
Internal Meeting Minutes 2 
 
Date & Time: 28 August 2018, 4:00 PM - 6:00 PM 
Venue: SMU Library Project Room 5.4 
Attendees: Aloysius, Anthony, Ozzy, Samantha, Yi Fang, Eng Teck 
 
 

S/N Item Actions 

1 Review Delegated Tasks from Previous Meeting 
 
Tasks to be done by 28 Aug 
 

1. Emailing Prof Ben on the assignment of supervisor 
2. Set up Wiki Page 
3. Propose version control for software development (GITHUB) 
4. Liaising with Docusign 
5. Try out Docusign Sandbox at 

https://www.docusign.com/products-and-pricing/api-plans-b 
 

6. Research on server price plan (AWS, IBM Bluemix, Azure, etc) 
 

 
 
 
 
1,2,3,4,6 
completed. 
 
5 pending 

2 Go through the requirement gathering materials from Jun Ji  
1. Excel Sheet 
2. Hardcopy Reports (Surveyors, Bunkers, Suppliers) 

 
Things to clarify 

1. The order of forms to be filled up 
2. The access rights of the users to modules  
3. Is the document locked after signing and stamping the stamp at 

the surveyor level? 
4. Attributes to be stored at each step of the process 
5. The excel formula 
6. How to calculate market price  
7. Does he need to keep track of customer data 
8. How Jun Ji measures efficiency,  KPIs, success of the project 

 
Documents to get from Jun Ji 

1. Sample document with 5 rows of dummy data including field 
names for the customers 

2. Screen recording of surveyor using the excel 
 
 
Client approaches Lighthouse Marine and requests for surveyors. 
Lighthouse Marine acts a neutral party between the suppliers and the 

- 

https://www.docusign.com/products-and-pricing/api-plans-b


clients to provide surveying services.  
 
Aloysius suggested to include a function to allow the user to upload a 
image of their stamp and signature upon registration on the web 
application. The co-signing with 2 different parties is supported by 
Docusign. 
 
Take a photograph of own signature and stamp using smart phone and 
transfer the photograph to machine using USB cable. 
 
Use upload function to upload the signature image when checks are 
completed and the form is ready to be signed by authorised personnels.  
 

3 Things to do 
 

1. Check with Bluehost with regards to their web hosting services 
2. Make a field trip down the port to observe and understand their 

business process on a Friday (arrange with Jun Ji) 
3. Assign a section for each member to work on 2 page proposal 

 

Proposed Timeline 
 
Phase 1: Front End (Digitalise hard copy forms) 
Phase 2: Usability Testing + Improvement 
Phase 3: Backend Development 
Phase 4: Usability Testing + Improvement 
Phase 5: User Acceptance Testing 
 

 

  
Messaging Template 
 
Hi Jun Ji, 
 
Following up the meeting last Friday, we had an internal discussion to 
understand the information and looked through the documents. We would 
like to request for the following documents from your side: 
 

1. Sample document with 5 rows of dummy data including field 
names for the customers 

2. Screen recording of surveyor using the excel 
 
Also, can we have another meeting this Friday to clarify on the business 
workflow (i.e. order of documents that are required to be filled up by 
different stakeholders, access rights of the users to modules)? 
 

 
 



Looking forward to hearing from you soon. 
 
Thank you. 
 
 

 
 
Prepared by: Yi Fang 
Vetted by: Aloysius 


