
Meeting Minutes 08  
Date: 2 October 2018 
Attendees: Charmian, Vanessa, Jasmine, Yuqi, Chaw 
Absent: Clement(class) 
 
Agenda: 

1. Run through Midterm Presentation 
 
Feedback on Presentation: 

● No need to mention team members 
● Backlog of change request to be done and testing to be done and improve ui.  
● Time picker in the same widget 
● Why must we need to key-in to remove > in Edit User 
● (Remove (Delete) User: can create Delete button in “View Users” next to “Edit” button instead of 

asking admins to enter name, email of the employee) 
● If quit from cpas, also keep the record, don’t delete. 
● Development framework as IDE > technology used  
● Before how it look like VS after how it look in the UT 
● Explain abt regression testing, there are some breakage of codes in the iteration  
● Check the risk for client management  
● Change management > implement change according to priority  
● Okay to not meet 100% of the x-factors, just show the actual meets  
● Load testing - to look into tools, record all the clicks, use the software 
● Add Event: can put Date & Time in same category 

 
UPDATED Demo Script: as of 2/10/2018 
Jasmine is a senior human resource manager in CPAS. As an admin of the CPAS Employee                
Engagement Portal (EEP), her roles include managing CPAS employee accounts such as            
adding new users, updating existing users, managing monthly announcements, events, staff           
engagement sessions, and checking employee progress and employee response such as           
evaluation forms and surveys. 
  
Admin View: 
Since it is the start of the month, she has several things to complete through the portal. She                  
log-in to CPAS Employee Engagement Portal with her admin access and navigate to “admin              
control”. Under “Announcement management”, she choose to add new announcement. After           
adding new announcement, she proceed to add new event under “SWRC management”. She             
also uploads new document for the new employee on-boarding process under "On-boarding            
management." 
Recently, new employee named “Jerry” joined CPAS organization and he has to wait for the               
further instructions from HR side to proceed with his on-boarding process, which is the process               
every new employee has to go through. After uploading new document, Jasmine then add Jerry               
as a new employee into the database and send a “welcome email” to him. 
  
Employee View 
Jerry opened up the email he received from CPAS and proceeds to log-in to the portal. The first                  
thing he does is to change his password under “Change password” tab. After changing              
password, he start on his on-boarding process. Under the "On-boarding" tab, he looks at the first                



document. Jerry can also check his on-boarding progress, meaning which documents he has             
already read. After reading the document, he decides to check on the latest announcement of               
CPAS. He sees the latest announcement which is posted by Jasmine recently. As Jerry is a new                 
employee and wants to socialize with his new colleagues in the company, he also continue to                
register for two upcoming events to spend time bonding with new people and make friends. 
  
Admin View 
A month later, Jasmine checks the on-boarding process of new employee to see which              
employee are still in-progress. Jasmine can see the progress of Jerry and schedule for              
one-month touch point. Jerry is yet to submit evaluation form and thus, Jasmine tell Jerry to                
submit the evaluation form during the meeting.  
  
Employee View 
Upon completion of the meeting, Jerry proceed to fill up the evaluation form and submit it. 
  
Admin View 
Since Jerry is not the only new employee in past few months, Jasmine wants to know the other                  
new employee evaluation forms responses. So, she decides to check evaluation summary from             
1 Sep to  Sep. 

  
Employee View 
Several months later, Jerry get used to being CPAS employee and he has received many helps                
from his colleagues. Among them, Bob has been exceptionally helpful towards him. So, Jerry              
decides to write an appreciation note in Tree Of Loves, which is where all employee can see                 
dedicated appreciation notes submitted by other employees. Jerry then remembers that Bob told             
him that he had registered for a CPAS walkathon event and Jerry check whether he also has                 
registered for that same event. Jerry also want to see which employee received the top SPOT                
recognition. After checking, he decides to nominate one of his colleagues who displayed values              
of CPAS. 
 
Admin View 
Jasmine check all the submitted appreciation notes in TOL and nominee for SPOT including the               
ones that jerry just submitted. After viewing all the appreciation notes in TP: and nominee for                
SPOT, she goes on to award the top employee for the month to Bob. 
She then post about the new ED-Staff engagement session. Jasmine also edit the 2017 ED staff                
engagement session. Engagement session display the key summary points that were brought up             
and action plans to be taken accordingly so that the employee can see and have a better                 
understanding of the session. 

  
Employee View 
Jerry decides to check out the past yearly engagement sessions. After viewing key points and               
action plans of the 2017 engagement session, Jerry decides to give feedback on the              
Engagement Session. 
  
Admin View 
Jasmine view the feedback submitted by Jerry. Also, she need to update employee information,              
such as editing user info and removing user access to the portal. Bob is recently promoted to be                  
the senior manager and Jasmine update Bob’s information accordingly, which is to change the              
designation of Bob. 

  



One of the employee from marketing department named Catherine need to move oversea to              
further study her education. Therefore, Jasmine remove Catherine access to engagement portal.            
Jasmine then goes on to check admin user log to see whether her action has been recorded                 
correctly. 

 
 
Minutes taken by: Charmian, Edited and vetted by Chaw, Vanessa 3:00PM 
 
 
 
 
 
 
 


