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eTransformation Projects UAT Preparation Guidelines and Templates
by ITA eTransformation PMO


1. UAT Planning

1. Identify the list of functionalities that are planned to be tested. 
2. Identify the dates when the UAT is expected to begin and end
3. Identify who will be the UAT lead from Ministry.
4. Ensure that Vendor QA person is available onsite during UAT Time Period

2. Identify UAT Stakeholders 

1. Identify Participants whose area of business will be affected by the new or enhanced system. 
2. Identify the project stakeholders, their areas of responsibility and the role each stakeholder will fill during the UAT .
3. Define a practical time duration for testing considering that most of the Business users will have full time ministry duties or even counter services during Ministry working hours. 
4. Inform through the line managers and senior management of Ministry to ensure that identified stakeholders are available for the UAT. 
5. If there are external stakeholders such as SANAD or other Ministries or ITA representatives for PKI, ePayment, ensure that such members are informed in advance. 
6. Define and agree on the UAT observations reporting methods. PMO has provided a sample template as reference. 

3. UAT Strategy 

1. Identify the Project wide documentation that need to be referenced during UAT.   
2. Some of the documents that are part of eTransformation projects are the following
a. Business Process (To Be)
b. Refined Business Process (During Requirement Study)
c. Prototype (If Provided)
d. Use Cases (During System Design)
e. Test Cases (Before testing Phase)
f. Code (Development)

3. Determine from the list of functionalities that are planned to be tested, what are the pre-requisities for testing. For instance availablity of PKI Cards, Credit Cards etc 
4. Select testing environments and ensure enough number of devices are available such as PC’s, Card Readers etc. 
5. Ministry UAT leader to ensure that testing environments are created by Vendor.
6. Ministry UAT leader to Verify that testing data is prepared 
7. Ministry UAT leader to Identify testing tools and the same is installed in the Various PC’s such as different browsers etc. 
8. Determine the UAT cycle location 
9. Specify the necessary technical support for the UAT phase from IT Department if any.
10. Schedule tasks . PMO has provided a reference planner as per the Integrated Project Planning guidance. 


4. Documentation 

1. Identify the Various types of documentation need to be completed for UAT. 
2. Identify Scenarios that need to be tested during UAT.
3. Ministry UAT Leader to ensure that Test Report template  is maintained and observations are recorded in a structured manner. Developer should be able to understand and replicate the error/bug. 
4. Provide updates to the stakeholders on the progress / status of UAT and highlight in case there is any delay or if the code was not ready for testing to the Project Manager.  


5. UAT Execution 

1. Conduct UAT kickoff for stakeholders 
2. Ministry UAT leader should provide an orientation and recap of the functionalities that need to be tested to the UAT members 
3. Ministry UAT Leader should provide the UAT Testing Overview(ITA PMO has provided sample) to all the members of testing and ensure that data is filled up by the testers without fail.
4. Ministry UAT leader to scan and upload the UAT Testing Overview sheet of each of the participants to the Project repository. 
5. Ministry UAT leader to conduct triage meetings for defects if needed and decide the way forward. 

6. Post UAT 

1. Complete the UAT test report using the ITA PMO provided template.
2. Ministry UAT Team Leader need to submit a summary of UAT Paticipation from the stakeholders identified and highlight the concerns on involvement or effectiveness of the UAT if any to project manager. 
3. Ministry UAT Leader need to ensure that all the UAT observations are reviewed and defects are classified. 
4. Ministry UAT Leader need to inform the Project Manager the summary of the UAT Testing.
5. The Project Manager along with UAT Team Leader and Key Business Users should classify what are show stoppers and what can be postponed. 
6. Classification of observations such as new features , new requiremnets etc need to be identified. 
7. Project Manager need to discuss with Vendor and agree on the timelines for fixing the UAT observations and plan the smoke test with the Ministry UAT leader to ensure that all the reported issues are fixed satisfactorily. 
8. Project Manager need to analyse whether there would be impact on the Go-Live date or milestone completion and plan the schedule and activites accordingly. All the decisions agreed mutually between Ministry and Vendor should be documented. 
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	Name of the Person Testing
	

	Start Time
	

	End Time
	

	Name of the Use Case
	

	Number of Test Cases
	

	Date of Testing
	

	Signature
	



Testing Overview Checklist

	
	

	Have you checked the Functionality ?
	

	Have you executed all the Test Cases ?
	

	Did you check the Use of Using the service ?
	It is easy
It is complicated 

	Suggestion for Improvement if you answered negative 
	

	Any other Suggestions
	



	For Core Team Use only
	

	· Have you checked compliance to Look and Feel ?
	

	· Have you identified where the links are going to be positioned in the current website
	

	· Have you identified where the links will be in the future website ?
	

	· Is the Link to the functionality easy to access
	

	· Are the Help Manual ready ?
	

	For IT Department Use Only
	

	· Check what technology and what platform and what version 
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