
User Acceptance Test 1  
 
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 sections (Employee and Admin) and a total of 18 tasks with a 
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. 

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

us for assistance. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Tasks List 
 

Section 1: 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://18.222.207.152/testweb 
 
Task 1: Login to portal and change password. 
 
Login with the following details: 
 

Username sam@cpas.org.sg 

Password password 

 
Change password to the following: 
 

New password Qwerty1! 

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 2: View announcements 
 
Click on Announcement in the navigation menu. 
 

The number of announcements listed on a page is appropriate. 

Answer Yes  /  No 
If no, how many announcements should be shown on each page? ______ 

 
  

http://18.222.207.152/testweb/


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. 

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 3: View and register for SWRC event. 
 
Click on Interest Group Activities under Staff Welfare Recreational Club in the navigation 
menu. 
 

The number of events listed on a page is appropriate. 

Answer Yes  /  No 
If no, how many events should be shown on each page? ______ 

 
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  

 
 
 
 



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: 

  

_________________________________________________________________________ 
You start on your mandatory onboarding program.  
 
Task 4: 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 5: 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: 

  

________________________________________________________________________ 
You will like to leave a feedback on the portal. 
 
Task 6: 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: 

  

_________________________________________________________________________ 
 
Task 7: Logout. 
 
Logout of the portal and login with the details below. 
 

Username sam@cpas.org.sg 

Password Qwerty1! 

 

Expected Result Able to login with newly changed password in Task 1.  

Actual Result  

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

  

_________________________________________________________________________ 
Logout of the portal.   



Section 2: Administrator  
 
There are new employees at CPAS as well as employees leaving. You login to the portal to 
add and remove the respective users from the portal.  
 
Task 8: Adding and removing users. 
 
Login with the following details: 
 

Username admin@cpas.org.sg 

Password admin123 

 
Click on Admin Control on the top right corner and select Manage Users under Account 
Management. 
 
Add the following user. 
 

Name Jane Lim  

Email janeLim 

Role employee 

 

Expected Result User added successfully. 

Actual Result  

 
Click on View Users. 
 

Expected Result Jane Lim is in the list of users. 

Actual Result  

 
Note that Anna Roberts is on the list of users. Click on Remove User to remove Anna 
Roberts. 
 

Name Anna Roberts  

Email annaRoberts@cpas.org.sg 

 

Expected Result User removed successfully. 

Actual Result  



Click on View Users. 
 

Expected Result Anna Roberts is no longer in the list of users. 

Actual Result  

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

  

_______________________________________________________________________ 
You’ll like to update the employees on a system maintenance downtime happening through 
an announcement. 
 
Task 9: Add announcement. 
 
Click on Announcement in the navigation menu. Click on New and add the following 
announcement. 
 

Title System downtime 

Content There will be a system downtime of half an hour due to maintenance 
happening on 1st September 2018, from 12pm to 12:30pm. 

 

Expected Result “Announcement has been uploaded.” Announcement ‘System 
Downtime’ is seen newly added at the top of the list of 
announcements. 

Actual Result  

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

  

_________________________________________________________________________ 
You realised you made a mistake in the time for the maintenance works and need to edit the 
announcement. 
 
Task 10: Edit announcement. 
 
Click on Edit for the System Downtime you just posted and change the timing to 1pm to 
1:30pm. 

Expected Result “Changes have been saved.” and the changes are reflected in the 
announcement. 



Actual Result  

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

  

_________________________________________________________________________ 
You decide to clear the old announcements. 
 
Task 11: Delete announcement. 
 
Return to Announcement. Click on Delete for the announcement titled ‘Phishing Mail’. 
 

Expected Result “Announcement has been deleted.” and the announcement is no 
longer on the list. 

Actual Result  

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

  

_________________________________________________________________________ 
You’ll like to update the employees on a system maintenance downtime happening through 
an announcement. 
 
Task 12: Add SWRC event. 
 
Click on Interest Groups Activities under Staff Welfare Recreational Club in the navigation 
menu. Click on New and add the following event. 
 

Title CPAS Walkaton 

Description Come join our annual walkaton! 

Date 10/10/2018 

Start Time 9 am 

End Time 12 pm 

Venue East Coast Park 

Openings 100 

Image to upload CPAS Walkaton.jpg 

 



Expected Result “Event added successfully.” The event ‘CPAS Walkaton’ is seen 
newly added at the top of the list of events. 

Actual Result  

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

  

________________________________________________________________________ 
You realised you made a mistake in the time for the event and need to edit the details. 
 
Task 13: Edit event. 
 
Click on Edit for the System Downtime you just posted and change the start time to 8 am. 
 

Expected Result “Changes have been saved.” and the changes are reflected in the 
event details. 

Actual Result  

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

  

_________________________________________________________________________ 
You decide to clear the old events. 
 
Task 14: Delete event. 
 
Return to Interest Groups Activities. Click on Delete for the event titled ‘CPAS Charity 
Dinner 2017l’. 
 

Expected Result “Event has been deleted.” and the event is no longer on the list. 

Actual Result  

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

  

_________________________________________________________________________
You want to check on how the new employes are doing with their onboarding. 
 
Task 15A: Check employees’ onboarding progress. 
 



Click on Employees Progress under Onboarding in the navigation menu. 
 

Expected Result A list of employees and their onboarding progress with the status 
either ‘completed’, ‘overdue’ or ‘in-progress’. 

Actual Result  

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

  

_________________________________________________________________________ 
You want to know what are the employees’ thoughts on the onboarding program. 
 
Task 15B: Check employees’ onboarding evaluation. 
 
Click on Onboarding Evaluations under Onboarding in the navigation menu. 
 
Sort the list of evaluations by Date (earliest) 
 

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

Actual Result  

 
Click on the first evaluation submission. 
 

Expected Result Redirected to see the full evaluation responses. 

Actual Result  

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

  

________________________________________________________________________ 
You want to rearrange the order of the documents to put higher priority on the evacuation 
plan. 
 
Task 16: Rearrange document. 
 
Set the position for CPAS Emergency Organisation Chart as 10 and CPAS Fire 
Emergency Plan Revised 10 April 2018 as 9. 
 

Expected Result “Order successfully updated” and CPAS Emergency Organisation 
Chart is now above CPAS Fire Emergency Plan. 



Actual Result  

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

  

_________________________________________________________________________ 
You want to add a new document to be read by the employees for onboarding. 
 
Task 17: Add document. 
 
Click on Admin Control on the top right corner and select Add Document under 
Onboarding Management. Add the following file. 
 

Updating existing file? No 

If yes, existing file to 
update: 

nil 

Choose file Evacuation plan.pdf 

 

Expected Result Document added successfully 

Actual Result  

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

  

_________________________________________________________________________ 
You want to see if anyone has left any feedback. 
 
Task 18: View feedback and suggestions. 
 
Click on Feedback in the navigation menu.  
 
Filter results by Feedback. 
 

Expected Result Only feedback are shown. 

Actual Result  

 
Filter results by Suggestions. 
 



Expected Result Only suggestions are shown. 

Actual Result  

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

  

 
End of tasks.  

 
 

Please click the following link for the post-UAT questionnaires. 
https://goo.gl/forms/OlwxcjnplARL4oUv1 
 
 

https://goo.gl/forms/OlwxcjnplARL4oUv1

