time

Required team

1 Analyst
+Add Role
Project and Role Description

Tell people what your project is about

Category

Select a category
Required skills

Add skills here...Ex:skill1;skill2;skill3

Duration

Save as draft m

On clicking Add roles, Daniela is able to add more roles to her team mix.
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Project Finder
: Create Project

STEP 1

Project Details

Project Name

Building Analytics Tool for Retail Cost Optimization

Project Type

Full-time

Required team

Analyst
Consultant

Senior Consultant
+Add Role
Project and Role Description

Tell people what your project is about

Category

Select a category

Required skills

Save as draft m

Daniela proceeds to mark the team requirements she has on the form. For each type of role, Daniela marks the number of open roles available at that level
so that applicants can apply based on their role fit.
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Project Finder
: Create Project

2 Consultant

1 Senior Consultant
+Add Role
Project and Role Description

We are building a self serving tool which uses a retail org’s cost structure as input to
analyze and provide recommendations on cost levers, profitability in retail industry

Category

Billable — Client Project

Required skills
[React » ] CostStategy  J Retail |

ore...Ex:skill1;skill2;s

Adi 5 he

Project Start Date (if you aren't sure, provide tentative date)

O Immediate @ Pick a date

30/06/2020

Duration

10

Save as draft

Projects could be client projects that run for 6 months, fun one-time activities like putting together a team to organize an Org level marathon, or side
projects that span over months. Daniela chooses client project and provides skills she is looking for and tentative duration
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Project Finder
: Create Project

Project Team Details

Once you approve applications from interested pool of applicants, you can add them to a Team

automatically where you can collaborate and kickstart your project

Select a Teams Channel you would like to use for engaging with your project members
Choose a team channel

Don’t have a team? Create now

Pre-read materials.docx
Sample workbook.xlIsx
Project Proposal

Tool - Design Overview
Deliverable Plan.xlsx

+ Add a file

Message

Enter welcc

Save as draft

Daniela has an optional step to automatically add the selected team members from the applicant pool in a Team and channel she has created. If she does
not have a Team / channel, the app helps Daniela create the team too.
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Project Finder
: Create Project

Project Team Details

Once you approve applications from interested pool of applicants, you can add them to a Team
automatically where you can collaborate and kickstart your project

Create a team

Retail Bl Analytics Tool

Already have a team? Select now

Files
Pre-read materials.docx
Sample workbook.xlIsx
Project Proposal
Tool - Design Overview

Deliverable Plan.xlsx

+ Add a file

Message

Hi All, Welcome to the Team. | have added useful files including pre-read, our
workplan to help you get started. Let me know if you have any questions.

Don't forget to say Hi to your fellow team mates and get to know each other!

Save as draft m

Daniela creates the Team to add selected members. In addition, she adds files from her SharePoint to the Team. The selected files are automatically added
to the Files Tab of the newly created Team.
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B Project Finder
Create Project
STEP 3

Get Applicant Info

Get to know background and experience of applicants who are interested in your project

v Question 1

Enter your question

Enter question

Response Type

Choose a response type
> Question 2

> Question 3

Save as draft

The app also provides an option for Daniela to ask a few simple questions to the applicant who wishes to be part of the Project team. For client projects
this could be about their relevant experience in the past whereas for fun activities, this could be purely logistics oriented and confirming time created
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Project Finder
: Create Project

Get Applicant Info

Get to know background and experience of applicants who are interested in your project.

v Question 1

Enter your question

Enter question

Response Type

Textbox
Single select drop down
Radio button

Checkbox

Save as draft

The app provides Daniela option to add questions of different types (drop down, text box, check box) in the Applicant Info form. These few basic types of
questionnaire allows Daniela to customize her input form to get relevant details from applicants
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Project Finder
: Create Project

Get Applicant Info

Get to know background and experience of applicants who are interested in your project

v Question 1

Enter your question
How comfortable are you with analytics reporting tools - R, Tableau, Power BI?

Response Type

Single select drop down

Options

Enter option

Enter option 2

+ Add option

> Question 2

> Question 3

Save as draft m

Daniela proceeds to add few applicant registration questions that would provide her useful input when she is evaluating the pool of applicants with aim to
select a few for the final project team.
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Project Finder
: Create Project

Get Applicant Info

Get to know background and experience of applicants who are interested in your project.
v Question 1
Enter your question
How comfortable are you with analytics reporting tools - R, Tableau, Power BI?

Response Type

Single select drop down

Options

Beginner
Intermediate

Advanced

+ Add option

> Question 2

> Question 3

Save as draft “

On selecting a drop down, Daniela is prompted to add options in the drop down. This would be presented to the applicant as a drop down list of options
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Project Finder
: Create Project

Get Applicant Info

Get to know background and experience of applicants who are interested in your project.

> Question 1

v Question 2

Enter your question

Briefly provide your experience from past projects in Analytics or Retail industry and
upload your 1 pager resume

Response Type

Textbox

> Question 3

Save as draft “

Daniela proceeds to add more questions — a descriptive response from the applicant on his/her past experience in a similar domain. This gives applicants a
chance to showcase their experience and skills that will differentiate from others
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Project Finder
: Create Project

STEP 4

Confirm project details

Project Name

Building Analytics Tool for Retail Cost Optimization

Project type
Full-time

Required team

1 Analyst, 2 Consultants, 1 Senior Consultant

Project and Role Description
We are building a self serving tool which uses a retail org’s cost structure as input to
analyze and provide recommendations on cost levers, profitability in retail industry

Category
Billable - Client Project

Required skills
Analytics, React, Cost Strategy, Retail

Duration

Start date: 30-06-2020, 10 weeks

At the final step of project creation, the task module provides a preview of the project with information that Daniela had entered. After validating that the
details are accurate, Daniela proceeds to create the project.
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“ Search or type a command

n Project Finder Chat Discover Manage Projects

Discover Projects

BILLABLE CLIENT PROJECT
Building Analytics Tool for Retail Cost Optimization
Start date: 30-06-2020 Duration: 10 weeks  Type: Full-time

We are building a self serving tool which uses a retail org's cost structure as input to

analyze and provide recommendations on cost levers, profitability in retail industry

Looking for: 1 Analyst, 2 Consultants and 1 Senior Consultant

Analytics React Cost Strategy  Retail

3' 1 team member Apply

BILLABLE CLIENT PROJECT
Program Management for Tech Strategy Project
Start date: 30-06-2020  Duration: 18 weeks  Type: Full-time

We are building a unified dashboard and portal to monitor, report and intelligently
vorking witt

e issues in client's data centers. As program manager, y
client counterparts to manage the timeline, reporting
Looking for: Manager

Tableau Stakeholder Management Channel Strategy

m 2 team members Apply

CULTURAL INITIATIVE
Fun & Culture - India Newsletter
Start date: Immediate  Commitment: 1 hr/week  Type: Side project

Fun & Culture India team is rehashing the weekly newsletter. Call out for volunteers

interested in being part of the newsletter team to ideate, design content that will

Daniela’s newly created project appears as a tile along with other projects. It highlights the name, start date, role requirements, skills. The tile keeps getting

BILLABLE CLIENT PROJECT
Digital Transformation Strategy for a Retail Giant
Start date: Immediate ~ Duration: 12 weeks = Type: Full-time

The customer wants to redesign the shopping experience using analytics to target

customers based on their preferences. We will take a look at the omni-channel

approach and recommend strategies to improve customer targeting
Looking for: Senior Consultant

Analytics Excel Modelling Channel Strategy

w 2 team members m

SOCIAL INITIATIVE
Social Cause Music Fest: A Giving initiative
Start date: Immediate  Commitment: 3 hrs/week  Type: Side project

We are holding a music fest as charity initiative. The event is on 25th July. Inviting al

musicians, vocalists and anyone with a passion in music for volunteering

Looking for: Any

Social Music  Volunteering

BILLABLE CLIENT PROJECT
Business Model Transformation for Mining Corp.

Start date: Immediate  Duration: 12 weeks Type: Full-time

Study the current state business model of the client and identify areas of

vulnerabilities. Provide recommendations on short- and long-term transformation

Q -+ Create Project

Y Filter Search for projects

HACKATHON PROJECT
SharePoint Repository for Business Transformation..
Start date: Inmediate  Duration: 6 weeks = Type: Side project
We are building a repository for proposals, pitching content and case studies
covering business transformation across industries. We need your help in structuring
the content and establishing a process to
Looking for: 2 Analysts

SharePoint Business Model Transformation

0 1 team member

CULTURAL INITIATIVE
Prep for Street Photography by Photography Club

Start date: Inmediate  Commitment: 1 hr/week  Type: Side project

We are going to conduct a street photography event mid-July as part of our

photography club events this year. We need participants interested in photography to

help plan out, work the logistics and organizing
Looking for: Any

Photography Volunteering

m 3 team members

BILLABLE CLIENT PROJECT
SAP Implementation for a Retail Firm
Start date: Inmediate Duration: 16 weeks = Type: Full-time

Readiness, Prep and implementation of SAP / HANA for our retail client. The project is

based out of San Diego and will require trave

updated dynamically as and when team members get updated. Rest of the organization can find the project and apply for it.



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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4 Search or type a command

u Project Finder cChat Discover Manage Projects

£, Post projects
Create and post your innovative projects to invite help

() Engage with your team
Get a virtual workspace to bring your project to life!

Sign in

c‘ Project Finder

Quick tour!

Engage
Quickly put a team together with the skillsets you want and get cracking on
your special project!

Discover

|Type a new message

AN COBB ®

After signing in on the welcome card, Aadi browses through the various capabilities offered by the app. Since Aadi is more interested in finding projects he
can be part of, he chooses to click on Discover
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“ Search or type a command

n Project Finder Chat Discover Manage Projects

Discover Projects

BILLABLE CLIENT PROJECT
Building Analytics Tool for Retail Cost Optimization
Start date: 30-06-2020 Duration: 10 weeks  Type: Full-time

We are building a self serving tool which uses a retail org's cost structure as input to

analyze and provide recommendations on cost levers, profitability in retail industry

Looking for: 1 Analyst, 2 Consultants and 1 Senior Consultant

Analytics React Cost Strategy  Retail

team member
‘?' 1 tec be

BILLABLE CLIENT PROJECT
Program Management for Tech Strategy Project
Start date: 30-06-2020  Duration: 18 weeks  Type: Full-time

We are building a unified dashboard and portal to monitor, report and intelligently
vorking witt

e issues in client's data centers. As program manager, y
client counterparts to manage the timeline, reporting
Looking for: Manager

Tableau Stakeholder Management Channel Strategy

m 2 team members Apply

CULTURAL INITIATIVE
Fun & Culture - India Newsletter
Start date: Immediate  Commitment: 1 hr/week  Type: Side project

Fun & Culture India team is rehashing the weekly newsletter. Call out for volunteers

interested in being part of the newsletter team to ideate, design content that will

Aadi is taken to the Discover tab of the app and is shown a grid view of various projects that are currently looking for talented team members. Aadi can

BILLABLE CLIENT PROJECT
Digital Transformation Strategy for a Retail Giant
Start date: Immediate ~ Duration: 12 weeks = Type: Full-time

The customer wants to redesign the shopping experience using analytics to target

customers based on their preferences. We will take a look at the omni-channel

approach and recommend strategies to improve customer targeting
Looking for: Senior Consultant

Analytics Excel Modelling Channel Strategy

w 2 team members m

SOCIAL INITIATIVE
Social Cause Music Fest: A Giving initiative
Start date: Immediate  Commitment: 3 hrs/week  Type: Side project

We are holding a music fest as charity initiative. The event is on 25th July. Inviting al

musicians, vocalists and anyone with a passion in music for volunteering

Looking for: Any

Social Music  Volunteering

BILLABLE CLIENT PROJECT
Business Model Transformation for Mining Corp.

Start date: Immediate  Duration: 12 weeks Type: Full-time

Study the current state business model of the client and identify areas of

vulnerabilities. Provide recommendations on short- and long-term transformation

Q -+ Create Project

Y Filter Search for projects

HACKATHON PROJECT
SharePoint Repository for Business Transformation..
Start date: Inmediate  Duration: 6 weeks = Type: Side project
We are building a repository for proposals, pitching content and case studies
covering business transformation across industries. We need your help in structuring
the content and establishing a process to
Looking for: 2 Analysts

SharePoint Business Model Transformation

0 1 team member

CULTURAL INITIATIVE
Prep for Street Photography by Photography Club

Start date: Inmediate  Commitment: 1 hr/week  Type: Side project

We are going to conduct a street photography event mid-July as part of our

photography club events this year. We need participants interested in photography to

help plan out, work the logistics and organizing
Looking for: Any

Photography Volunteering

m 3 team members

BILLABLE CLIENT PROJECT
SAP Implementation for a Retail Firm
Start date: Inmediate Duration: 16 weeks = Type: Full-time

Readiness, Prep and implementation of SAP / HANA for our retail client. The project is

based out of San Diego and will require trave

filter by type of projects, skills, start dates and duration. He chooses to apply for the Analytics project posted by Daniela
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B Project Finder
Apply for project
Rate your understanding in Statistics

Choose an option

Briefly mention your expectations from this workshop

Jescribe here

Attach documents eg. resume, past project collaterals (Optional)

Browse files on your device

Cancel

On clicking on Apply, the app opens a task module for Aadi to fill in responses to few questions posted by Daniela.




Professional Services — Project Finder

B Project Finder
Apply for project
Rate your understanding in Statistics

Advanced

Briefly mention your expectations from this workshop

| have designed and led the development of analytics model to help a retail giant
in Atlanta understand their sales volume profitability by distribution channel,
region and product. The customer saw a 45% increase in sales 7 months after
implementing our solution

Attach documents eg. resume, past project collaterals (Optional)

Browse files on your device

Aadi_1pager_resume.docx

Cancel

The app also provides a way for Aadi to upload files such as his resume or showcase slides from his prior projects.
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B Project Finder
Apply for project
Your application has been submitted and under review.

Project

Building Analytics Tool for Retail Cost Optimization
Reviewer
Daniela Mandera
‘ Senior Manager
Daniela would reach out to you soon with updates

Attachments

¢ Aadi_lpager_resume.docx

View your response vV

On submission, all this content would be sent for the owner of the project for review. This information is shown to Aadi as well to keep him updated of
who will be reaching out to him on next steps.




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
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4 Search or type a command

u Project Finder cChat Discover Manage Projects

fc‘ Project Finder

New applicants are there!

Project name: Building Analytics Tool for Retail Cost
Optimization

Open roles: 1 Analyst, 2 Consultants, 1 Senior Consultant

Applicants to review: 5

Applicant insights:
You've worked with 2 of the applicants in your past projects and have
collaborated with 1 applicant in the past

View applications End applications

|Type a new message

AN COBB ®

As various applicants start to apply for the project, Daniela receives an adaptive card notifying her of applications available for her review. Daniela can
choose to start viewing the individual applications in detail by clicking on the card button — View Applications.
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4 Search or type a command

u Project Finder chat Discover Manage Projects

@ Project Finder

New applicants are there!

Project name: Building Analytics Tool for Retail Cost
Optimization

Open roles: 1 Analyst, 2 Consultants, 1 Senior Consultant

Applicants to review: 5

Applicant insights:
You've worked with 2 of the applicants in your past projects and have
collaborated with 1 applicant in the past

View applications End applications

O Project Finder

Applications for Building Analytics Tool for Retail
Cost Optimization

6 Aadi Kapoor Experience match: 80%
Senior Consultant

61, Aaron Buxton Experience match: 62%
7 Consult

iltant

Beth Davies

Analyst

Experience match: 75%

Consultant

a Babak Shammas Experience match: 67%

|Type a new message

AN COBB ®

The bot sends a list card with a list of all applicants, their roles and experience match score for each applicant. Since the app knows all prior projects each
applicant has been part of, it calculates a score for each applicant based on skill similarity of projects they have worked on so far.
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4 Search or type a command

u Project Finder chat Discover Manage Projects

Optimization
Open roles: 1 Analyst, 2 Consultants, 1 Senior Consultant
Applicants to review: 5

Applicant insights:

You've worked with 2 of the applicants in your past projects and have
collaborated with 1 applicant in the past

View applications End applications

t1 Project Finder
e‘ Aadi Kapoor
Senior Consultant

Profile information:

Aadi Kapoor is a Senior Consultant at Contoso with experience in
digital transformation, market entry and enterprise analytics
strategy. His clients include Fortune 500 firms in Retail, Telecom and
Tech industries

Project References: Kyle Bates, Matt Hidinger

Attachments: Aadi_1pager_resume.docx

Applicant insights:

* Aadi has worked on 3 projects in the past with matching skills - ‘Analytics’,
‘Retail

* You've collaborated with Aadi in the past
Back Chat View responses

Approve/Reject

|Type a new message

AN COBB ®

On clicking on each applicant row, the adaptive card refreshes to detailed profile with additional applicant insights. The app calls out matching skills from
Aadi's previous projects and calls out if Aadi and Daniela had worked together in the past (shared files between each other)
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4 Search or type a command

u Project Finder chat Discover Manage Projects

0 Project Finder

s‘ Aadi Kapoor Experience match: 80%
Senior Consultant

Profile information:

Aadi Kapoor is a Senior Consultant at Contoso with experience in
digital transformation, market entry and enterprise analytics
strategy. His clients include Fortune 500 firms in Retail, Telecom and
Tech industries

Project References: Kyle Bates, Matt Hidinger

Attachments: Aadi_1pager_resume.docx

Applicant insights:

* Aadi has worked on 3 projects in the past with matching skills - ‘Analytics’,
Retail

¢ You've collaborated with Aadi in the past
< Back Chat View responses

Approve/Reject

How comfortable are you with analytics reporting tools -
R, Tableau, Power BI?

Advanced

Briefly provide your experience from past projects in Analytics or
Retail industry and upload your 1 pager resume

| have designed and led the development of analytics model to help
a retail giant in Atlanta understand their sales volume profitability by
distribution channel, region and product. The customer saw a 45%
increase in sales 7 months after implementing our solution

|Type a new message

AN COBB ®

Daniela views Aadi's responses to the questions she had posed while creating the project. In addition, she has Aadi's 1 page profile as well to understand
his skills and past experience. Further, she can choose to chat with Aadi directly for any clarifications on his profile.
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4 Search or type a command

u Project Finder chat Discover Manage Projects

Lonsuitant

Profile information:

Aadi Kapoor is a Senior Consultant at Contoso with experience in
digital transformation, market entry and enterprise analytics
strategy. His clients include Fortune 500 firms in Retail, Telecom and
Tech industries

Project References: Kyle Bates, Matt Hidinger

Attachments: Aadi_1pager_resume.docx

Applicant insights:

* Aadi has worked on 3 projects in the past with matching skills - ‘Analytics’,
Retail

* You've collaborated with Aadi in the past
Back Chat View responses

Approve/Reject

Status

Approve
Role

Senior Consultant
Comments(Optional)

It was great talking to you. You will be a great fit. Welcome to
the Team!

Cd”(el “

|Type a new message

AN COBB ®

As Daniela clicks on Approve / Reject, she is prompted with option to mark Aadi as approved to be added to the project team. In addition, she can choose
the role she wants to consider Aadi for the project. This ensures that the app updates the remaining open roles in the project.
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4 Search or type a command

u Project Finder chat Discover Manage Projects

@ Project Finder

New applicants are there!

Project name: Building Analytics Tool for Retail Cost
Optimization

Open roles: 1 Analyst, 2 Consultants, 1 Senior Consultant

Applicants to review: 5

Applicant insights:
You've worked with 2 of the applicants in your past projects and have

collaborated with 1 applicant in the past

View applications End applications

O Project Finder

Applications for Building Analytics Tool for Retail
Cost Optimization

6 Aadi Kapoor
Senior Consultant

61, Aaron Buxton Experience match: 62%
J

Consultant

ﬂ Beth Davies Experience match: 75%
Analyst

a Babak Shammas Experience match: 67%

Consultant

|Type a new message

AN COBB ®

As Daniela approves Aadi to the Team, the adaptive card refreshes back to the list view of applicants and shows Aadi’s line item as Approved. Daniela can
proceed to evaluate other applicants for the team.
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“ Search or type a command
Teams General Posts Files OneNote ® Team MBI

Pinned

Project Finder
Marketing O

Northwind Traders
Welcome to the team!

Your teams

Building Analytics Tool for Retail Cost
Hi All, Welcome to the Team. | have added useful files including pre-
General read, our workplan to help you get started. Let me know if you have
any questions.

-

Ef‘ﬂ Tailspin Toys Don't forget to say Hi to your fellow team mates and get to know each
other!

g Upcoming Events 2020
3. Daniela Mandera

General
E-Magazine A

<’ Reply
Homcoming Committee Members
Homecoming Fundraiser Aadi Kapoor
Science Fair Hi All! It's exciting to meet everyone here! Looking at the project scope, is benchmarking with industry metrics not part of the tool? | have

seen that clients love that feature. Thoughts?
6 hidden channels

Auron Buxton
Interesting idea. Do you have database of industry metrics that we can use?

ﬂ Beth Davies
1o |love it! | think it will fit well with our requirements and we have a buffer period baked in, so we can include this.

<’ Reply

Start a new conversation. Type @ to mention someone.

o

20 Join or create a team A/ & @ B e

As applicants are approved, they get automatically added to the Team created by Daniela. Daniela’s welcome note is also posted by the bot for all team
members to view. In addition, the Files tab of the General channel will contain the pre-read materials Daniela had added for team to kickoff.
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Solution Highlights — Best Practices

Key Solution Design Considerations

Platform Extension Points User Experience
* Personal Scoped App The app is defined to be predominantly personal » Proactive Messages are sent to project owner when a project they had
scoped as project discovery (consume) and posting (produce) are individual posted receive new applications.
activities. The collaboration part of the app brings applicants into one team
and encourages dialogue and knowledge sharing » 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
o Personal Tab — Both Discover and Manage Projects are available as cards sent for the same project

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

employee’s skill set. * List cards are used to show applicant names and summary information for

each project application. This also serves the purpose of collating all related
o Personal Bot — Personal bot caters to each employee’s personal information (applications to the same project) in one unit as opposed to
preferences and sends digests of new projects or applicants for posted sending a card with applicant detail for each application.
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.

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.



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
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Solution Architecture
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Document Management




Scenario Vision

Context

leverage to get moving fast.

Current State

A
A

> > > b

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.

A\ - Points of Friction

+ 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

Future State

v

v

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 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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4 Search or type a command

u Knowledge helper Chat  All Resources My Favourites

O Knowledge helper

Welcome!

Use knowledge finder to:

* Access on-demand information (assets, collateral, resources )
developed across the organization

» Contribute back to the community of useful resources that
your organization can use in their day to day activities

* Seek support on questions and opportunities from authors of
various assets

App tour Start now

|Ty[]€.‘ a new message

A ¢ © B &

As Daniela adds the Teams app, she is welcomed with a message walking her through how the app can help her find information inside the organization
and prompts her to start discovering knowledge assets
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4 Search or type a command

n Knowledge helper Chat  All Resources My Favourites

O Knowledge helper

Choose a topic

4> What's trending
See what's trending in our library with highlights of latest

additions, most downloaded assets and announcements

Look for a resource

Pitch, adoption, app templates, scenarios, success stories,
advisor, programs

Find resource

Find out all resource you need to get you prepped for customer
meeting

Look for an expert

< Back

|Type a new message

AN COBB ®

As Daniela clicks on Start now, the card refreshes to show a guided menu of options to choose from giving a controlled experience into the app’s discovery
steps. As Daniela is preparing for customer meeting, she chooses the Find resource option as guided by the app
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Knowledge helper
Find resources
How will you best describe the objective of your meeting?

Introductory pitching to the customer
Workshop to identify opportunities
Solution proposal discussion

Pricing and contract negotiations

Show how Contoso has driven transformation for similar customers
Which among the following best describes your audience?
Choose an option
. CXo
Business Heads

Staff Employee

Type ot engagement

Choose an option

A task module opens up asking further information from Daniela on the kind of audience she expects to be present during the meeting.
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Knowledge helper
Find resources

How will you best describe the objective of your meeting?

Introductory pitching to the customer

Workshop to identify opportunities

Solution proposal discussion

Pricing and contract negotiations

Show how Contoso has driven transformation for similar customers
Which among the following best describes your audience?

CXO

Which industry does the customer belong to?
Choose an option
Automotive

BFSI

Consumer Goods
Government

Energy

Daniela also mentions the industry in which her customer operates. This will fine tune the search results and surface only assets relevant to the customer’s
industry
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E Knowledge helper
Find resources
How will you best describe the objective of your meeting?

Introductory pitching to the customer
Workshop to identify opportunities
Solution proposal discussion

Pricing and contract negotiations

Show how Contoso has driven transformation for similar customers

Which among the following best describes your audience?

CXO

Which industry does the customer belong to?

Consumer Goods

Type of engagement

Choose an option
Strategy - Product / Market Launch
Outsourcing

Strategic Cost Reduction

M&A

In order to further make the assets relevant to Daniela’s meeting, the app also asks Daniela to
discussion in the meeting.

provide input on the type of engagement / topic of
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Knowledge helper
Find resources
How will you best describe the objective of your meeting?
Introductory pitching to the customer
Workshop to identify opportunities
Solution proposal discussion
Pricing and contract negotiations
Show how Contoso has driven transformation for similar customers

Which among the following best describes your audience?

CXO

Which industry does the customer belong to?

Consumer Goods

Type of engagement

Strategic Cost Reduction

Get me resources

After Daniela inputs parameters about her upcoming customer meeting, she asks the app to search and find resources relevant to her cause. This ensures
that Daniela would never have to know the names or types of assets available in the organization. The app takes care of finding the right asset.
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4 Search or type a command

u Knowledge helper Chat  All Resources My Favourites

(y Find resource
Find out all resource you need to get you prepped for customer
meeting

M Look for an expert

< Back

o Knowledge helper

Relevant Assets

Found the following 8 assets based on your meeting requirements

Proposals
(\4ia! Pitching Master deck for Cost Strategies
N W\ This deck covers frameworks and references to analyze cost.

Business case for SCR engagement
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do

1™

‘ Video Series: How to effectively analyse cost structure

‘

g i Case Study: How Customer X saved $87M over 2 years

Series of videos explaining specific platform functionality

1 May 2(

View all

|Type a new message

AN COBB ®

Since the app also constantly learns from interactions with other users who search on similar topics, and always knows the updated asset information,
Knowledge Helper provides its users access to the right, relevant and latest knowledge information
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4 Search or type a command

u Knowledge helper Chat  All Resources My Favourites

g‘ Video Series: How to effectively analyse cost structure

Series of videos explaining specific platform functionality
1 May 2(

stories

] Case Study: How Customer X saved $87M over 2 years
A case study of how Contoso helped drive strategic cost reducti

View all

Knowledge helper

TEORE S
Soa:

PROPOSALS
Video Series: How to effectively analyse cost structure

Series of videos explaining specific platform functionality eiusmod
tempor incididunt ut labore et dolore magna aliqua..

< Delivered by Kadiji Bell

Watch video Share feedback

|Type a new message

A ¢ OB @&

Daniela clicks on one of the assets sent across as a list. As she clicks, the app sends a detailed card of the specific asset with an option to consume the
information right within Teams
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n Knowledge helper
Find resources

PROPOSALS

Video Series: How to effectively analyse cost structure
Series of videos explaining specific platform functionality eiusmod tempor incidid..

< Delivered by Kadiji Bell

0 Comments

e‘. Post a new comment

As Daniela clicks on Watch video, it opens a task module with the video embedded. In addition, Daniela is able to post comments on the asset and
consume comments from others in her organization.




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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Search or type a command

u Knowledge helper Chat  All Resources My Favourites

-

PROPOSALS
Video Series: How to effectively analyse cost structure
Series of videos explaining specific platform functionality eiusmod
tempor incididunt ut labore et dolore magna aliqua..

< Delivered by Kadiji Bell

Watch video Share feedback

Knowledge helper

PROPOSALS
Pitching Master deck for Cost Strategies

This deck covers frameworks and references to analyze cost
structure in an organization...

View resource Share feedback Contact author

|Type a new message

AN COBB ®

For each asset that the app surfaces to end user, it provides an option for users to share their feedback directly with author of these assets. This helps
make sure the content is relevant, accurate and is always expanding.



Professional Services — Knowledge Helper

4 Search or type a command

n Knowledge helper Chat  All Resources My Favourites

& Delivered by Kadiji Bell

Watch video Share feedback

Knowledge helper

PROPOSALS
Pitching Master deck for Cost Strategies

This deck covers frameworks and references to analyze cost
structure in an organization...

View resource Share feedback Contact author

Share feedback

C‘)"CCl m

|Type a new message

AN COBB ®

Daniela clicks on Share Feedback option on the asset to submit her feedback. It opens up a simple text box that Daniela can use to enter her learnings

from customer meeting.
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4 Search or type a command

u Knowledge helper Chat  All Resources My Favourites

- UCHVEITU WYy Raujl Uc

Watch video Share feedback

Knowledge helper

PROPOSALS
Pitching Master deck for Cost Strategies

This deck covers frameworks and references to analyze cost
structure in an organization...

View resource Share feedback Contact author

Share feedback

Hey this is very useful content. One thing | would add to this is a
case study example for each of the frameworks being
implemented. That would complete this deck and help get the

message across

Cn“(OI m

|Type a new message

AN COBB ®

Daniela suggests that adding relevant case studies to the content would make this asset all the more impactful. Alternatively, Daniela could also contact
the author directly (1:1 chat) to discuss any queries or clarifications and provide feedback.
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4 Search or type a command

u Knowledge helper Chat  All Resources My Favourites

Al TG

PROPOSALS
Video Series: How to effectively analyse cost structure

Series of videos explaining specific platform functionality eiusmod
tempor incididunt ut labore et dolore magna aliqua..

< Delivered by Kadiji Bell

Watch video Share feedback

Knowledge helper

PROPOSALS
Pitching Master deck for Cost Strategies

This deck covers frameworks and references to analyze cost
structure in an organization...

Feedback captured successfully. Thanks!

View resource Share feedback Contact author

|Type a new message

AN COBB ®

As Daniela submits her feedback, the card refreshes to acknowledge the submission. The author of the asset gets notification and he/she can act on the
feedback



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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Search or type a command

u Knowledge helper Chat  All Resources My Favourites

PROPOSALS
Video Series: How to effectively analyse cost structure

Series of videos explaining specific platform functionality eiusmod
tempor incididunt ut labore et dolore magna aliqua..

< Delivered by Kadiji Bell

Watch video Share feedback

Knowledge helper

n Knowledge helper

Search
All Documents Videos Tools

Business Model Transformation - Projects in..
Brief about various projects that are currently.

Human Resource - Span & Layers Engageme..
Template on kickstarting spans & layers anal

Bot Framework - Frequently Asked Questions
Answers to some frequently asked questions

Business case for outsourcing - Template
Excel template covering business case model

Type

A ¢ OB & FE

The app also presents the user with a Messaging extension that users can use to search for assets, share it in their Teams, 1:1 or group chats. In addition,
the messaging extension also allows user to submit new assets to the knowledge base.
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B Knowledge helper
Find resources
Title

Add a title

Description

Add description

Proposed category

Choose here

Industry

Choose here

Tags

Add tags here...Extag1;tag2;tag3
Attach file

Browse files on your device

On clicking '+" in the messaging extension, a task module opens up with a form for Daniela to fill. This contains information and metadata for the asset
she intends to submit.
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B Knowledge helper
Find resources
Digital Transformation for large retail client

Description

Won a 2 year engagement with this proposal for transforming digitally the current
customer channel for a large retail client.The client has been facing problems in
merging their digital channel with their current brick and mortar outlets...

Proposed category

Proposal

Industry

Consumer Goods

Tags
Business Model x W Digital Transformation x

Add tags here...Exitag1;tag2;tag3
Attach file

Browse files on your device

FMCG_Channel Transformation Strategy_Proposal.pptx
349 KB X

Daniela fills in the title and brief description of the asset she wants to socialize with her organization. She also mentions useful metadata that will enable
users to accurately search and find this resource. After uploading the asset file, Daniela clicks on Submit.
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Search or type a command

u Knowledge helper Chat  All Resources My Favourites

CUSTOMER STORIES
Case Study: How Customer X saved $87M over 2 years

A case study of how Contoso helped drive strategic cost reduction
at an FMCG client to achieve incredible cost savings...

View resource Share feedback Contact author

e Knowledge helper

Your document is submitted for review Awaiting Review

Title: Digital Transformation for large retail client

Tags: Proposal, Business Model, Digital Transformation

Description

Won a 2 year engagement with this proposal for transforming digitally

the current customer channel for a large retail client.The client has been
facing problems in merging their digital channel with their current brick
and mortar outlets

Edit Cancel

Type a new message

A ¢ OB & FE

The asset gets submitted for review by a central knowledge base management authority. Daniela gets an acknowledgement that her asset is awaiting
review and she has the option to edit or cancel her submission.
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Search or type a command

u Knowledge helper Chat  All Resources My Favourites

View resource Share feedback Contact author

o Knowledge helper

Your document is submitted for review

Title: Digital Transformation for large retail client

Tags: Proposal, Business Model, Digital Transformation

Description

Won a 2 year engagement with this proposal for transforming digitally the
current customer channel for a large retail client.The client has been facing
problems in merging their digital channel with their current brick and mortar
outlets

Remarks

We have made some comments on the file you had submitted. Can you
re-submit this document with the comments addressed?

Cancel

Type a new message

A COBD ®BE -

During the review process, any queries or feedback from the reviewing authority gets sent to Daniela directly via the personal bot. Daniela chooses to edit
her asset and resubmit
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Search or type a command

u Knowledge helper Chat  All Resources My Favourites

O Knowledge helper

Your document is submitted for review Approved

Title: Digital Transformation for large retail client

Tags: Proposal, Business Model, Digital Transformation

Description

Won a 2 year engagement with this proposal for transforming digitally the
current customer channel for a large retail client.The client has been facing
problems in merging their digital channel with their current brick and mortar
outlets

Remarks

Your resource has been uploaded in our repository. Thanks for your
contribution in making our Knowledge repo bigger and better

We have made some comments on the file you had submitted. Can you
re-submit this document with the comments addressed?

View resource

Type a new message

A COBD ®BE -

After review is complete, the asset gets uploaded to the knowledge base successfully. Daniela is kept in the loop in all stages of this process with real-time
updates on progress
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Solution Highlights — Best Practices

Key Solution Design Considerations

Platform Extension Points

» 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.

User Experience

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.



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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