
IS480 INTERNAL MEETING MINUTES 8 

 

Date 11 Aug 13 
Week 
13 

Time 1115-1900 

Venue School of Information Systems, GSR 3-4 

Attendees LEE Yi Xian, Darryl LEONG Jun Hun, LIM Ken Khoon,  Fiona WOO Yu Mei 

Agenda 

1. Discuss as-is of the HR process  
2. Discuss the to-be process  
3. Discuss X-Factor 
4. Plan the schedule till April if possible  
5. Wiki page updates  
6. What to learn for coding  
7. Any other matters 

 

 

Item  Discussion Points Follow Up Action 

1.  
 

 

 

2.  

There is a need to come up with as many features as possible to 

determine the scope of the project. 

 

Training and Development 

 

Main features: 

1. Propose training 

2. Approval by MD 

3. Review course by employee 

4. Employee training record 

5. Report generation on number of failures and amount 

spent on training 

 

 

Compensation and benefits 

 

Split the module of compensation and benefits into remuneration 

and leave.  Remuneration will consist of claims and salary while 

Leave is for leave. 

 

Our system should be flexible to the changes in labour law. 

Therefore we can have a generic function to allow users to upload 

supporting documents. There will be a text reminder for what 

documents is required for different types of leave.  The 

administrator is allowed to change the text reminder based on 

changes on the labour law. 

 

For Leave, the user interface can be grouped into 3 types: Medical, 

Annual and Others (Maternity, compassionate) 

 

 

Refine the existing as-is and to-be 

diagrams. The diagrams should follow Yi 

Xian’s convention: 

 There should be a start and end 

 Square boxes to represent 

process 

 Diamond to represent decisions 

 Process flow should be top 

down 

 

The following members will refine the 

following diagrams: 

Darryl  - Performance Management and 

Appraisal 

Fiona - Compensation and benefits 

Yi Xian - Training and development 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Main features: 

For Leave 

1. Apply leave 

2. Approve leave 

For Claim 

1. Submit Claim 

2. Approve Claim 

3. Allowance analysis report (--> see if want to increase 

allowance or not) 

For Remuneration 

1. Generate payment pdf report for individual employee 

2. Update payment status 

 

Questions for Marc: 

1. Can we separate email notification for annual leave by 

department instead of sending it to the whole company? 

2. How long in advance should the email notification for 

annual leave be sent? (We propose 3 days) 

3. Are users allowed to cancel/edit their annual leave after 

submission? How long in advance should they do so? 

4. How many days in advance should the users apply for 

annual leave? 

5. Is email notification required for medical leave? 

6. When must staff submit proof of documentation for the 

application of medical leave? 

7. Who in the higher management do staffs send their claims 

to? Must the MD be informed? 

8. Do the staff fill in the claims and let HR check or does the 

HR fill up the claims 

9. For staff with claim limits, does the staff claim the 

maximum of claim the amount they spend? 

10. How are claims processed for receipts that have not 

arrived yet? (Example telephone bill) 

11. What is the duration of the claim period? How many days 

after the purchase date must the claim is made? 

12. What happens after payment voucher is printed? Should 

the status of the payment be updated by HR? 

 

Performance Management and Appraisal 

 

Main features for Performance Management and Appraisal: 

1. Fill in appraisal form 

2. Decide increment amount 

3. Review / Approve appraisal 

4. View increment history (additional) 

 

Questions for Marc: 

1. Is the appraisal done by the employee’s specific line 

manager for annual increment?  Should higher 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



management be allowed to do appraisal for annual 

increment? Can an employee have more than 1 line 

manager?  

2. Is there a deadline to submit appraisal? What happens if 

the line manager does not submit the appraisal in time? 

Will the system just lapse the date and next appraisal date   

changed to 1 year later? 

3. Is bonus part of the system? 

4. How is increment amount determined? As previously 

mentioned, it is based on the appraisal score and a set of 

guidelines. Is this the guidelines:  

http://www.mom.gov.sg/newsroom/Pages/PressReleases

Detail.aspx?listid=428? What is weightage between these 

and guideline and the appraisal score in determining the 

wage amount? What is calculation for the increment based 

on the appraisal? 

5. If the MD rejects the amount proposed, can the MD just 

edit the amount and submit without going back to the 

higher management? 

6. Is there any action needed for the Finance department 

after MD approves the increment? Will the system just 

automatically increment the salary? Is there any 

notification required? 

7. Are there any changes required for the current appraisal 

form? 

8. Who assigns the line manager for new employees? Should 

the system administrator do it? Should HR be given the 

right to do so too? 

 

6 user roles have been identified. They are: 

 Administrator 

 Managing Director 

 Higher Management ( Technical director, Project director, 

Project Manager, Business Development) 

 HR Personnel 

 Finance Personnel 

 General user (staff) 

 

In summary, there are currently 5 modules: 

 Leave 

 Remuneration and claims 

 Training and development 

 Performance appraisal 

 System Administration 

 

 

 

Based on the user role, each group to 

come up with the following for their 

module: 

 Features for each role ( which 

user role can access which 

function) 

 Use case 

 (Text) use case 

 

Deadline is by next internal meeting 

 

 

Each group is to update their modules 

in the proposal. 

3.  

Report generation, the calculation total expenses for training and 

development can be a possible X-Factor. 

 

 

4.  
There is a need to have a baseline requirement specification.  Get 

Marc to sign if Marc is happy with requirement specification we 

Fiona to email supervisor to check if our 

schedule is okay. 

http://www.mom.gov.sg/newsroom/Pages/PressReleasesDetail.aspx?listid=428
http://www.mom.gov.sg/newsroom/Pages/PressReleasesDetail.aspx?listid=428


 

Summary of tasks to complete: 

have come up with and have nothing to clarify.  The requirement 

specification is based on the 3 modules:  

1. Training and Development 

2. Performance Management and Appraisal 

3. Compensation and benefits 

The requirement specification will not include X-factor unless we 

are confident of delivering the X-factor. Signing the requirement 

specification does not mean that the team will not accept any 

more changes from Marc. We will still continue to accept changes. 

The baseline requirement specification is needed so that both the 

client and our team have a common understanding on the 

requirements before we start coding. If development starts 

without requirement specifications, out team risk the unnecessary 

extra effort due to misunderstanding. The timeline for the 

projected sign off is reflected in the schedule.  

 

The schedule is divided into 4 phases, 1 phase of requirements 

gathering (no iteration) and 3 phases of development. Each phase 

is 2 months and each iteration is 2 weeks. We are using a time-

based schedule (uncompleted functionality will be pushed to the 

next iteration). Exam periods will be blocked off. 

 

Coding (Before acceptance) 

 Employee (CRUD) (admin) 

 Baseline for 4 modules 

 

 

Heuristics test  would combined with UAT as both is conducted 

with the client 

 

5.  

Darryl will update wiki page according to the changes needed. Just 

update him on the changes required.  

 

 

6.  

 Ken Khoon will demonstrate the framework during the next 

meeting 

 

Ken Khoon to come up with a list of 

what to learn by 14 Aug 2013. 

 

7.  

Yi Xian will be in charge of technical documentation. 

 

Ken Khoon will check on email server for email notification. 

 

S/N  Task description: Participants Involved: Due Date 

1.  
Come up with group logo 

 

Darryl 31 Aug 2013 

2.  
Email Marc the questions we have come up during 

today’s meeting 

Yun Xi 14 Aug 2013 

3.  Risk and Schedule Metrics (Template and scoring table Fiona 13 Sep 2013 



 

Next Team Meeting Next Client Meeting 

18 Aug 2013  

 

The meeting was adjourned at 1900  hrs. These minutes will be circulated and adopted if there are no amendments 

reported in the next three days. 

Prepared by, 

 Lim Ken Khoon 

Vetted and edited by,  

Leong Jun Hun Darryl 

in excel) 

4.  Technical documentation (Partial) Yixian 13 Sep 2013 

5.  
Bug metrics (Template and scoring table in excel) 

Test plan for phase 2 

Meizhen 13 Sep 2013 

6.  Change workflow diagram to follow Yi Xian’s style Respective modules pair 17 Aug 2013 

7.  

[Use case] 

- Features for each role 

- Use case diagram for each module 

- (Text) Elaboration on the use case 

Respective modules pair 17 Aug 2013 

8.  Edit module writeup Respective modules pair 17 Aug 2013 

9.  Come out with a list of what to learn  Ken Khoon 14 Aug 2013 

10.  Email supervisor for meetup Fiona 16 Aug 2013 


