
Internal meeting minutes #33 

 

Date 21th Nov 2017 

Time 0930 – 1130 

Mode & Venue Physical, Singapore Management University, Lib GSR 4-7 

Attendees Wen li, Xin Yi, Alicia, Ling Wei, Ryan, Timothy 

Agenda - Preparation for final presentation 

Meeting 
minutes 

- Made changes to slides based on supervisor comment 

- Run through demo scripts and video 

- Dry run through presentation once 

- Team will be meeting on 22th November 2017 noon to rehearse 

again 

To-do-list - Everyone to rehearse for presentation on their own 

 

The meeting was adjourned at 1130. These minutes will be circulated and adopted if there 

are no amendments in the next day.  

 

Prepared by 

Au Ling Wei 

 

Vetted and edited by 

Tay Wen Li 

  



DEMO preparation 
 
Logistics: 
Prep a facility for later (for prompt - Extend) < change to video (remind and extend) 
Remove passcode and deactivate silent mode 
Dashy 
 

App Demo 
EvBot 
-Create event on WP 
-Link 
-Invite 
-Broadcast 
-Add Qn 
 
FaBot 
-FaBot Search facility (webview) 
-FaBot Booking 
← fast forward to event day → 
EvBot 
- Write ID on whiteboard 
-Check-in prompt 
-Participants check-in 
FaBot 
-Extend booking (prompt + extend) 
 
← fast forward end of event → 
EvBot 
-Close event 
-Send survey 
-Send reminder 
-Event report (log in Dashy) 
 
Dashy  
-Engagement rank (filter by dates) 
-Export Excel 
-Top contributor of an agency  
-Comment Growth and post growth fixed only can see the value 
 

 

 

 

Script [ Total Time: 15 minutes ] 
Characters: 
 

Raizan from MOE 
• is a new workplace manager who is going to conduct an event, [event name] 
• In charge of driving engagement rate in workplace 

 



EvBot/ FaBot  

Narrator Alicia  

* Add roleplay skit persona slides 
 

ACT I: EvBot & FaBot [5.5 minutes] 
Narrator: 

Raizan is a workplace manager who needs to plan for his upcoming event – ???. He 
starts off by creating an Event on Workplace. 

 

Raizan: 
All right! Let me plan for this year’s ???. 

 

[CREATE WORKPLACE EVENT AND INVITE PARTICIPANTS] 
 

EvBot: 
Hey! I notice you've just created the event: ??. Link the event with me and I’ll 

manage it for you! 
 

Raizan:   
Oh hi evbot. Link my event for me! 

 

[RAIZAN CLICK LINK] 

EvBot: 
??? has been linked! I am now tracking your event’s attendance. Participants can 

check-in to your event with the code: _____ Case sensitive!! 
A post-event survey has also been created for this event. You may add a question 

here: 
 

Raizan: 
Let me make an announcement before adding questions to my survey. 

 

[CLICKS MAKES ANNOUNCEMENT] 
 

Raizan: 
“Hi all, I’ve invited you to the ??? event. Please RSVP, thank you!” 

Hmm, send to ???! 
[CHOOSE EVENT] 

EvBot: 
Your message has been announced to all invited participants in ???. 

 

Narrator: 
At this moment, all participants should have received the broadcasted message. 

Please check your phones now. 
 

Raizan: 



Let’s add some questions to the event to gather feedback from my participants 

 

[CLICKS MAIN MENU QUICK REPLY] 
[NAVIGATE TO ADD QUESTION, CLICK] 

 

Raizan: 
Let’s add a MCQ question… “I liked the ???!” 

Strongly Agree, Agree, Neutral, Disagree, Strongly Disagree 

 

Raizan: 
Add to ???. Confirm! 

 

Raizan: 
Let’s add another one.. 

 

Raizan: 
Let’s add an open-ended question this time: “Any recommendation for next year’s 

??? ?” 
Add to ??? , and confirm! 
No, I think that’s enough! 

 

Raizan: 
I think I’m all set! Oh wait, I need a room for the event as well.   

Narrator: 
Raizan searched FaBot for his facility booking. He uses search facility in FaBot. 

FaBot: 
Which date would you like to search available facilities? 

 

Raizan: 
24/11/2017 

FaBot: 
What time do you want to search from? 

2pm to 3pm 

 

Raizan: 
I think I’m all set! Oh wait, I need a room for the event as well.   

FaBot: 
15 

Narrator: 
FaBot returns a list of available Facilities. He then selects and confirm his facility 

booking. He view his bookings to confirm (webview) 
                  

Raizan: 
Alright, I’m all set!  

ACT II: Event Day [3 minutes] 
 

Narrator: 
Fast-forward to event day.. 30mins before the event, Raizan receives a reminder 

from FaBot *play video 

 



Raizan: 
Hi everyone! Welcome to ???! Before we begin, please check-in for the event to 

prove your attendance. Please whip out your phones or laptop. Give me a minute 
while I send you the prompt on workchat. 

You may check-in with the ID: _____ (Write on whiteboard) 
 

[WAIT FOR ALL PARTICIPANTS TO CHECK-IN] 
 

Raizan: 
Thank you! Let’s carry on with the event! 

Narrator: 
15mins, before the end of the event. Raizan receives a notification from FaBot if he 

would like to extend the facility booking. (video) 
Raizan: 

Looks like the event will overrun, i will just extend the booking just in case. 
  

 

ACT III: Post Event [8 minutes] 
 

Narrator: 
The event was a success! Raizan makes his way back to work feeling happy. At 

work, he decides to send out the survey he created earlier, to attended participants 
to gather feedback. 

Raizan: 
I wonder how my participants feel about the event. Let me send out the survey I 

created earlier to my participants. 
[SEND SURVEY] 

Narrator: 
At this point, all participants that attended the event, should have received a 

notification, prompting them to do a survey. Participants, please complete the survey 
now. 

[WAIT FOR PARTICIPANTS TO COMPLETE THE SURVEY] 
Narrator: 

A few hours later, all participants completed the survey. Raizan decides to view a 
summary of the event. 

Raizan: 
Let’s check out more information about the event 

[CLICKS EVENT REPORT, REDIRECTED TO DASHY] 
Narrator: 

Raizan is redirected to Dashy, an independent application we’ve built. 
Narrator: 

Raizan logs in and navigates to the Event Report page 

Raizan: 
Looks nice! Let’s check out the Event Report for the ??? event. 

Raizan: [READS OUT ATTENDANCE AND SURVEY RESPONSES] 

Raizan: 
Alright, let me get back to work. 

Narrator: 
It’s has been months since workplace has been introduced, Raizan is tasked to be in 

charge of driving engagement rate in workplace and he is now preparing the 
progress results on engagement rate in workplace at work. 



Raizan: 
It’s has been a month since we came out with the rewarding of top contributors and 
get the managers to engage team to use workplace for outing discussion. Let’s see 

what how far did it went? 

 

Narrator: 
Raizan views the Group page. He filtered out the dates at the engagement rate. 

Raizan: 
Hmm, looks good! The engagement rate did increase by quite a bit. Let me export it 

out and include in the slides. 
Narrator: 

Raizan then export the charts out. He then views the People page for the top 
contributor. 

Raizan: 
Let’s see who’s the top contributors for this week. Oh, there’s new names. The newly 

employed colleague and there’s the quiet one. Nice! 
Narrator: 

Raizan took down the names of the top contributors and emailed them to collect their 
rewards. 

 


