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To Pass or Not to Pass 

User Acceptance Testing (UAT),

That is the Question:

How to deliver a successful UAT program for any

Records & Information (RIM) system rollout

Presented by:

Tracy Prater, Consulting Manager 

Meredith Holcomb, Project Manager



To Pass or Not to Pass…User Acceptance Testing (UAT)

1. Introductions

2. What & Why - UAT Fundamentals 

3. Who & When - UAT Community

4. Facilitation - Keys to Success

5. How - UAT Example with a Records & 

Information (RIM) portal

6. Now What?

7. Key Takeaways

8. Q&A

Agenda
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Fundamentals 
What is UAT?

3Copyright © 2025  Access Sciences 

1. A standard quality assurance process

2. A process lifecycle

3. Essential for any RIM system rollout

Develop 
Requirements

Confirm User 
Stories, 

Scenarios

Create Test 
Scripts, Scoring

Conduct UAT

Manage UAT 
Issues Log

Pass, Signoff 
UAT

Go Live!

A close-up of a paper

AI-generated content may be incorrect.

https://ntrs.nasa.gov/api/citations/19710021557/downloads/19710021557.pdf


Fundamentals 
Why UAT?
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Develop 
Requirements

Confirm User 
Stories, 

Scenarios

Create Test 
Scripts, Scoring

Conduct UAT

Manage UAT 
Issues Log

Pass, Signoff 
UAT

Go Live!

1. Accountability to the project stakeholders

2. Accountability to the RIM system audience

3. Basis for quality learning materials, quick 

reference materials, and procedures

Project 
Stakeholders

Project 
Stakeholders

System 
Audience



Fundamentals
Who to engage for UAT?
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1. Functional requirements team, including approvers

2. Subject Matter Experts

3. System Support and Training Team

4. System Audience reps, especially if Power Users UAT 
Program

Stakeholders

Project 
Management

System 
Support & 
Training 

Team

Subject 
Matter 

Experts

System 
Audience, 

Power Users



Fundamentals
When to test?
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Key Tracks Interval 1 Interval 2 Interval 3 Interval 4 Interval 5 Interval 6

Requirements and 

User Stories

UAT Preparation

Conduct UAT 

Program

Go Live!

Manage UAT Issues Log

UAT Sessions UAT Retest UAT Pass, Signoff

Audience Training Go Live!

Organizational Change Management (OCM) and Communications

Setup UAT System, Sample Data 

Create Test Scripts, Scoring

Engage UAT Team(s)

Capture User Stories, Use Cases

Develop, Review Requirements

Requirements Signoff



Know your audience
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Active Facilitation Passive Facilitation

What is it?
• Group testing environment where the team steps 

through the scripts together

• The tester shares a test file with instructions 

and leaves the user to complete their test script 

independently

Where it may work 

well!

• For small teams who have a good working 

relationship

• Where groups are very new or who are not 

computer savvy

• Experienced, independent users that are 

computer savvy

• Simple test scenarios where large quantities of 

test data is needed

Where it may NOT 

work well…

• Lengthy or complex test scripts

• A very large group setting

• Each participant has a different test scenario

• For a highly buggy or error prone system 

• Where the test facilitator is difficult or hard to 

reach 

Facilitation 



Feedback, feedback, feedback
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Test Results

Metrics

Ad Hoc Feedback

• Ease of use gut-check

• Plan vs Actuals

• Capture measurable data

• Ex: Total time taken, number of questions, pass %

• Note down obvious issues with 

rationale

• Better-if opportunities

• Procedural risk or control points

Facilitation 



Example
Session details for today
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1. UAT excerpt from a larger test program

a. Using a public information RIM web portal

b. Focus on the most used web form and user interface

c. End user audience perspective

2. Session example does not include

a. IT infrastructure or system load testing

b. End to end workflow testing

c. Database or transaction testing

https://edms.deq.louisiana.gov/edmsv2/quick-search


Show Time
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Public Facing Portal User Story #1

• “As a user, I need to be able to locate the correct file and view the right pdf.”

Breakdown Functional Requirement

Navigate

Easy to understand interface / User 

friendly

Labeled (or obvious) links and 

buttons

Locate

Search capability

Metadata 

Filtering

View
File access

PDF hosting

Must Haves:

• A clear, step-by-step script

• A defined expected outcome for each 

step

• A mode for users to get help 

• Passing criteria

Example



Show Time
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User Test #1

Step 1

Instruction Expected Outcome User Result

Using the upper left “Search” 

menu, select “Advanced Search”

The drop down menu appears and 

user is able to select “Advanced 

Search”. Example below.

PASS

Example



Show Time
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User Test #1

Step 2

Instruction Expected Outcome User Result

Apply the following filters in the 

advanced search fields. Type in 

the appropriate box or scroll using 

the drop down menu. 

Function: Permit

Document Type: Permit

Document Subtype: Final Permit

The filters should be applied in the 

respective fields with no errors. 

PASS

Example



Show Time
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User Test #1

Step 3

Instruction Expected Outcome User Result

Select the “Entry Date” of

03/01/2024  to 07/01/2024

The dates can be selected using the 

calendar select drop down.

Note – both date fields are required 

for searching

PASS

Test participant observation – “I can scroll to dates in the future, is that an issue?”

Example



Show Time
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AAAUser Test #1

Step 4

Instruction Expected Outcome User Result

Apply the following filter to narrow 

down the search criteria to find the 

desired file

Select the green search button

Show filters menu

Select “Surface Water”

Select document number: 

14343443

Metadata filters are correctly applied 

and the desired document is listed.

Selected hyperlink should open a 

new tab with the document in PDF 

format

Test participant observation – “I noticed discharge permits were missing form the drop down list. 

Can we add that back in? My team uses that metadata filter to search often.

Example

PASS



Show Time
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User Test #1

Step 5

Instruction Expected Outcome User Result

Locate the desired file and click 

the hyperlink to view

The link takes the user to the correct 

webpage to view the exact file in pdf 

format

Example

FAIL



Grande Finale – UAT Script Summary
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Participant Summary W. Shakespeare (Records Manager) 04/06/2025 Pass Rate: 80%

Step Instruction Expected Outcome User Result Commentary

1
Using the upper left “Search” menu, select “Advanced 

Search”

The drop down menu appears and user is 

able to select “Advanced Search”. Example 

below.
Pass

2

Apply the following filters in the advanced search fields. 

Type in the appropriate box or scroll using the drop 

down menu. 

Function: Permit

Document Type: Permit

Document Subtype: Final Permit

The filters should be applied in the 

respective fields with no errors. Pass

3

Select the “Entry Date” of

03/01/2024  to 07/01/2024

The dates can be selected using the 

calendar select drop down Pass
UAT001 – user noticed dates years in the 

future could be selected

4
Apply the following filter to narrow down the search 

criteria to find the desired file

Metadata filters are correctly applied and 

results are shown on the web page Pass UAT002 – Missing discharge permit filter

5 Locate the desired file and click the hyperlink to view
The link takes the user to the correct 

webpage to view the exact file Fail UAT003 - unable to load pdf file

Example

These get added to the 

issues log!



Grande Finale – Issues Log

17Copyright © 2025  Access Sciences 

Item Issue Noted by Priority Action Needed Responsible Due Date Status

UAT001
User noticed dates years in the future 

could be selected
User Test #1 Low

Review with records department 

(process owner) to decide if future dates 

are needed

Macbeth 06/26/25

Not Started -

Meeting 

Scheduled for 

4/30

UAT002 Missing discharge permit filter User Test #1 Low

Review with records department 

(process owner) to define if this is a 

required metadata field

Puck 04/17 Complete

UAT003 Unable to load pdf file User Test #1 High

Escalated to IT Dept lead to find broken 

connection; troubleshooting sessions 

scheduled for Friday 4/18

Juliet 05/01/25 In Process

UAT004

Need to add a resolution option 

instead of the 404 – File not Found 

screen

Records 

Manager
Medium Add in IT contact email to 404 page text Hamlet 05/15/25 In Process

Example



Issues Log
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Collect

• Test scripts

• Screen shots

• Questions, comments, concerns

• Supporting data

• Training / Prep material 

Clarify & 

Consolidate

• Gather all like issues into a SINGLE document

• Use clear language to describe the issues

• Distinguish between an issue and an 

opportunity/better-if

Prioritize

• What is MOST important to the business 

(compliance, internal controls, policies, project 

success criteria)

• Consider the level of effort versus the return

• Engage key stakeholders 

Next Steps



Take a bow! 
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Follow 
Up

Clear 
Actions

Big 
Picture

▪ Follow up with the test participants on open actions

▪ Thank them for their support

▪ Be open to their questions

▪ Be clear and concise with what needs fixing

▪ Does it need fixing ASAP or for a later iteration?

▪ Screen shots are your friend!

▪ Keep the main goal / improvement / 

transformation in mind

▪ Do the actions and fixes support the end 

goal? Gut check!

Next Steps



Closing Chapter
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1. Tools and tips to prepare for User Acceptance 

Testing Sessions 

2. Demonstrated facilitation methods and strategies

3. UAT wrap up activities and documentation 

recommendations

Key Takeaways
Develop 

Requirements

Confirm User 
Stories, 

Scenarios

Create Test 
Scripts, Scoring

Conduct UAT

Manage UAT 
Issues Log

Pass, Signoff 
UAT

Go Live!

Project 
Stakeholders

Project 
Stakeholders

System 
Audience
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Questions and Answers
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Authors: Ehren Ziegler & Shannon Sneedse  Illustrator: Judy Ziegler

To Explore Further

https://www.amazon.com/dp/0615804713
https://www.folger.edu/explore/shakespeare-in-print/first-folio/


Our vision
Tame Information Chaos by delivering purpose-driven 

projects and managed services across your information 

infrastructure. And, to create a partnership and solution 

that makes finding, accessing, and sharing information 

the easiest part of making any business decision. 

Imagine that.

Contact us
Access Sciences Corporation HQ

1900 West Loop South

Suite 300

Houston, TX  77027

713-664-4357

Visit and follow us:

www.accesssciences.com
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Access Sciences - Regional Office

301 N Main Street

Suite 630

Baton Rouge, LA 70802

713-664-4357
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https://www.accesssciences.com/
https://www.linkedin.com/company/access-sciences/
https://twitter.com/accesssciences?lang=en
http://www.youtube.com/@Accesssciences
https://www.facebook.com/accesssciencescorp/
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