
User Acceptance Test 3: Employee 
 
Dear Sir/Mdm, 
 
Thank you for taking the time to complete a User Acceptance Test for CPAS Employee 
Engagement Portal. 

 
Instructions: 
 

1. Note: This is not the FINAL product. 

 
2. This User Acceptance Test is meant to help us test the existing functions as well as 

evaluate the ease of use and the application design.  

 
3. As such, please provide us with as much feedback based on your experience. The 

entire testing should take around 30 minutes. 

 
4. The test consists of 2 parts with a total of 16 tasks and a link to the POST-UAT 

Questionnaire.  
a. Should there be NO differences between actual results and expected results, 

indicate Pass in Actual Result. 
b. Should there be some differences, document what is the output you see on 

the screen in Actual Result. 

 
5. Please complete the task in order to ensure a better understanding and flow. You 

may take a break or choose to continue after finishing the first half.  

 
6. Should you be unsure of the task instructions given, do not hesitate to contact any of 

us for assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



List of tasks: Employee  

 
You’re a new employee at CPAS and you just received your login credentials with the default 
password as password. You login to the portal for the first time and change your password.  
 
Portal URL: http://34.218.239.243/cpasportal/ 
Task 1: Login to portal  
 
Login with the following details: 
 

Username sam@cpas.org.sg 

Password password 

 
Task 2: Change password. 
 
Change password to the following: 
 

New password Password1! 

Expected Result Password has been updated. 

Actual Result  

 
Did you face any difficulties in carrying out this task? Yes / No 
If yes, please explain briefly why: 

  

_______________________________________________________________________ 
After changing password, you decide to keep yourself updated with the announcements. 
 
Task 3: View announcements 
 
Click on Announcement in the navigation menu. 

Expected Result Redirected to the page where the list of announcements are displayed. 

Actual Result  

 
Sort the list of announcements by Date (earliest) 
 

Expected Result List of announcements arranged in ascending order of 
Date. 

Actual Result  

 
Click on the first announcement. 
 

Expected Result Redirected to see the full announcement. 

http://34.218.239.243/cpasportal/


Actual Result  

 
Did you face any difficulties in carrying out this task? Yes / No 
If yes, please explain briefly why: 

  

_________________________________________________________________________ 
After viewing the announcements, you found out about upcoming interest group events and 
decide to sign up for one. 
 
Task 4: View SWRC event. 
 
Click on Interest Group Activities under Staff Welfare Recreational Club in the navigation 
menu. 

Expected Result Redirected to the page where the events are 
displayed. 

Actual Result  

 
Sort the list of events by Date (earliest) 
 

Expected Result List of events arranged in ascending order of Date. 

Actual Result  

 
Filter the list of events by With Available Slots 
 

Expected Result Shows list of events not fully registered, with available slots only. 

Actual Result  

 
Task 5: Register for SWRC event. 
Click on the first event. 

Expected Result Redirected to see the full details of the event. 

Actual Result  

 
Click on Register. 
 

Expected Result Name and Interest Group Activity should be 
autofilled.  

Actual Result  

 
Fill in Finance as department and click on Register. 
 



Expected Result You have been registered.  

Actual Result  

 
Did you face any difficulties in carrying out this task? Yes / No 
If yes, please explain briefly why: 

  

_________________________________________________________________________ 
Now, you want to see the registration is recorded.  

 
Task 6: View all events you have registered for. 

 

Click on “My Registered Events” on the top right hand corner of the page. 

 

Expected Result You should be able see all the event details for those you have registered for. 

Actual Result  

 

Did you face any difficulties in carrying out this task (circle)? Yes / No 

If yes, please explain briefly why: 

 

 

 
 
Task 7: View onboarding documents. 
 
Click on My Progress under Onboarding in the navigation menu. 
 

Expected 
Result 

“0 out of 10 completed.” Progress is at 0% with nothing checked in the 
checklist.  

Actual Result  

 
Click on the Welcome Message by Acting ED. 
 

Expected Result Welcome Message by Acting ED is shown.  

Actual Result  

 
Return to My Progress. 
 

Expected 
Result 

“1 out of 10 completed.” Progress is at 10% with Welcome Message by 
Acting ED checked in the checklist.  

Actual Result  



 
Did you face any difficulties in carrying out this task? Yes / No 
If yes, please explain briefly why: 

  

_________________________________________________________________________ 
You have completed your onboarding progress and will now complete the evaluation form on 
the onboarding program.  
 
Task 8: Submit onboarding evaluation. 
 
Click on Evaluation Form under Onboarding in the navigation menu. Fill up the evaluation 
form and submit. 
 

Expected Result “Your responses have been captured. Thank you.” 

Actual Result  

 
Did you face any difficulties in carrying out this task? Yes / No 
If yes, please explain briefly why: 

  

________________________________________________________________________ 

 
This is the end of the first half of the "User Acceptance Test 3: Employee". Before continuing 
on the second half of the test, you may take a break or you may choose to continue. 
 
  



 

Welcome back, please continue on the second half of the "User Acceptance Test 3: 
Employee". Before continuing, please make sure you have logged in with the following 
details if the portal log you out during your break: 

 

Username sam@cpas.org.sg 

Password Password1! 

 
 
Task 9: Leave a feedback. 
 
Click on Feedback in the navigation menu. Submit a feedback with the details below. 
 

Name Sam 

Designation/Department Manager, Finance 

Email sam@cpas.org.sg 

Type feedback 

Please provide more details*: Documents could be more organised. 

 
Did you face any difficulties in carrying out this task? Yes / No 
If yes, please explain briefly why: 

  

_________________________________________________________________________ 
After leaving feedback, you decided to nominate 'Bob Smith' for an award. 
 
Task 10: Submit a Nomination for Awards.  

 

a) Click on “Awards” under Staff Welfare Recreational Club tab in the navigation bar 

and submit a nomination with the details below. 

 

Select User Bob Smith 

Reason(s) Displayed CPAS Mission and Values 

 

b) Click on “Post Nomination” after you have filled up the details. 

 

Expected Result A message “Nomination has been added” will be displayed. 

Actual Result  

 

Did you face any difficulties in carrying out this task(circle)? Yes / No 

If yes, please explain briefly why: 



 

 

Task 11: View Top Nominees and their nominations submitted by other employees. 

 

a) Click on “Award” under Staff Welfare Recreational Club tab in the navigation bar and 

look for the Top Nominee for the month. 

 

Question Who is the TOP Nominee for this month and how many nominations were 
submitted for the person? 

Answer Name of Employee: ________________ 
No. of nominations submitted(Number below the name): _______________ 

 

b) Click on the employee name from Task 8(a) and view the testimonies submitted  

 

Expected Result The page will display all the nominations  submitted for the person 

Actual Result  

 

Question What is the first Nominations for the above employee you have viewed? 

Answer Nominations: 
 
  
Submitted by: 

 

Did you face any difficulties in carrying out this task (circle)? Yes / No 

If yes, please explain briefly why: 

 

 

 
After the nomination, you also decided to post an appreciation note for 'Bob Smith.' 
 

Task 12: View an appreciation note on Tree of Love 

 

Click on “Tree of Love” under “Staff Welfare Recreational Club” tab in the navigation bar 

and submit an appreciation note with the details below. 

 

Select User Bob Smith 

Title Helpful and kind colleague! 

Message Bob have been helping me out when I fell sick and was away from office. Thank 
you so much!!  

 

Task 13: View an appreciation note on Tree of Love 



a) Click on “Post Note” to submit your entry. 

 

Expected Result A message “Note has been added”. will be displayed. 

Actual Result  

 

b) Hover over a note on the tree to view appreciation notes submitted by others. 

 

Expected Result It pop-up will display the note. 

Actual Result  

 

Did you face any difficulties in carrying out this task(circle)? Yes / No 

If yes, please explain briefly why: 

 

 

 

 

 
You have decided to check out the engagement sessions now. 
 
Task 14: View the ED-Staff Engagement Session details  

 

Click on “ED-Staff Engagement” tab on the navigation bar. Look for the First ED-Staff 

Engagement Session and Click on the “Engagement Session No.” and view the details. 

 

Expected Result You should be able see the full details of the discussion for that session, 
including Points Raised & Action Plans. 

Actual Result  

 

Question What are the details of the ED-Staff Engagement Session? 

Answer Engagement Session no.: ____ 
What is one of the Point raised:   
 
What is one of the Action Plans:  

 

Did you face any difficulties in carrying out this task(circle)? Yes / No 

If yes, please explain briefly why: 

 

 

 



You have decided to take the survey of the event "CPAS BYOL Event" held recently. 

 

Task 15: Fill in a survey. 

 

Click on "Survey" in the navigation bar. Choose the survey titled as "CPAS BYOL 

Event" Survey" and fill-in the following details and click Submit" 

Rate the "CPAS BYOL Event" success 
1. Not Successful  
2. Neutral  
3. Successful 

<choose 1,2 or 3> 
Eg. 2 

Any suggestion for the event? The event duration should be longer. 

 

Did you face any difficulties in carrying out this task (circle)? Yes / No 

If yes, please explain briefly why: 

 

 

 
Task 16: Logout of the account and login with new password. 

 

Logout of the portal and login with the details below. 

 

Username <Your CPAS email Address you used in Task 1(a)> 
Eg. sam@cpas.org.sg 

Password Password1! <The password you have changed in Task 1 (a).> 

 

Expected Result You should be able to login with newly changed password in Task 1 (a).  

Actual Result  

 

Did you face any difficulties in carrying out this task(circle)? Yes / No 

If yes, please explain briefly why: 

 

 

 

Logout of the portal. 

 

Congratulations and thank you. You have finished the testing. Please help us do the post 

questionnaires by following this link: https://goo.gl/forms/7TZ6ZzeJNyiqnEG72 

http://localhost:8084/cpasportal/survey?id=%20%22CPAS%20BYOL%20Event%22%20Survey
http://localhost:8084/cpasportal/survey?id=%20%22CPAS%20BYOL%20Event%22%20Survey
https://goo.gl/forms/7TZ6ZzeJNyiqnEG72

