
User Acceptance Test 3: Admin 
 
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 20 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: Admin  

Scenario 1: 

 

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 1: Adding new user account for the incoming employee and removing user 

account of employee who are leaving CPAS. 

 

a) Login using the admin account with the following details:  

 

Username UT3Admin@cpas.org.sg 

Password password 

 

b) Click on “Admin Control” on the top right corner and select “Manage Users” under 

Account Management. Proceed to add the following user under the “Add User” tab. 

 

Name Larry Hong 

Email larryHong 

Department Marketing 

Designation Marketing Executive 

Role Employee 

 

Expected Result The message “User added successfully.” should be displayed. 

Actual Result  

 

c) Click on the tab “View Users”. 

 

Expected Result Larry Hong is in the list of users. 

Actual Result  

 

  



d) Note that Paul Wong is in the list of users. Click on “View Users” tab choose Paul 

Wong & click trash bin symbol to remove this user.  

 

 

Expected Result A message “Are you sure you want to delete this Record?” will be displayed 
and click "Yes". A message "User removed successfully." Will be displayed. 

Actual Result  

 

e) Click on “View Users” tab. 

 

Expected Result Paul Wong is no longer in the list of users. 

Actual Result  

 

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

If yes, please explain briefly why: 

  

 

 

 

Scenario 2: 

Before the new employee onboarding process start, you want to send out a Welcome Email 

for the employee before their 1st day at work. 

 

Task 2: Send Welcome Email to new Employee. 

a) Click on “Admin Control” at the top right-hand corner and select “Send Template 

Email” under Account Management.  

b) Click on the Welcome Icon and fill in the fields with the following details.  

 

Email <Use an existing email address which you have access to, such as 
your personal email address> 
Eg. mayTan@hotmail.com  

Fullname Larry Hong 

Date of Reporting 
(DD/MM/YYYY) : 

01/12/2018 

Time of Reporting (HH:MM) 08:00 

 

 

Expected Result A message “Welcome email successfully sent to <the email address you 
specifed>!” will be displayed and you should be able to receive an email in your 

mailbox. 

mailto:mayTan@hotmail.com


Actual Result  

 

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

If yes, please explain briefly why: 

  

 

 

 
 

Scenario 3: 

With the recent restructuring of the organization, some of the employees got promoted. You 

will have to update the employee information accordingly. 

 

Task 3: Update Employee Designation 

 

a) Click on “View Users” tab and click on the “Edit” button for the following employee 

with the details below. 

 

Name of Employee Larry Hong 

Designation Senior Marketing Executive 

 

b) Click on “Save Changes” after editing the designation of the employee. 

 

Expected Result A message “User's information updated.” will be displayed and from the table, 

you can see the Designation of the user is updated. 

Actual Result  
 

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

If yes, please explain briefly why: 

 

 

 

 
 

Scenario 4: 

 

There will be a Water Pipe Fixing this upcoming week and you will like to inform the 

employees on it through an announcement. 

 

Task 4: Add a new Announcement. 

 

a) Click on “Announcement” tab in the navigation bar. Click on the “New “button and 

add the following announcement details below. 



 

Title Water Pipe Fixing 

Content There will be a Water Pipe Fixing in the Toilet at Level 2. Please refrain from using the 
toilets there from 2PM to 4PM. Thank you 

 

b) Click on “Post Announcement” once you have filled up the details. 

 

Expected Result A message “Announcement has been uploaded.” will be displayed. The 
announcement ‘Water Pipe Fixing’ is seen newly added at the top of the list of 

announcements. 

Actual Result   

 

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

If yes, please explain briefly why: 

  

 

 

 
 

Scenario 5: 

 

You realised you made a mistake in the time for the maintenance works and need to edit the 

announcement. 

 

Task 5: Edit announcement details. 

 

a) Click on “Edit” button for the Water Pipe Fixing you just posted and change the 

timing to 3PM to 6PM. 

Expected Result A message “Changes have been saved.” will be displayed and the changes are 
reflected in the announcement. 

Actual Result  

 

 

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

If yes, please explain briefly why: 

 

 

 

 

Scenario 6: 

You wish to remove old announcements from long ago.  



 

Task 6:  Remove an old announcement. 

 

a) Return to “Announcement” page and Click on “Delete” button for the 

announcement titled ‘New Employee Portal’. 

 

Expected Result A message “Announcement has been deleted.” will be displayed and the 

announcement is no longer on the list. 

Actual Result   
 

 

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

If yes, please explain briefly why: 

  

 

 

 

Scenario 7: 

Every month, there will be new events for employees to register and participate. You 

decided to post all the events details for registration. 

 

Task 7: Add a SWRC event. 

 

a) Click on “Interest Groups Activities” under “Staff Welfare Recreational Club” tab 

in the navigation bar. Click on the “New” button and add the following event. 

 

Title CPAS Fitness Day 

Description Lets take a walk! 

Date(MM/DD/YYYY) 11/20/2018 

Start Time 9 am 

End Time 12 pm 

Venue Marina Barrage 

Openings 50 

Image to upload CPAS Fitness Day.jpg 

 

Expected Result A message “Event added successfully.” will be displayed. The event 
‘CPAS Fitness Day’ is seen as a newly added event in the list of events. 

Actual Result  



 

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

If yes, please explain briefly why: 

  

 

 

 

Scenario 8: 

You realised you made a mistake in the time for the event and need to edit the details. 

 

Task 8: Edit the event details. 

 

a) Look for the Event you posted from the previous task and Click on the “Edit” button 

for it and change the start time to 8 am instead. 

 

Expected Result A message “Changes have been saved.” will be displayed and the changes are 
reflected in the event details. 

Actual Result  

 

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

If yes, please explain briefly why: 

  

 

 

 

Scenario 9: 

As there are more events that are already over, you decided to  the old events. 

 

Task 9:  Remove events that are from a long time ago. 

 

a) Return to “Interest Groups Activities” under Staff Welfare Recreational Club tab in 

the navigation bar. Click on the “” button for the event titled ‘Trip to Sentosa 

Island". 

 

Expected Result A message “Event has been deleted.” will be displayed and the event is no 

longer on the list. 

Actual Result  

 

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

If yes, please explain briefly why: 



  

 

 

 
 

Scenario 10: 

 

With the new Tree of Love implementation, you would like to check out the appreciation 

notes that were submitted.  

 

Task 10: Check out the appreciation notes submitted to Tree of Love 

 

a) Click on “Tree of Love” under the “Staff Welfare Recreational Club” tab in the 

navigation bar.  

 

Expected Result A list of appreciation notes submitted can be viewed. 

Actual Result  

 

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

If yes, please explain briefly why: 

  

 

 

 
 
This is the end of the first half of the "User Acceptance Test 3: Admin". 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: Admin". 
Before continuing, please make sure you have logged in with the following details if the 
portal log you out during your break: 
 

Username UT3Admin@cpas.org.sg 

Password password 

Scenario 11: 

To reward employees that display good acts that deserve the SPOT Recognition and 

Appreciation award, you decided to view the nominations submitted by employees. 

 

Task 11: Check out which employee has the most nominations submitted. 

 

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

 

Expected Result The “Ranking” tab will be displayed, and the table will rank the employees with the 

most entries first, in descending order.  

Actual Result  

 

 

 

b) Click on the “View All Nominations” tab to see all the entries submitted. 

 

Expected Result The table will display all the entries submitted by the employees. 

Actual Result  

 

c) Go back to the "Ranking" tab and click on the TOP employee with the most 

number of start count to see entries submitted for her.  

 

Question What is the name of the employee that has the most no. of star count? 

Answer Name:  

 

 

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

If yes, please explain briefly why: 

 

 

 

 

Scenario 12: 

 



With new employees joining CPAS, you wish to check on how the new employees are doing 

with their onboarding programme. 

 

Task 12: Check employees’ onboarding progress. 

 

a) Click on “Employees Progress” under Onboarding tab in the navigation bar. 

 

Expected Result The table will show a list of employees and their onboarding progress with the 
status either ‘completed’, ‘overdue’ or ‘in-progress’. 

Actual Result  

 

b) Click on "Filter" and select "Overdue" to see the list of employee who have overdue 

their employee on-boarding progress. 

Expected Result The table will show a list of employees who have overdue on-boarding progress. 

Actual Result  

 

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

If yes, please explain briefly why: 

  

 

 

 

Scenario 13: 

 

After employees complete their evaluation for the onboarding program, you want to check 

their evaluation for the onboarding program. 

 

Task 13: Check employees’ onboarding evaluation. 

 

a) Click on “Onboarding Evaluations” under Onboarding tab in the navigation bar 

and sort the list of evaluations by Date (earliest) 

 

Expected Result It will show a list of evaluations arranged in ascending order of Date. 

Actual Result  

 

b) Click on the First evaluation submission. 

 

Expected Result It will bring you to a page to see the full evaluation responses of the employee. 

Actual Result   

 



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

If yes, please explain briefly why: 

  

 

 

 

Scenario 14: 

 

You are required to report the summary charts of employee's evaluations forms to the higher 

management. You have decided to generate them. 

 

Task 14: Generate Onboarding Program Evaluation Chart. 

 

a) Click on “Evaluations Summary” under the “Onboarding” tab in the navigation 

bar.  

b) Select the period to display the Evaluations for onboarding program using the 

following details. 

 

From 1 September 2018 

To  30 September 2018 

 

Expected Result On the right side of the page, it should display pie charts of the different evaluation 
summary. 

Actual Result  

 

 

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

If yes, please explain briefly why: 

  

 

 

 

Scenario 15: 

 

You want to add a new document to be read by the employees for onboarding program. 

 

Task 15: Upload new PDF document for Onboarding Program. 

 

a) Click on “Admin Control” on the top right corner and select “Add Document” under 

Onboarding Management. Proceed to add the following file. 

 



Choose file CPAS Liase Organisations.pdf 

 

Expected Result A message “Document added successfully” will be displayed. 

Actual Result  

 

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

If yes, please explain briefly why: 

  

 

 

 
 

Scenario 16: 

 

Employees' feedbacks and suggestions are vital to CPAS. Hence, you want to check the 

feedback and suggestion submitted by the employees. 

 

Task 16: View feedback and suggestions submitted by the employees. 

 

a) Click on “Feedback” in the navigation bar and select filter by “All” and click on the 

“Submit” button. 

 

Expected Result The table should consist of both Feedback and Suggestion type of entries. 

Actual Result  

 

b) Filter results by “Suggestions” only. 

 

Expected Result Only suggestions type of entries are shown. 

Actual Result  

 

c) Filter results by “Feedback” only. 

 

Expected Result Only feedback type of entries are shown. 

Actual Result  

 

 

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

If yes, please explain briefly why: 

  

 



 

 

Scenario 17: 

 

After employees have attended the ED-Staff Engagement Sessions, you would like to 

consolidate and update the Points Raised and Action Plans. 

 

Task 17: Create Points Raised and Action Plan for 2020 ED-Staff Engagement Session 

 

a) Click on “ED-Staff Engagement” on the navigation bar and click on “+ New Yearly 

Engagement Session”.  

b) Fill up fields with the follow details and click on “Post Past Year Session” to create 

the session. 

 

Year 2020 

Points Raised 1. Not enough annual leave 
2. Slow Internet Connection 

 
 

Action Plans 1. Review Annual Leave policy 
2. Upgrade Internet Connectivity 

 

Expected Result A message “Past Year Session 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: 

  

 

 

 

Scenario 18: 

 

As an admin, you would like to check what changes the other admins have made. Therefore, 

you would like to take a look at the user log.  

 

Task 18: Check out the user log for activity made by other admins. 

 

a) Click on “Admin Control” on the top right-hand corner and select “Admin User Log” 

under Account Management. 

b) Look for the log that specify your previous task. 



 

 

Question Are you able to find the activity log for previous task?  

Admin → Added new Yearly Engagement Session: 2020 

Answer (circle) YES / NO 

 

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

If yes, please explain briefly why: 

 

 

 

Scenario 19: 

 

You need to create a short survey for employee to see their response on "CPAS walkathon" 

event. 

 

Task 19: Create a survey 

 

Click on “Admin Control” in the navigation bar and under the "Survey Management", click 

on "Add Survey" button. Click on "TextBox" and fill-in the following details: 

 

Survey Title  CPAS Walkathon 

Questions Give us suggestions on how to improve CPAS walkathon! 

 

Click "ADD SURVEY" button. Go to "Survey" tab in the navigation bar. 

Question Are you able to find the survey "CPAS Walkathon" survey you just created?  

Answer (circle) YES / NO 

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

If yes, please explain briefly why: 

  

 

 

Scenario 20: 

 

You need to resolve a feedback from the employee. 

 



Task 20: Resolve a feedback 

 

Click on “Admin Control” in the navigation bar and under the "Feedback Management", 

click on "View Feedback". Choose the feedback done by "Joan". Click on "Cross" button to 

resolve it. 

Expected Result A message “Feedback has been marked as resolved” will be displayed. 

Actual Result  

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

If yes, please explain briefly why: 

  

Now, Log out of the portal by clicking "Logout" button above the navigation bar. 

 

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

questionnaires by following this link: https://goo.gl/forms/8UVh9xTrwuVuGm072 

 

https://goo.gl/forms/8UVh9xTrwuVuGm072

